
King’s Lynn parkrun 

parkrun Volunteer Roles – what do I do? 
We know that some people can feel a little nervous about volunteering at parkrun. We try to make it a 
great experience and provide training on the day but you may be feeling nervous about what it is you will 
be required to do, which the guidance below is aimed to alleviate. 

 

The Basics 
Volunteers are asked to arrive at The Walks Café at 8.30am (apart from the RD and pre-event set-up team 
who be there earlier).  

You should be free to go by about 10am although it can take longer particularly if you have responsibility 
for token sorting.  it can take a little longer. If you need to leave promptly, ask for an early marshal 
position.  However, if you can please leave time to join us at the cafe afterwards for coffee, cake and 
parkrun chat.  

Marshals 

As a marshal you have three main duties: 
 Being our eyes and ears on the course, looking out for hazards or incidents  

 Directing runners along the correct course  

 Encouraging runners!  

You’ll be given a full briefing and a lanyard with information specific to your location on the day. If you 
have a mobile, please bring it with you and add the RDs phone number (07788 933759) to your contacts.  

You might be on your feet for up to 90 minutes, so plan appropriately particularly if the weather doesn’t 
look too good. If standing is a problem let us know and we’ll see what we can do to help. In summer, bring 
a bottle of water and consider sun cream. In winter, wrap up warm, maybe bring a hot drink and keep 
moving (walking or dancing both work).  

You will be required to remain in position until the Tail Walker has passed on the final lap and we also ask 
that you then bring in any parkrun signs that you see on your way back. Often the marshals will walk back 
with the Tail Walker, encouraging those runners at the back as they finish. 

In the event of an incident you should refer to the ‘aide-memoire’ which the RD would have provided you 
with, which gives full details on the ‘Actions-On’ which you should follow. In addition, you will have in your 
marshals vest a small first aid kit with plasters, wipes and a foil space blanket, should a minor incident 
occur. 

Top tips: Please be on time! We know 8.30 on Saturday is early, but it gives us time to brief you, distribute 
kit and get you in place. We can’t start the run until all the marshals are in position, so if you are late it may 
delay the start.  



 

Timekeepers 
Many people are shy of the timekeeper role but at its heart all you need to do is push a button every time 
someone crosses the line. Even better there will be two of you, so there’s always a back-up if something 
goes wrong. That said, it does require concentration and it is important not to get distracted by anyone 
around you .or who might be running through the finish – you are only interested in clicking the button for 
each runner – not who they are or what order they are in – that’s the responsibility of the Funnel Manager.  

The rule is that everyone who enters the funnel gets a time regardless of age or ability.  If you do miss a 
runner or press an extra time, try to remember the number on your screen so you can tell the funnel 
manager when they do their regular number check where the problem might be.  

Top tips: At busy times it can be hard to keep track of the finishers: experienced hands recommend looking 
at feet rather than faces.  

 

Funnel Manager 
Funnel managers: they’re not bossy, they are the boss as far as the Funnel is concerned.  

Funnel Managers do three things: 

 Make sure people keep moving, stay in order and don’t duck out of or in to the funnel  

 Check whether the timekeepers and tokens team are in sync  

 Keep a note of any anomalies to help the RD process the results accurately  

It’s helpful to be a confident speaker, willing to tell runners what to do -you are in charge! You’ll also do a 
lot of walking between the timer and the tokens, so you’ll need to be mobile. If something starts to go 
wrong, call the RD over so that you can work together to resolve the problem.  

 



Finish Tokens/Finish Token Support 

Finish tokens is a great job if you’d like to volunteer with a friend, as it’s definitely a team role. You will be 
working in a pair to hand a token to each finisher. This is normally a straightforward job but at busy times it 
can take concentration and dexterity. 

Our recommended method is: 
Person 1 takes the first bundle 1 to 50 and the assistant the second bundle and so on, taking care to ensure 
all the bundles are handed out in strict numerical order!  

Every so often the funnel manager will come and ask you what token you’re about to hand out - this helps 
us check the results are accurate. When cold, it can be hard to do this job with gloves so be prepared and 
fingerless gloves are a bonus. 

Top Tips:It is important that all runners take a token, even if they say they don’t want one. In these cases, 
insist they do take a token. It doesn’t need scanning – they just need to hang up before leaving. This is 
important as the token are synchronised to the times and any token not taken will result in all later runners 
getting the wrong finish time.  
If a runner really doesn’t want to take a token, just drop it in your pocket and hand to the RD at the end. 
If you drop some tokens: don’t panic! Just leave them on the ground and hand out the next bundle. We can 
remove the dropped tokens from the results at the end.  

 
 

Barcode Scanners 

Scanning is one of our most straightforward roles so it’s a popular choice for first time volunteers. It’s also 
very social as you’ll get to chat to lots of runners. However, it is important that it is done correctly as any 
barcodes or tokens that are not scanned correctly will result in that runner being shown as ‘Unknown’ in 
the results. 
For scanning the rule to remember is “personal then position” - you scan the personal barcode first, then 
the position token. To scan, simply press the large button in the middle of the scanner, holding it over the 
barcode, first on the personal barcode (of which there are many different designs) and then the finish 
token. You will hear a beep once the scan is successful. If a barcode won’t scan, perhaps because it’s wet or 
smudged, then point the runner to the Token Sorters who maintain the record of all scan failures. If an 
individual tells you they have forgotten their barcode or are not registered send them straight over to the 
Token Sorters who will deal with the problem leaving you to concentrate on those waiting to scan. 
Remember also that we can only scan physical barcodes - paper, key tags and wristbands etc but not 
phones!  

Top tips: If you accidentally scan the position token first, just start again by scanning the personal then 
position token. Some volunteers prefer using the phone app to scan, it's easy to use and it won't let you 
scan barcodes in the wrong order.  

The scanners can also struggle to work in bright sunlight, so find a shady spot for more reliable scanning.  

 

 



Token Sorting 

Token sorting is an important role and if done correctly ensures that all tokens are in the correct order for 
handing out the following week. Any that are not in correct numerical order will result in runners getting 
incorrect times. 

At King’s Lynn we keep all of our tokens in bundles of 50 and runners are themselves responsible for 
hanging their token on the correct peg on the token board after scanning. 

The token board is divided in to 10s and as they fill, they can be sorted in to numerical order, first in 10s 
and when each bundle of 50 is ready inserted on to the kilt pins so that the lowest number is on top e.g. 1 
to 50, 51 to 100 etc, etc. This ensures they are ready for whoever is doing Finish Tokens the following week 
to hand straight out in numerical order to the runners as they finish. 

The other role for the Lead Token Sorter is to maintain the record of those whose barcodes do not scan. 
The form is headed with barcode number, token number and name so it’s quite simple complete, 
However, if you cannot understand the individuals name ask them to complete that section for you.  

You may get some who have forgotten their barcodes who will ask to have their names added. Don’t get in 
to any arguments. Just add their names to the sheet – the RD when doing the results will apply the ‘No 
Barcode No Time’ rule and this saves you having to explain. 

 

 

Tail Walker 

This is an important role not just for encouraging those at the back of the pack to get around but also 
ensuring that everyone is accounted for and when you finish, we can then go straight into processing the 
results. 

You are also the eyes and ears on the course so do have your mobile phone with you and be ready to let 
the duty RD know of anything you come across which you consider worth reporting. 

And Finally 

Finally remember you are the Hi-Vis Heroes and without you our parkrun just would not happen.  Thank 
you for volunteering. It is appreciated by all taking part. 

 


