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1. Purpose 

The purpose of this Standard Operating Procedure (SOP) is to ensure the correct protocols are 

adhered to in relation to the issue, use, return and updating of the Honeywell ScanPal Mobile 

Terminal. 

 

2. Scope 

The device is intended to assist Traffic and Security Controllers in the identification of vehicles that 

may be in breach of CEPC parking regulations. 

 

3. Prerequisites 

All staff who are required to utilise the device must receive the respective training and have access 

and understanding of the SOP. 

 

4. Responsibilities 

The staff that have the primary role in relation to this SOP are the Traffic and Security Controllers. 

The day to day usage of the device is their responsibility and procedural regulations should be 

followed. 

 

5. Procedures 

The device will be kept by the Traffic and Security Manager. Prior to use, it will be ensured that all 

staff are fully aware of the SOP and understand the policy. The device will be signed out by the TC, 

and utilised throughout the shift. At 10:00hrs each weekday, the device should be presented to 

Nahida Hussain, who will download and update the system. It is intended that another member of 
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admin staff will also have the respective training, so as in Nahida’s absence, the device can still be 

updated. When the device is handed to admin staff, that person will need to sign, to take ownership 

of the device. Once updated, the device should be collected by the TC, who signs it back from admin, 

so it can continue to be used. At the conclusion of a shift, the device should be signed back in and 

left in a locked cabinet which only the TCs and Manager have the code for. This locker is located 

within the Managers Office. The Daily Occurrence Report for the TCs will also be updated to include 

the device, and staff should document on their DORs, in the notes section that they have signed the 

device out/in, and left the device with admin staff for update. This should include times. 

 

6. References 

Should a fault occur, or the terminal be lost, it should be reported immediately to the Traffic and 

Security Manager. Failure to adhere to all responsibilities and procedures may result in disciplinary 

action. 

 

7. Definitions 

This SOP should be reviewed annually and all staff given respective training when required. 

 

 

 

 


