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Training & Development Programme  
 
 
Legion Group proposes the development of a multi-layered training and 
development strategy, which will enable your organisation to achieve a 
number of its key employee development goals.  
 
Legion considers consistent, nationally recognised training as vitally important 
in raising industry standards and in particular the standard of parking 
enforcement in line with the British Parking Association (BPA) objectives of 
both improving the working conditions of the parking attendant and the 
public’s perception of parking enforcement. 
 
To achieve these objectives we propose to develop two core-training 
components within our overall training and development strategy. 
 
 
 

 
 
 
 
 
Firstly, we offer the Legion Group Parking 
Attendants Training Course which is 
delivered by a qualified Legion trainer; 
candidates who successfully complete this 
course are awarded the City & Guilds Level 
2 Certificate for Parking Attendants (1885). 
This qualification can be utilised both by 
new Parking Attendants before 
commencing operational employment and 
existing employees as a career development tool. The Level 2 certificate 
provides assurance that a parking attendant has the essential knowledge 
required to do their job effectively prior to them commencing on street duties. 
It offers a flexible approach in providing each parking attendant with an 
opportunity to achieve a qualification relevant to the individual’s learning 
needs while also fulfilling the business, operational and community 
requirements of different stakeholders.   
 
 
 
 
 
 

City & Guilds Level 2 Certificate for  
Parking Attendants (1885 ) 
 



 

    

 
The qualification is divided into four learning units:  
 

 
 
It is envisaged that learners will require 40 hours of guided learning in order to 
complete the course successfully; this will be tutored by a City & Guilds 
approved Level 3 trainer. Each candidate will be assessed by means of a 
synoptic multiple-choice knowledge test using the City & Guilds Global On-
line Assessment System. 
 
 

Unit 1 Enforcement of Parking Legislation 
 
This covers the history and concept of parking legislation, 
contravention codes, the concept of observation periods and 
parking exemptions. 
 

Unit 2 Issuing and Processing Penalties 
 
This covers identifying and recording necessary information for 
vehicle identification, issuing PCNs, the provision of supporting 
evidence and understanding what happens after a PCN has 
been issued, including the right to appeal. 
 

Unit 3 Promote Safe & Effective Working Practices f or Parking 
Attendants 
 
This covers health and safety at work, emergency procedures, 
radio procedures & protocol and the importance of presenting a 
positive image. 
 
 

Unit 4 The Parking Enforcement Environment 
 
This covers the operation of parking machines, regulations for 
the Disabled Badge Scheme and the procedures and 
regulations for permits, waivers and dispensations. 
 
In addition to the core requirements of the course, Legion 
proposes to develop the following supplementary learning 
outcomes to assist your organisation in fulfilling its key proposal 
objectives 

 
�  Information Technology 
�  Equality and Diversity Awareness 
�  Customer Service, Managing Conflict and Communication 
�  Practice exercise where trainees accompany a Parking 

Attendant during his duties. 
 



 

    

In relation to the Parking Office environment we offer two options: firstly 
Parking Office staff can complete the Legion Group Parking Attendants 
Training Course and be awarded the City & Guilds Level 2 Certificate for 
Parking Attendants (1885) so ensuring synergy between Parking Attendants 
and office staff, or alternatively office staff can attend the Legion Group 
Parking Office Staff Training Course. 
 
 
 
 
 
 
The Parking Office Staff Training Course, which is delivered by a qualified 
Legion trainer, can be utilised both by new office staff before commencing 
operational employment and existing employees as a career development 
tool. The course provides assurance that parking office staff have the 
essential knowledge required to do their job effectively prior to them 
commencing their duties. It offers a flexible approach in providing each staff 
member with an opportunity to achieve a qualification relevant to the 
individual’s learning needs while also fulfilling the business, operational and 
community requirements of different stakeholders.   
 
The qualification is divided into three learning units:  
 
 
 
Unit 1 Enforcement of Parking Legislation 

 
This covers the history and concept of parking legislation, 
contravention codes, the concept of observation periods and 
parking exemptions. 
 

Unit 2 Issuing and Processing Penalties 
 
This covers the procedures and regulations relating to permits, 
waivers and dispensations and the issuing of PCN’s and the 
provision of supporting evidence. An important element of this 
unit is understanding what happens after a PCN has been 
issued, including the right to appeal. 
 

Unit 3 Promote Safe & Effective Working Practices f or Parking 
Office Staff 
 
This covers the importance of Equality and Diversity 
Awareness, Customer Service, Managing Conflict and 
Communication. This unit also incorporates a practice exercise 
where office staff accompany a Parking Attendant during his 
duties. 
 

 

Parking Office Staff Training Course 
 



 

    

 
 
 
It is envisaged that learners will require 32 hours of guided learning in order to 
complete the course successfully; this will be tutored by a City & Guilds 
approved Level 3 trainer. Each candidate will be assessed by means of a 
synoptic multiple-choice knowledge test. 
 
 
The second core component of our training and development strategy 
involves each operational parking attendant and parking office employee 
successfully completing a relevant City & Guilds NVQ qualification. 
 
 
 
 
 
 
 
 
 
To achieve this objective for Parking Attendants Legion Group offers the City 
& Guilds Level 2 NVQ in controlling Parking Areas (1876). This ensures 
synergy within the overall training and development strategy, as the Level 2 
Certificate for Parking Attendants is seamlessly linked to the knowledge and 
understanding requirements of this NVQ. 
 
 
The Level 2 NVQ in controlling Parking Areas provides a focus for effective 
training, and the recognition of a national qualification supports the 
competence and professionalism of the industry. This NVQ is studied as part 
of a parking attendant’s normal working duties, so their performance in their 
day-to-day work is what determines whether they pass or fail. The NVQ has 
been designed in partnership with BPA and other parking professionals, 
reflecting the latest trends in the parking industry, and provides the Parking 
Attendant with skills which are highly beneficial to the key objectives of your 
organisation. NVQs have also been shown to significantly improve staff 
retention, motivation and productivity, and provide a convenient framework for 
assessing staff competency, so complementing your performance review 
process.  
 
 
NVQs are made up of mandatory and optional units; candidates must 
successfully complete all mandatory units and three optional units to the 
satisfaction of an approved assessor. All units can also be taken separately 
and certificated, thus giving recognition for all achievements. 
 
 
 
 

 
City & Guilds Level 2 NVQ in controlling Parking Ar eas 
(1876) 



 

    

 
 
 
Mandatory units: 
 
Candidates must achieve all of the following units: 
 

�  Ensure your own actions reduce risks to health and safety 
�  Start and end your working shift 
�  Give customers a positive impression of yourself and your organisation 
�  Deal with information relating to parking control 

 
Optional units: 
 
Candidates must achieve three of the following units: 
 
 

�  Identify and deal with parking 

interventions 

�  Use hand held IT equipment on 

patrols 

�  Monitor parking areas �  Collect and process payments 

�  Operate manual pay stations �  Carry out lift rescue operations 

�  Complete document for 

clamping and unclamping 

vehicles 

�  Monitor areas using CCTV 

systems 

�  Apply and remove vehicle 

clamps 

�  Maintain CCTV videotape 

libraries and preserve potential 

evidence 

�  Load and unload vehicles onto 

and from vehicle transporters 

�  Maintain the operational 

performance of CCTV systems 

�  Carry out vehicle two away 

operations 

�  Operate computer controlled 

barrier-parking systems 

�  Complete documents for the 

removal of vehicles 

�  Recognise and respond to 

confrontational situations 

 
Successful completion of this NVQ shall be a minimum requirement for PA 
career advancement. 
 
Both the Level 2 Certificate for Parking Attendants and the Level 2 NVQ in 
controlling Parking Areas are vocationally related awards that have been 
designed to support central and local government initiatives towards the 
National Qualification Framework and are accredited by the regulatory body, 
the Qualifications and Curriculum Authority (QCA). 



 

    

 

 
 
 
 
 
 
 
 
To achieve this objective for Parking Office staff Legion 
Group offers the City & Guilds NVQ Level 3 Parking 
Clerical for back office/notice processing staff. This 
ensures synergy within the overall training and 
development strategy as the Legion Group Parking 
Office Staff Training Course is seamlessly linked to the 
knowledge and understanding requirements of this NVQ. 
 
The Level 3 NVQ Parking Clerical for back office/notice 
processing staff provides a focus for effective training, 
and the recognition of a national qualification supports 
the competence and professionalism of the industry. This NVQ is studied as 
part of a Parking Office employee’s normal working duties, so their 
performance in their day-to-day work is what determines whether they pass or 
fail. The NVQ has been designed in partnership with BPA and other parking 
professionals, reflecting the latest trends in the parking industry and provides 
the Parking Office staff with skills which are highly beneficial to the key 
objectives of your organisation. NVQs have also been shown to significantly 
improve staff retention, motivation and productivity, and provide a convenient 
framework for assessing staff competency so complementing your 
performance review process.  
 
NVQs are made up of mandatory and optional units; candidates must 
successfully complete all mandatory units and two optional units to the 
satisfaction of an approved assessor. All units can also be taken separately 
and certificated, thus giving recognition for all achievements. 
 
 
 
Mandatory units: 
 
Candidates must achieve all of the following units: 

 
�  Maintain effective working relationships 
�  Contribute to the maintenance of a healthy, safe and productive 

working environment 
�  Manage your work and development 
�  Contribute to co-ordinating administrative services 
�  Research, prepare and present information from a variety of sources 
�  Administer representations 
�  Administer the appeals process 

 

City & Guilds NVQ Level 3 Parking Clerical for back  
office/notice processing staff 
 



 

    

 
Optional Units:  
 
Either unit must be achieved: 
 

�  Maintain and develop a paper-based information system 
�  Maintain and use databases 

 
One of the following four Optional Units must also be achieved 
 

�  Develop effective services for customers 
�  Contribute to the development of teams and individuals 
�  Lead the work of teams and individuals to achieve their objectives 
�  Contribute to the selection of personnel for activities 
�  Produce spreadsheet documents 

 
Candidates would be required to achieve at nine units for a full NVQ award, 
but would be encouraged to achieve as many units for which they could 
demonstrate competence.  
 
Successful completion of this NVQ shall be a minimum requirement for career 
advancement within Parking Office environment. 
 
City & Guilds NVQ Level 3 Parking Clerical for back office/notice processing 
staff is a vocationally related award that has been designed to support central 
and local government initiatives towards the National Qualification Framework 
and is accredited by the regulatory body, the Qualifications and Curriculum 
Authority (QCA). 
 
 
 
 
 
 
 
In addition to these core-training components our strategy will also offer 
additional optional training services as part of our commitment to flexibility and 
innovation. Legion can offer a wide range of optional services including: 
 

�  Supervisory Training for Senior PAs 
�  CCTV Traffic Management Training linked to the CCTV (PSS) Licence 
�  Health & Safety Training 
�  First Aid Training 

 
 
Also as the role of local authorities in the traffic management and community 
safety arena continues to develop further in the future, Legion can offer 
flexible and innovative solutions to these potential future training needs: 
 
 

Additional Training Services 
 



 

    

�  Traffic Management Act 
�  Possible Statutory Regulation of the Parking Industry 
�  Technological Advances 
�  Police Reform Act & PAs involvement in the Community Safety 

Accreditation Scheme 
�  Offering training services to other your organisations staff i.e. Customer 

Service, Managing Conflict and Communication, CCTV, Supervisory, 
Health & Safety and First Aid Training. 

 
 
 
 
 
 
 
Through a multi-layered training strategy of structured externally recognised 
training programmes and other flexible training solutions, Legion Group can 
exceed the expectations of your organisation in many of its key objectives and 
help develop a successful long term training partnership. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Conclusion 

Course Fees  
 

Legion Group Parking Attendants Training Course  
(incorporating City & Guilds Level 2 Certificate for Parking Attendants 
1885) 
 
 
 
£1500 per course (with a maximum of 12 candidates) 
 
plus 
 
£100 per day to cover exam fees, stationary and other sundry expenses 
 
All fees are exclusive of VAT 
 

Legion Group Parking Office Staff Training Course  
 
£1200 per course (with a maximum of 12 candidates) 
 
plus 
 
£100 per day to cover exam fees, stationery and other sundry expenses 
 
All fees are exclusive of VAT 
 


