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Covid-19 Vaccinations Stewarding Shift Leader Guidance 

1. Car parking for volunteers is at Gill Rise, and can be used as an overflow for vaccinations car parking if the 
main car park is full. 

2. Volunteers should arrive 10 mins before the start of their shift. Shift leaders should try to arrive slightly 
earlier. 

3. Ensure that a handover conversation takes place between shift leaders of consecutive shifts. 
4. The shift leader should meet with the NHS site lead at the start of the shift if possible, ideally at the briefings 

gazebo. This may not always be possible. 
5. Ensure that car park signage, barriers, and matting are positioned correctly and safely. 
6. Ensure that the entire pedestrian route is clear of vehicles and obstructions. 
7. Volunteers should meet at the briefings gazebo, and equipment should be issued there. 
8. Each volunteer must be briefed before starting their shift, and must comply with all Ts&Cs, particularly 

regarding wearing of pass, mask, and hi-viz. 
9. Volunteers must not take safety risks. In particular, volunteers must not direct traffic in Stanley Street, and 

must try to maintain 2m separation from members of the public. 
10. Plastic seats are available for volunteers. They must be sanitised before and after use. 
11. Plastic seats are available for people waiting in the queue. They should be kept out of sight, and only issued 

when essential. They must be sanitised before and use. 
12. Please sanitise the tops of the metal barriers next to the queue at frequent intervals, as they are likely to be 

used as handrails. 
13. The shift leader must visit all the volunteers at least once during the shift, and offer to take their place for 

10/15 mins to allow for a rest break. 
14. The shift leader must respond immediately to any radio calls starting with EMERGENCY EMERGENCY (for 

risk to life) or CODE RED (where immediate backup is required). 
15. The car park will be very full during normal health centre working times on week days. People who have 

been vaccinated need to be discouraged from lingering in the car park, and should be asked to leave the site 
as quickly as possible. 

16. The shift leader is requested to submit a brief report after their shift by using the contact form at 
ulverston.com/contact identifying any problems and suggestions for improvement. 
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Shift Checklist 

A. Use the event volunteer sheet which you should have received by email to check that each volunteer has 
arrived. Note that the sheet contains personal contact information, so do not share it with anyone else. 

B. Issue each volunteer with: 
a. NHS pass 
b. NHS face mask 
c. Radio 
d. Hi-viz vest 
e. Plastic chair if required 
f. Umbrella if required 

C. Inform volunteers that 2 metre separation must be maintained. 
D. Inform volunteers that they must wear the pass, mask, and hi-viz at all times while working. 
E. Demonstrate how to use the radios, and advise on use of the EMERGENCY EMERGENCY and CODE RED 

phrases. Advise volunteers to avoid unnecessary chatter on radios. 
F. Advise volunteers on treating people with disabilities with respect. For example, if a patient is in a 

wheelchair, address questions initially to the patient, not the carer. 
G. Inform volunteers that they can direct traffic within the health centre grounds, but not in Stanley Street. 
H. Assign a location to each volunteer individually. This is their location for the entire shift, and should not be 

changed unless unavoidable. 
a. Site entrance at Stanley Street, to direct pedestrians arriving and answer questions from vehicle 

occupants. Politely ask anyone who is not wearing a face mask to put one on, bearing in mind that 
some people will be medically exempt. 

b. On the access road to the left of the car park, to direct drivers to the vaccinations parking area or 
disabled parking area. Try to maintain the one-way loop. Encourage people who have been 
vaccinated to leave the car park as soon as possible. 

c. At the corner of the car park next to the entrance to the temporary path. Tell people what to 
expect. Warn people that the surface is uneven. 

d. At the gazebo at the front of the queue. Help people arriving from disabled parking to join the 
queue. Remember that some people have hidden disabilities, so don’t allow queue-jumping on 
grounds of visible disability unless absolutely essential. 

e. Inside the health centre to direct patients from the front of the queue to the next available 
vaccinations room, and then on to the observation area. 

f. In the observation area to direct people to seats, and help to move them out safely on completion 
of their waiting period. Call for NHS help for any medical issues. 

I. Advise volunteers that they must inform the shift leader if they need to leave their position. 
J. Advise volunteers on locations of kitchen, toilets, and rest room, and that access should be via the main 

health centre entrance. 
K. Advise volunteers that the shift leader should be contacted by radio if needed, and also that the shift leader 

will circulate around the site to give stewards an opportunity for a break. 
L. At the end of each shift, ensure that each volunteer returns their pass, radio, hi-viz, and umbrella. The 

volunteer should clean touch points and hard surfaces before handing back. 
M. Used passes, radios and vests must be kept separate from unused equipment. Marked boxes will be 

provided. 
N. A bin is provided for recyclable waste, which should be emptied into the blue recycling skip. 
O. At the end of the final shift of each day, return portable equipment to indoor storage, and put used radios 

on charge. 


