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Purpose: To ensure all staff under the process of validating parking 

  

Procedures:   

Steps  Description of Action to Be Taken: Walk-in customers 

Step 1:  At time of check-in staff will ask the customer if they parked in the garage above the 

American Job Center. If yes proceed to step 2. If no, no further action is needed.  

Step 2:  Ask the customer if they paid for parking or if the customer will need to pay for 

parking. If they need parking paid for proceed to step 3. If they have already paid, no 

further action is needed. 

Step 3:  Ask the customer if they will need parking for less than an hour. If they plan to need 

parking for an hour, then assist them at kiosk to register for one hour parking 

Press ‘less than an hour’ > enter the customer’s license plate > a receipt will print 

out. 

If the customer plans to be in the AJC longer than an hour, the resource room can 

validate parking for a max of two hours (this could be an additional 2 hours if they 

have used their first hour free option).  

Staff will first check to see if the customer has an NE Works account. If they do not, 

one will need to be created before the customer leaves.  

 

Next, have customer sign-in at the VOS greeter then walk the customer to the kiosk.  

Press ‘validation code’ > enter the code for the day of the week we are validating > 

enter the customer’s license plate > a receipt will print out. 



Gather the customer’s name, license plate number, date of validation, reason for 

visit and DOB and enter the information at:

OSO will use this information to make a case note in Ne Works. 

Step 4: When scheduling appointments or working with employers, AJC staff and partners 

should ensure parking validation is explained either by phone, email or both. 

Parking validation codes: 

Monday: 

Tuesday:

Wednesday:

Thursday: 

Friday:

Please DO NOT give out these codes to customers, even if they are only 

here for a one time visit.  

**NE works account must be verified as customer must have a NE 

Works account to have parking validated as well as signed into the VOS 

greeter at their arrival.  
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