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CHAPTER 1.1 FLORIDA PARK SERVICE PURPOSE

5. FUNCTIONAL STATEMENTS

1. PURPOSE »

To explain the philosophy, purpose and organizational structure of the Division of Recreation and
Parks (Division), historically known as the Florida Park Service (FPS).

2. FPS MISSION »

2.1.

2.2.

FPS Mission Statement

Provide resource-based recreation while preserving, interpreting and restoring natural and
cultural resources.

2.1.1. Public service is the central theme of every FPS endeavor. Traditional high standards
of management and service are the FPS trademark. Quality resource-based outdoor
recreational experiences assure that Florida's state parks will continue to serve as
major tourist destinations, thereby contributing significantly to the State's economy.

2.1.2. The accomplishment of this mission requires a great degree of organizational pride
and employee dedication. The traditional “FPS Team” concept ensures success.

2.1.3. Indealing with the various tasks and duties assigned to the FPS, we categorize
everything we do into what is called the “Big Five” — Administration, Maintenance,
Protection, Resource Management and Visitor Services. Though each of these areas
is distinct, they are also inter-related in the execution of our daily undertakings.

FPS Responsibilities

The FPS accomplishes its mission through the acquisition, development, maintenance, and
operation of a statewide system of parks that includes state parks, recreation areas,
archaeological sites, historic sites, geological sites, botanical sites, preserves, reserves,
ornamental gardens, museums, and trails. The management of these parks includes certain
responsibilities:

2.2.1. Provide for outdoor recreational opportunities

The FPS provides for resource-based outdoor recreational activities. These activities
will be made available through the development of recreational facilities, public
education, and the teaching of recreational skills.

2.2.2. Provide for the preservation and restoration of natural resources

The FPS manages its properties to provide for outdoor activities in such a manner as
to ensure that the natural resources within the parks are preserved and protected.
Properties are also managed to restore disturbed natural systems. Management
techniques may include prescribed burning, re-establishment of natural hydro-
cycles, removal of exotic species, reforestation, re-introduction of native species,
erosion control, and species protection and management. Management of these
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2.2.3.

3. HISTORY A

resources also includes environmental education about their preservation through
visitor centers, exhibits, interpretative programs, guided walks, and publications.

Provide for the preservation and restoration of cultural resources

Cultural resources may include historic sites, archaeological sites, museums,
botanical gardens and early state park facilities. These sites are managed to ensure
that the facilities are maintained and restored to their most significant period.

UPDATED JANUARY 25, 2016

The following are representative portions of a sequence of events leading to the establishment and
development of the Division as it exists today:

1872:
1899:

1909:

1915:

1933:

1935:
1941:

1945:

1949:

1953:
1963:

1969:

1972:
1993:

1994:
1999:

2004:

First National Park created, "Yellowstone"

Legislature created a commission to select a site and raise funds for the Olustee
monument

Olustee acquired by State

Legislature gave one and one-half sections of land in Dade County to the Florida
Federation of Women's Clubs to be maintained as a public Park. It was called Royal Palm
State Park and is now a part of Everglades National Park

Civilian Conservation Corps (CCC) created by the Federal Government to employ young
men to improve state-owned properties

Legislature authorized the Board of Forestry to set up a Department of State Parks

Agency name changed to Board of Forestry and Parks, which had jurisdiction over the
Florida Forest Service (FFS) and the Florida Park Service (FPS). These two branches were
both answerable to the State Forester and Parks Executive who was the agency's
administrative head

Legislature authorized the Florida Park Service to operate "by and under the exclusive
supervision of the Board using the funds specifically appropriated for park purposes."
The FPS now had its own executive head under the Board and was on equal footing with
the FFS

Basic enabling act—Chapter 258 (commonly referred to as the "Collins Bill") created the
Florida Board of Parks and Historic Memorials

Annual visitation tops 1 million

Outdoor Recreation and Conservation Act provided for the Outdoor Recreation
Development Council and set up the Land Acquisition Trust Fund

Governmental consolidation and reorganization created the Division under the
Department of Natural Resources

Annual visitation tops 10 million

The Department of Environmental Regulation and the Department of Natural Resources
were merged into the Department of Environmental Protection

Annual park revenue tops 21 million

Florida Park Service is honored with the National Gold Medal Award for excellence in
park management by the National Recreation and Parks Association

Annual visitation tops 19 million
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2015: Florida Park Service celebrates its 80" anniversary

4. ORGANIZATION 2
The FPS operates Florida state parks within the Division of Recreation and Parks under the
Department of Environmental Protection. For more detailed information, consult the organization
charts of the Department and of the Division.

5. FUNCTIONAL STATEMENTS »
UPDATED AUGUST 1, 2018

5.1.

5.2.

5.3.

5.4.

5.5.

Unit: Division Director's Office

Responsible for directing the overall development and maintenance of comprehensive
multipurpose outdoor recreation and natural and cultural resource conservation programs
for the Division. Responsible for the long-range operation of the state park system and the
day-to-day operation of the state park system.

Unit: Bureau of Natural and Cultural Resources (BNCR)

Provides leadership, coordination, guidance, technical support, training, and evaluation for
natural and cultural resource management activities on Division lands. For natural resources,
focus is on fire management, exotic species removal, rare species conservation, natural
community restoration, and coastal systems management. For cultural resources, focus is on
preservation and conservation of archaeological resources, historical structures and ruins,
and collections of cultural objects and artifacts; also managing a collection of digitized state
park photos, including scanned historic images, and managing the Florida Park Service
archives. Produces and maintains base maps for lands under the jurisdiction of the Division.
Maintains and coordinates the development of the state park lands Geographic
Informational Systems (GIS) database. Provides planning consultation; reviews large
environmental restoration projects and all historic structure repair projects. Serves as liaison
with natural and historic resource agencies and non-government organizations.

Unit: Office of Park Planning (OPP)

Develops and maintains the Florida Statewide Comprehensive Outdoor Recreation Plan
(SCORP). Evaluates and recommends lands for acquisition and provides technical support to
the Land Acquisition Advisory Committee. Administers matters pertaining to the disposition
of lands, including easements, leases, and use agreements for lands under the jurisdiction of
the Division. Coordinates the development and review of park management and conceptual
land use plans, and conducts and coordinates land use planning in all state parks. Develops
plans for rivers in the Florida Wild and Scenic Rivers System.

Unit: Budget Office

Oversees the Division's operating budget and fixed capital outlay budget, which includes the
preparation and monitoring of the Legislative Budget Request, as well as the Division's
internal operating budget and fiscal procedures involving grants.

Unit: Office of Greenways and Trails (OGT)

Provides statewide leadership and coordination to establish, expand and promote the Florida
Greenways and Trails System (FGTS), support communities by providing technical assistance
planning, and disseminate information to the public. The primary functions of the OGT
include implementing the FGTS System, designation of trails within the system, community
assistance and sharing collected information with the public.
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5.6.

5.7.

5.8.

5.9.

Unit: Bureau of Design and Construction (BDC)

Provides professional design, contract administration and construction services for the timely
completion of Capital Improvement Projects, typically funded by the Fixed Capital Outlay
budget. Prepares or procures construction drawings and specifications for new park
development and major repairs/renovations of existing facilities. Provides assistance
throughout the Department to help in the development or repair of non-state park facilities.

Unit: Bureau of Operational Services (BOS)

Coordinates statewide activities involving business operations within state parks, including
procurement and support of concessionaire contracts, infrastructure planning and projects,
and the reservation and fee collection system.

Unit: Interpretation Office

Facilitates in directing the resource-based outdoor recreation program to the public in all
units of the state park system. Provides specialized services for the Division in the areas of
interpretation, training and statewide meetings. Provides technical support in the design and
care of exhibits and assists with the development of interpretive programing.

Unit: District Bureaus

Manages, maintains, protects and provides resource-based outdoor recreation opportunities
to the public on those properties administered by the Division. Balances the requirements of
resource protection with public demand for resource-based outdoor recreation through
planning and management. Provides planning, coordination and training for personnel in
administration, maintenance, protection, resource management, interpretive and
recreational skills programs, special events and other types of visitor programs. Monitors
park operations to ensure compliance with established statewide operational standards and
procedures.

4|Page
Return to TOC



CHAPTER 1.2 GENERAL ADMINISTRATION

. PURPOSE

. PURPOSE OF THE OPERATIONS MANUAL
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1. PURPOSE »

The purpose of this chapter is to allow for consistent application of general administrative
procedures for the Division of Recreation and Parks (Division).

2. PURPOSE OF THE OPERATIONS MANUAL?

2.1. The Operations Manual (OM) serves as a guide to provide quality assurance and consistency
in Florida State Park operational procedures and provides the Division of Recreation and
Parks (DRP) with a defined course of action that guides present and future decisions.

2.2. OM guidance is based on applicable Florida State Statutes, Florida Administrative
Code/Rules, Department directives, policy and direction of the Division Management Team.

3. OPERATIONS MANUAL USE & REVISION »
UPDATED AUGUST 1, 2018

3.1. Proper Use

The current manual is posted on SharePoint by the Operations Manual Coordinator.
However, there is nothing wrong with reproducing portions of the Operations Manual (OM)
you feel would be beneficial at areas of the park other than the ranger station or office such
as the shop or concession. When copies are made, it becomes the unit manager's
responsibility to make sure the proper revisions of these copies are made at the time
revisions are posted. It is of the utmost importance for every manual in the system be exactly
alike to avoid conflicts.

3.2. Revisions

Each chapter of the OM has a designated author. Any suggested revisions will follow the
Operations Manual Update Process. Proposed changes will include reviews through the
Director’s Office and the Division Management Team.

3.3. Corrections of Errors
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Any suggested corrections to grammatical errors or corrections or modifications to links
found within the OM will be sent to the Operations Manual Coordinator. If the correction is
warranted, then the Operations Manual Coordinator will make the corrections and post the
update. These types of corrections are considered minor and will not necessitate Division
Management Review or a notification to all employees.

4. OPENING AND CLOSING HOURS ~

4.1.

4.2,

Establishment of Official Time

4.1.1. The park's operating time shall be the official time in the time zone where the park
is located.

4.1.2. The official time of sunset shall be found on the US Naval Observatory website.

Operating Hours

4.2.1. All units of the state park system, unless otherwise designated in writing by the
Division, shall be open 365 days per year from 8:00 a.m. to sundown. In order to
allow ample time for visitors to exit the park after sundown, posted closing times
will be displayed at 15 minute intervals, on the second quarter hour past sunset. For
example, if sunset occurs between 6:45 and 6:59 p.m. then the earliest closing time
posted will be 7:15 p.m., if sunset occurs between 7:00 and 7:14 p.m. the earliest
closing time posted will be 7:30 p.m.

4.2.2. Certain units, such as historic sites, may operate on a schedule of 9:00 a.m. to 5:00
p.m. and may be closed on designated days as authorized in writing by the Division.

4.2.3. Closing of parks or any portion thereof, is governed by F.A.C. and DEP Directive 150.

4.2.4. Closing of state parks under disaster or emergency situations shall be done in
accordance with DEP Directive 280.

5. ADMISSION TO AREAS ADMINISTERED BY THE DIVISION ~
UPDATED AUGUST 1, 2018

5.1.

Overview

5.1.1. Admission to areas administered by the Division requires, in most cases, paying a
general admission fee. Admission fees vary depending on whether the collection is
by a staffed toll collection point or by the honor system.

5.1.2. The Division shall apply the lowest applicable admission fee. For example, a group of
eight pedestrians entering a park should not be charged a higher total admission fee
than if they had entered the park in one vehicle.

5.1.3. Organized groups composed primarily of children should have at least one adult
chaperone for every ten children or fraction thereof.

5.1.4. The Division must charge an admission fee at parks where a general admission fee is
collected (except as in Chapter 4.2 below). In parks that have designated access
points at locations other than the fee collection point, signs will be posted that
notify visitors they are entering a fee area. The public trust doctrine gives the
general public the right to walk into and out of beachfront property, below the
mean high water line, without payment and without barriers.
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5.2.

5.1.5. All equestrian entry points must be posted with a sign, utilizing standard language
found in the FPS Sign Catalog, notifying equestrians of the requirement to possess
proof of negative Coggin's test for Equine Infectious Anemia.

Free Entry to Areas Administered by the Division

5.2.1. The established admission fee shall be waived only for persons meeting the criteria
specified below. This procedure pertains only to the admission fee to the park. No
other fees shall be waived for any of the below listed exceptions.

5.2.2. According to Chapter 62D-2.014, F.A.C. admission fees shall be waived by
authorized Division personnel for representatives of any government agency and for
salesman, tradesmen or other individuals who will benefit the park or state park
system and who present proper identification. Admission fees shall also be waived

for:

Children under six years of age.

Patients of Florida State Mental Institutions and clients of the Department of
Juvenile Justice and the Department of Children and Family Services, and other
similar institutions that are fully funded by federal, state, or local government,
when such patients and/or clients are part of an organized group or program
under the sponsorship and supervision of their respective institutions or parent
agencies.

Florida school groups, including vocational schools, colleges and universities,
accompanied by one or more teachers, and bearing a letter from the school
principal, professor or other appropriate official, certifying that the park visit is
related to a specific school curriculum and is for educational purposes rather
than a purely recreational outing.

Division employees and their families.

5.2.3. Other exceptions include:

Individuals and groups who are signed up as park volunteers and are on
assignment.

Individuals presenting a special letter of authorization from the Division

Representatives of any federal, state, municipal or county agencies, who must
enter the park in performance of their official duties. Proper identification is
required.

Those individuals presenting a valid, signed copy of a Research/Collection
Permit (DRP-046) issued by the Division and whose intent is to conduct the
permitted research and collection activities at the specified park.

OneDEP Free Entry (TEMPORARY POLICY: EVALUATED ANNUALLY)

To celebrate the OneDEP Initiative, the Secretary has authorized an annual
promotion to include Free Entry to all Florida State Parks for employees. This
includes Day-use park entry for up to a total of eight people entering as a
group*, except at Ellie Schiller Homosassa Springs Wildlife State Park and Weeki
Wachee Springs State Park where admission will be provided for up to two
people, including the DEP employee; and a 33% discount at the Skyway Fishing
Pier State Park. See the OneDEP FAQ for additional guidance.
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5.3.

*A group is defined as all of the occupants (up to a total of eight people) in the
pass holder’s vehicle; or up to two motorcycles, including the pass holder; or up
to a total of eight people (including the pass holder) entering on foot or on
bicycles.

5.2.4. Additional Guidance
5.2.4.1. Individuals who benefit the park or state park system might include:

e Media members interested in obtaining park experience or attending
a park event for informational or promotional purposes benefiting
the park or the state park system.

e Local tourism development councils or convention and visitor
bureaus accompanying groups of media members.

o Department management team retreat or legislative tour members.
5.2.4.2. If a sales representative wants to check supplies in a park shop, they

should never be allowed to visit the shop without the presence of park
staff.

5.2.4.3.  This policy does not waive the admission fee for scouts, church groups,
and similar groups (unless they qualify as a Florida school group or
volunteer group as identified above).

5.2.4.4.  All others must pay the established admission fee.

Free Entry to Camping Areas

Camping fees shall be waived only for persons presenting a letter of authorization from the
Division and for individuals and groups in connection with assigned work and projects as park
volunteers.

6. ATTENDANCE REPORTING *
UPDATED FEBRUARY 22, 2018

6.1.

6.2.

6.3.

Each park has an Attendance Reporting Plan (ARP) (DRP-091), which lists the visitor counting
method for each location in which visitation is collected. The park manager determines the
areas within the park that are counted. Each ARP must be approved by the district bureau
chief. For unique situations within each park that do not allow for standard counting, the
district bureau chief can approve alternate counting methods that will be detailed on the
approved ARP. The district office reviews park operations for compliance with the ARP
annually as part of the fiscal compliance review. The ARP is updated as required.

Parks having staffed ranger stations will make an actual accurate count of visitors and report
this count in the prescribed manner through Store Manager or Field Manager.

Parks not having staffed ranger stations where an actual count of visitors is possible will use a
traffic counter and/or estimate attendance based on the Division's Methodologies for
Estimating Park Attendance as approved by the district bureau chief. Every effort should be
made to use a traffic counter where feasible. The traffic counter total for vehicles is
multiplied by three to get the visitor count. No other multiplier is approved. Estimated
attendance should be entered through Store Manager or Field Manager.
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6.4.

6.5.

6.6.

6.7.

6.8.

6.9.

6.10.
6.11.

For estimating attendance on State Trails, traffic counters are placed near each trailhead. In
addition, longer stretches of trail away from trailhead can have traffic counters installed at
known points of entry or major road crossings where appropriate. It is understood—based
on visitor trail use patterns—that some visitors will be counted two or more times, while
other visitors will not be counted at all. However, the overall average results in consistent
visitor reporting. The locations of traffic counters must be approved by the district bureau
chief and detailed on the approved ARP.

Care should be taken to place the traffic counter so that vehicles or visitors are counted
once. If the traffic counter captures vehicles or visitors twice, then the daily count should be
divided by two to achieve the correct total.

Collection of visitation figures from traffic counters must be done at a minimum of once per
week.

If there is a known malfunction with the traffic counter, then the honor envelope count,
multiplied by three, is used until the malfunction is repaired. If the traffic counter location is
in an area that does not have an honor station, then historic visitation counts for that
location, or counts from a nearby ranger station or other traffic counters with correct counts,
should be used to extrapolate the visitation percentage.

Overnight visitors should be counted on the day they arrive and for each day thereafter. On
the day of departure, overnight visitors should be counted as day visitors as they have the
potential to enjoy full access to all day-use facilities after checking out.

It is possible that visitors access the park from starting locations outside of the park. For
example, a visitor launches from a county boat ramp but goes through the waters of the
park. In these instances, the park may use visitation numbers collected by another agency or
private vendor. The method must be approved by the district bureau chief and included on
the ARP.

All attendance data should be entered in to Store Manager or Field Manager.
Definitions Relating to Attendance Reporting

6.11.1. Visitor — Those who are included in actual or estimated visitation. All of the below
are to be issued a receipt when entering at a staffed ranger station except those
indicated by ***

e All paid visitors manually counted at ranger station
e All visitors entering the park with an annual pass or volunteer pass***
e All visitors entering the park with a free entry, or free entry promotional events

e (Citizen support organization members using their 12 free entries or on
designated CSO free entry days (as approved by park manager)

e Scientific researchers with a research permit
e School groups including chaperones and teachers
e Visitors of concession staff

e Visitors provided 15-minute pass to look at camping and recreational
opportunities whether or not they decide not to stay
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6.11.2.

e Meeting groups that are not on park related business (outside organizations,
other State of Florida Departments, etc.)

e Special event visitors and performers, demonstrators, non-FPS organizing staff,
concessionaires, exhibitors at special event

e After-hours special event visitors and performers, demonstrators, non-FPS
organizing staff, concessionaires, exhibitors at special events***

e Boaters actively recreating in park boundary waters counted via visitation
estimation methodology***

e Occupants of other non-typical visitor traffic on public roadways maintained by
the Division or others***

e Visitors who enter the park and utilize limited facilities without reaching the
ranger station or fee collection area***

Non-Visitors — Those that are not to be included in actual or estimated visitation.

None of the below are issued receipts.

e Staff — FTE, OPS and Volunteers on duty

e Resident park staff & resident volunteers and visitors of resident park staff &
resident volunteers

e Contractors on business

e Community Service Workers

e Concession personnel on business

e Delivery, sales or service personnel on business

e Representatives of any federal, state, municipal or county agencies, who must
enter the park in performance of their official duties

e Occupants traveling on through-traffic public roadways, maintained by others,
but not through staffed ranger station

7. STATE PARK FEE STRUCTURE »
UPDATED SEPTEMBER 1, 2018

7.1. General Philosophy

7.1.1.

7.1.2.

The fee structure should be set to achieve an equitable balance between
appropriate use and protection of the resource. The paying of a fee results in higher
quality use and greater appreciation by the visitor for the recreational opportunity
available.

Competition with Private Enterprise and Fee Determination

It is the practice of this Division not to engage in direct competition with private
enterprise unless the public interest clearly dictates otherwise. To avoid unfair
competition, the following factors should be considered in establishing a fee for a
particular activity: the cost of providing and maintaining the facilities associated
with an activity; the cost of providing special services and the number of services
provided specifically to the participant in any given activity.

7.2. Setting Specific Fees
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7.2.1.

7.2.2.

7.2.3.

Fee increases within established ranges shall be recommended through the district
bureau chief, to the Director's Office, for approval by the division director prior to
implementation.

General Admission Fees

7.2.2.1.

7.2.2.2.

7.2.2.3.

General admission fees should cover those activities that are basic to the
nature of a particular park.

The general admission fee does not include other special use activity fees
such as those required for tours, boat launch, or gardens admission.
These are collected as additional fees.

Any Florida economically disadvantaged resident participating in the
Food Stamp Program is eligible for a 50% discount on the park admission
fee. The park should ask to see their Federal Benefit Security Card.

Special Considerations

7.2.3.1.

7.2.3.2.

7.2.3.3.

Special Service/Facility Fees

Special services and facilities are provided on an individual park basis and
include such activities and facilities as tours, picnic pavilion rentals, boat
ramps, formal gardens, paddle boats, canoes, bicycles, beach equipment,
visitor programs, special events, etc. The fee for special services and
facilities may vary according to the condition of the facilities, the
demand, and the cost of providing the service.

Special Use Permits

The fee for special use permits will be set entirely on an individual basis
due to the varying circumstances involved. These permits will include
such non-recreational uses of park lands as grazing, bee hives and other
such activities as may be inherited by the Division through land
acquisition or that are justified as a part of the Division's resource
management program. In some instances, when it can be determined no
harm to the resource or interference with public use and enjoyment of
the park will result, the Division may issue this type of permit as a public
relations consideration.

Short Term Vendor Permits

The short-term vendor permit is designed for use at special events to
solicit food vendors, craftsmen, suttlers and other appropriate vendors.
The presence of these vendors should add significantly to event
marketability. These permits should be used for short periods (1-3 days).

Fees should be set by the park manager in consultation with the district
bureau chief on a per event basis. Considerations in arriving at fees are
expected attendance, number of vendors invited, event duration, and
projected daily gross sales per vendor. A minimum of $25.00 per day
should be charged for an event.

Demonstrations where no orders for goods will be taken or sales made
do not require a permit. Fees collected should be reported as
miscellaneous receipts.
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7.3. Annual Entrance Passes

7.3.1.

7.3.2.

Purpose & General Information

7.3.1.1.

7.3.1.2.

7.3.1.3.

7.3.1.4.

7.3.1.5.
7.3.1.6.

7.3.1.7.

7.3.1.8.

7.3.1.9.

7.3.1.10.

7.3.1.11.

Uses

7.3.2.1.

These passes are designed to serve as a convenience to the visitor and to
the park by reducing the time spent with entrance fee transactions.

Annual Entrance Passes allow park entrance in lieu of the daily entrance
fee.

Annual Entrance Passes do not waive other special use fees charged at
some parks for special events, camping or activities such as boat tours,
tubing, fishing piers, gardens admission, etc.

Additional local fees may apply (example: Monroe County Surcharge).
Annual Entrance Passes are not transferable.

Annual Entrance Passes are not valid unless all required information has
been filled in.

The name of an individual must be filled in for each Annual Entrance Pass
purchased - Annual Entrance Passes are not valid for use by organized
groups, clubs, agencies, churches, etc. or any commercial entity.

When the Annual Entrance Pass is purchased as a gift, the name of the
gift recipient (the pass holder) must be listed on the Annual Entrance
Pass.

Use of electronic copies of these passes Annual Entrance Passes are not
acceptable.

Annual Entrance Passes may not be sold at prices above that listed in the
Florida State Park Fee Schedule.

Additional information and resources (including the pass application and
benefits sheets) about the Annual Entrance Pass Program are available
here.

Family Annual Entrance Pass

e The Family Annual Entrance Pass allows entry for up to eight people
(including the pass holder) entering as a group, except at Ellie Schiller
Homosassa Springs Wildlife State Park and Weeki Wachee Springs
State Park where the Family Annual Entrance Pass is good for
admission of up to two people, including the pass holder. The Family
Annual Entrance Pass provides a 33% discount at the Skyway Fishing
Pier State Park.

e A group shall consist of one of the following combinations:

o All the occupants in a vehicle (up to a total of eight people)
including the pass holder.

o Up to two motorcycles, including the pass holder.
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7.3.2.2.

o Up to a total of eight people (including the pass holder)
entering on foot or on bicycles.

e To accommodate a single-family member/friend arriving at the park
at a different time than the group staff may accept the Annual
Entrance Pass Receipt (document that is issued to the visitor at the
time of pass sale) as an Individual Annual Entrance Pass.

e The online sale confirmation page cannot be used as a means of
entry to a park.

e Duplicate Annual Entrance Passes will not be issued.

e Any form of photo identification is acceptable proof of being the
pass holder.

Individual Annual Entrance Pass

e The Individual Annual Entrance Pass allows only the person named
on the pass to enter the park for day use.

e The online sale confirmation page cannot be used as a means of
entry to a park.

e Any form of photo identification is acceptable proof of being the
pass holder.

7.3.3. Discounts on Entrance Passes

7.3.3.1.

A 25% discount on Annual Entrance Passes for active duty and honorably
discharged veterans of the United States (US) Armed Forces, National
Guard, or reserve units of the US Armed Forces or National Guard, or
spouses of deployed active military. Satisfactory written documentation
to prove eligibility includes:

e Current military identification card showing the bearer as active
duty, reserve, or retired member of a branch of the US Armed
Forces, or

e Personal identification (e.g., driver's license, identification card, etc.)
and

e Most recent DD Form 214, Certificate of Release or Discharge from
Active Duty, showing the named individual's Character of Service as
Honorable, or

e Other current official documentation from the Department of
Defense, Department of Homeland Security, Department of Veterans
Affairs, or an appropriate branch of one of those agencies naming
the bearer as active duty, reserve, veteran, or retired member of the
US Armed Forces.

e Florida Department of Motor Vehicles driver's license or
identification card with a capital "V" designation printed on the card
indicating the bearer is a veteran.

e Spouses of deployed active military should provide current military
identification indicating the bearer as a dependent of an active
member of the US Armed Forces, and the most recent DD Form 214,
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7.3.3.2.

7.3.3.3.

Certificate of Release or Discharge from Active Duty, showing their
spouse's current deployment or a copy of their spouse's deployment
orders.

Free for Life Family Annual Entrance Passes for honorably discharged
United States veterans who have service-connected disabilities. This
discount is provided by issuing a Lifetime Military Entrance Pass.

e Satisfactory written documentation to prove eligibility includes:

o Personal identification (i.e., driver license, identification card,
etc.) and

o Current official documentation from the Department of Defense,
Department of Homeland Security, Department of Veterans
Affairs or an appropriate branch of one of those agencies,
naming the bearer as having sustained a service-related
disability, and

o Most recent Defense Department Form 214 (DD214), Certificate

of Release or Discharge from Active Duty, showing the named
individual's Character of Service as Honorable, or

o Other current official documentation from the Department of
Defense, Department of Homeland Security, Department of
Veterans Affairs, or an appropriate branch of one of those
agencies, naming the bearer as veteran, or retired military, or

o Florida Department of Motor Vehicles driver license or
identification card with a capital “V” designation printed on the
card proving that the bearer is a veteran.

o Lifetime Military Entrance Pass holders are required to obtain a
replacement pass upon expiration of their current pass.

o Lifetime Military Entrance Passes may have an expiration date of
up to five years from the date of issuance.

o Satisfactory written documentation to prove eligibility for a
replacement Lifetime Military Entrance Pass includes the existing
Lifetime Military Entrance Pass and personal identification (i.e.,
driver license, etc.).

Free for Life Family Annual Entrance Passes for surviving spouses and
parents of deceased members of the United States Armed Forces,
National Guard or reserve units of the US Armed Forces or National
Guard who have fallen in combat. This discount is provided by issuing a
Lifetime Military Entrance Pass.
e Satisfactory written documentation to prove eligibility includes:
o Personal identification (i.e., driver license, identification card,
etc.) and
o The Defense Department Form 1300 (DD1300), Report of
Casualty, showing the Place of Casualty was a combat or war

zone on the Date of Casualty, the Circumstances indicate that
the casualty was due to enemy action and the Interested
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7.3.3.4.

Persons/Remarks indicates the bearer is the surviving spouse or
parent of the military member who has fallen in combat, or

The final Defense Department Form 214 (DD214), Certificate of
Release or Discharge from Active Duty, showing the date of
death as the same date as the date of separation, or

The Defense Department Form 2064 (DD2064), Certificate of
Death (Overseas), indicating the bearer is the surviving spouse or
parent of the military member who has fallen in combat, or

A similar official US Armed Forces or National Guard form
indicating the bearer is the surviving spouse or parent of the
military member who has fallen in combat, and

A marriage certificate or license, birth or death certificate, or
adoption papers showing the bearer as the surviving spouse or
parent of the military member who has fallen in combat.

e Lifetime Military Entrance Pass holders are required to obtain a
replacement pass upon expiration of their current pass.

O

Lifetime Military Entrance Passes may have an expiration date
of up to five years from the date of issuance.

Satisfactory written documentation to prove eligibility for a
replacement Lifetime Military Entrance Pass includes the
existing Lifetime Military Entrance Pass and personal
identification (i.e., driver license, etc.).

Free for Life Family Annual Entrance Passes for surviving spouse and
parents of Florida law enforcement officers or Florida firefighters who
have died in the line of duty. This discount is provided by issuing a
Lifetime Military Entrance Pass.

e Satisfactory written documentation to prove eligibility includes:

O

Personal identification (e.g., driver license, identification card,
etc.) and

Official documentation identifying the bearer as the surviving
spouse or parent of the law enforcement officer or firefighter
who had died in the line of duty. Examples include but are not
limited to; a marriage certificate or license, birth or death
certificate, or adoption papers, official documentation from a
government agency or official documentation from a police or
firefighter professional organization, and

Official documentation indicating the Florida law enforcement
officer or Florida firefighter died in the line of duty. Examples
include but are not limited to: official documentation from a
government agency, or official documentation from a police or
firefighter professional organization.

o Lifetime Military Entrance Pass holders are required to obtain a
replacement pass upon expiration of their current pass.
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7.3.3.5.

7.3.3.6.

o Lifetime Military Entrance Passes may have an expiration
date of up to five years from the date of issuance.

o Satisfactory written documentation to prove eligibility for a
replacement Lifetime Military Entrance Pass includes the
existing Lifetime Military Entrance Pass and personal
identification (i.e., driver license, etc.).

Families operating a licensed family foster home are eligible to receive a
free Family Annual Entrance Pass each year. Satisfactory written
documentation to prove eligibility includes:

Personal identification (i.e. driver license, etc.) and

Current Certificate of License issued by the State of Florida,
Department of Children and Families. Certificate must indicate
bearer is licensed to operate Level |-V foster home. Group
homes/organizations are not approved to receive this discount. The
certificate must have a person’s name on it (not an organization’s
name) to be eligible for the discount.

Families who adopt a special needs child from the Department of
Children and Families are eligible to receive a one-time Family Annual
Entrance Pass at no charge at the time of adoption. Satisfactory written
documentation to prove eligibility includes:

Personal identification (i.e. driver license, etc.) and

Original Family Annual Entrance Pass for Adoptive Parents Coupon
(issued at the time of Adoption)

7.3.4. Annual Entrance Pass Transactions

7.3.4.1.

7.3.4.2.

Sales Locations

Annual Entrance Passes are available for purchase by visitors through the
following methods:

Purchase at a Park — Annual Entrance Passes can be purchased at all
regularly staffed ranger stations and museums. Free and discounted
Annual Entrance Passes are available by this method.

Purchase Online — Annual Entrance Passes can be purchased through
the Florida State Parks Online Store at
(https://shopfloridastateparks.com/). Free and discounted Annual
Entrance Passes are not available by this method. For Annual
Entrance Passes purchased through the Florida State Parks Online
Store, a processing fee of $6.00 will be charged for online orders,
and delivery time varies depending on selected shipping method.

Process for Issuing Annual Entrance

Complete the transaction through the Park Business System (PBS)
and obtain a POS receipt.

Gather a pass card, Annual Entrance Pass Application, Annual
Entrance Pass Program Benefits document, single-hole punch, a
permanent marker and the POS receipt.
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Prepare the Annual Entrance Pass Application:

o Complete the Annual Entrance Pass Application to collect
visitor information associated with a pass card. When issuing
an Annual Entrance Pass, avoid using abbreviations and
enter full park names and staff names.

o Keep the top portion of the Annual Entrance Pass
Application for park records. Retain this information until the
Annual Entrance Pass has expired, per public record
requirements.

o The bottom portion of the Annual Entrance Pass Application
will serve as the Annual Entrance Pass Receipt for the visitor.

Prepare the Annual Entrance Pass Card:

o Use asingle-hole punch to punch out the type of pass being
issued (I = Individual; F = Family; LM = Lifetime Military).

o Punch out the expiration month and year on the card. Family
and Individual Annual Entrance Passes expire on the last day
of the month issued. For Lifetime Military Passes, punch out
the latest expiration date possible on the pass card.

o Write the pass holder’s name on the pass card with
permanent marker. Only one name shall be written on the
pass card — this is the “Pass Holder”.

Issue to the Visitor:

o Give the visitor the pass card, and the following items
(stapled together at the time of sale) - Annual Entrance Pass
Receipt (from the bottom of the Annual Entrance Pass
Application), the Annual Entrance Pass Program Benefits
document and the POS receipt.

7.3.4.3. Replacement Annual Entrance Passes

Follow the above Process for Issuing Annual Entrance Passes to issue
a replacement pass.

Visitors may purchase replacement passes at any park which sells
Annual Entrance Passes or through the Florida State Parks Online
Store. They are not required to return to the specific sales location
where the Annual Entrance Pass was originally purchased.

Replacement passes will be issued with submittal of the original
Annual Entrance Pass receipt and the original register receipt, at a
cost of 25% of the original purchase price, which is a non-taxable
administrative fee.

If a visitor can show proof an Annual Entrance Pass was stolen (i.e.
police report, etc.), any park which sells Annual Entrance Passes can
issue a new Annual Entrance Pass at no cost to the visitor.
Otherwise, the park can replace the Annual Entrance Pass at 25% of
the original purchase price, which is a non-taxable administrative
fee.
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e Replacement passes will only be good for the remainder of the year
for which they were purchased.

7.3.4.4.  Process for Refunding Annual Entrance Passes

e Annual Entrance Passes Purchased at a Park

O

Refunds for Annual Entrance Passes originally purchased in a
park, must be processed in a park.

The visitor is not required to return to the specific park where
the Annual Entrance Pass was originally purchased.

For customer service purposes, a Park Manager may authorize a
full refund for an Individual Annual Entrance Pass or a Family
Annual Entrance Pass, provided the Annual Entrance Pass was
purchased within the past 30 days. The visitor will be required to
show receipt of original purchase and must return the original
Annual Entrance Pass back to the park.

A full refund for an Individual Annual Entrance Pass may be
provided if a visitor requests a “pass upgrade”. This will allow the
visitor to apply the refunded amount to the purchase of a Family
Annual Entrance Pass. The Annual Entrance Pass must have been
purchased within the past 30 days. The visitor will be required to
show receipt of original purchase and must return the original
Annual Entrance back to the park.

e Annual Entrance Passes Purchased Online

O

Refunds for Annual Entrance Passes originally purchased at the
Florida State Parks Online Store
(https://shopfloridastateparks.com/), must be processed by the
Florida State Parks Online Store. Park staff shall not refund
merchandise purchased online.

For customer service purposes, a Florida State Parks Online
Store Manager may authorize a full refund for an Individual
Annual Entrance Pass or a Family Annual Entrance Pass,
provided the Annual Entrance Pass was purchased within the
past 30 days. The visitor will be required to show receipt of
original purchase and must return the original Annual Entrance
Pass back to the Florida State Parks Online Store sales location
(Springs Provision Company — 4152 S. Suncoast Boulevard,
Homosassa, FL 34446).

A full refund for an Individual Annual Entrance Pass may be
provided if a visitor requests a “pass upgrade”. This will allow
the visitor to apply the refunded amount to the purchase of a
Family Annual Entrance Pass. The Annual Entrance Pass must
have been purchased within the past 30 days. The visitor will be
required to show receipt of original purchase and must return
the original Annual Entrance Pass back to the Florida State Parks
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Online Store sales location (Springs Provision Company — 4152
S. Suncoast Boulevard, Homosassa, FL 34446).

7.4. Administration of Procedure

This procedure will be reviewed annually by the Division to ensure current fees are consistent
with the provisions contained herein and the basic philosophy of the Fee Schedule is
reflective of public sentiment and trends in the recreation industry. Frequent changes in fees
should be avoided to prevent confusion and administrative problems.

8. AFTER HOURS PERMIT ~
UPDATED MARCH 2, 2015

8.1. Overview

8.1.1. The purpose of the After Hours Permit is to allow reasonable access for approved
activities to designated areas of a park outside normal operating hours, which
includes before the park opens and after the park closes. After Hours use is
permitted at all parks following specified guidelines and in acceptable locations.
After Hours permit requires an After Hours Permit form (DRP-030).

8.1.2. Park managers are authorized to develop specific requirements to manage after
hour use. The park manager shall determine restrictions as to time, place and
manner that apply for after hour use and shall stipulate on the permit the approved
activities and the designated areas approved for access.

8.1.3. The frequency and duration of after hour use vary from park to park. After Hours
Permits are valid for the period of time and type of activity determined by the park
manager.

8.2. Procedure for Permit

8.2.1. After Hours Permits may be obtained by applying at the park where authorized after
hours use privileges are desired in addition to the purchase of an Annual Individual
or Family Entrance Pass.

8.2.2. The permit should be displayed, face up, on the dash of the vehicle.

8.2.3.  Failure of the After Hours Permit holder to comply with park regulations or
instructions from park staff shall result in revocation of the permit.
9. ANNUAL PARK INSPECTIONS »

An annual park inspection should be performed by the district bureau chief and/or the assistant
bureau chief utilizing the Park Management Summary (DRP-033). This inspection includes the park
manager housing inspection utilizing the Residence Inspection Report (DRP-027).

The Division's management and district staff may at any time inspect areas under supervision of the
FPS. Recommendations and instructions for improvement should be provided in the inspection.

9.1. Guideline for Inspecting Facilities and Equipment

e Highway signs e Tools

e Park entrance signs e Nature trails

e Park entrance e Service roads and fire lanes
e Ranger stations o  Utilities
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Park roads and parking areas
Picnic areas and restrooms
Camping areas and restrooms
Group camp

Bathhouses

Concessions

Service area

Equipment

Residences

Sewage system

Signs - intra park

Swimming area

Water supply system
Museums and exhibits
Buildings

Park boundaries and fences
Operations Manual

Park Protection Plan

Park library

Statement for Interpretation

Current Unit Management
Plan

9.2. Guideline for Inspecting Conditions or Functions

10. SUPPLIES, MATERIALS & EQUIPMENT ~

Personnel (attitude, morale, capabilities, appearance)
Resource management (condition of resources)
Visitor services (interpretive and recreational programs)

Protection (patrol and security)
Contract services (results, standards)

General administration and fiscal procedures (internal controls, files, archives)

UPDATED MIARCH 19, 2015

Each bureau chief, office head and park manager shall determine and implement the most secure
methods of storing, preserving and protecting supplies, materials, and equipment in accordance

with Division and Department policies and procedures.

Precautions shall be taken to prevent loss commensurate with the particular circumstances of the
respective unit's operation. Special attention should be given to isolated storage areas, merchandise

inventories and to parks without resident employees.

10.1. Property Management

The Division must comply with DEP Directive 320, State-owned Real and Tangible Personal
Property.

10.2. Equipment Management

10.2.1. Objective

10.2.2.

The objective of the equipment management program is to acquire and maintain

equipment to meet operational needs.

Responsibility for Equipment Management

The park manager, under the direction of the district bureau chief, is responsible for
maintaining a variety of equipment and establishing a schedule for vehicle and
equipment maintenance to fit the conditions of the area. The district bureau chief
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should periodically evaluate the procedure and schedule set by the park manager to
ensure its effectiveness.

10.2.3. Equipment Color Standards

Approved state park motor vehicle and boat colors are as follows:

e Tractors and Industrial Equipment — Original factory color

e Vehicles — sedans, trucks, pickups, utility vehicles, etc. — White

e Boats — white in color - Motor vehicles and watercraft acquired by purchase,
lease or rental shall be of the smallest class that can safely, adequately, and
economically meet the performance and job requirements involved.

e The Department of Management Services, Bureau of Motor Vehicles and
Watercraft should determine through negotiations with equipment
manufacturer's technical specifications for all types of equipment.

10.2.4. Acquisition of Equipment

Equipment should be acquired to support programs and specifically identified needs
and to replace equipment that meets trade criteria, damaged beyond repair,
obsolete, or inadequate. Acquisition will be planned considering equipment
availability, by transfer, surplus, donation, lease or purchase.

10.2.4.1.

10.2.4.2.

10.2.4.3.

10.2.4.4.

10.2.4.5.

Acquisition by Transfer

e The first source to be explored to meet equipment needs is transfer
from another district or park that has surplus equipment.

e Accounting for Condition of Transferred Equipment

o The transfer of all equipment should be made with the
assumption that, at the time of transfer, the equipment is and
has been maintained in a condition to complete its expected life
cycle. Any expenditure required to compensate for deterioration
in excess of fair wear and tear will be the responsibility of the
transferring district/park.

Acquisition of Equipment from Surplus Property

Equipment required to meet operational needs may be acquired from
other state or federal surplus property.

Acquisition of Equipment by Donation

Equipment received as a donation must be considered within the general
concepts of acquisition of equipment. The equipment should be assigned
to the area having a requirement for that equipment, unless otherwise
provided by formal agreement with the donor. The division director or
district bureau chief must approve the acceptance of all donated
equipment.

Acquisition of Equipment by Lease

Leases should be considered whenever a lease/purchase analysis clearly
shows it is more economical to lease than to purchase.

Acquisition and Budget of Equipment by Purchase

21| Page
Return to TOC



10.2.5.

10.2.6.

10.2.4.6.

10.2.4.7.

e All requests for motor vehicles, watercraft, heavy-duty mowers,
outboard motors, equipment trailers and mobile homes require a
DMS Form 6301 to be submitted to the district for further
processing.

e Equipment needs must be identified in a detailed request that is
submitted annually, with district approval, to be included in the next
year's budget.

Property Accountability for Equipment Acquisition

New equipment should be assigned property numbers and property
number decals by the Records and Inventory Management Section of the
Division of Administrative Services and will be listed on the park’s
property inventory. DEP property number decals must be placed on a
visible location on the equipment. If an assigned property number decal
is unreadable or missing, or if the equipment is subject to repainting, a
new decal should be requested from the Records and Inventory
Management Section; or, the assigned property number can be painted
or permanently marked on the equipment in an area that is readily
visible.

All vehicles/vessels, once acquired, shall have the FPS logo affixed in the
proper location. Magnetic decals are prohibited. Vehicles (sedans, trucks,
pickups, utility vehicles, etc.) shall have the FPS logo centered on the
driver and front passenger doors. Vessels should have the FPS logo
affixed on the hull, centered between the water line and gunnels. Decal
location for all other vehicles (ATVs, etc.) is determined by the park
manager.

Operation of Equipment

10.2.5.1.

10.2.5.2.

Vehicle Rotation Policy

Each district bureau chief may follow a plan to rotate vehicles from areas
of high use to areas of low use, and from areas conducive to rust and
corrosion, to obtain the maximum life expectancy of each vehicle. Both
vehicle age factors and mileage factors must be evaluated in the
replacement schedule. Rotation is not limited to vehicles and should be
considered for all types of equipment including boats.

Florida Equipment Electronic Tracking (FLEET)

To meet the reporting needs of the state's motor vehicles and
watercraft, all motor vehicles, watercraft and marine engines shall be
recorded electronically in the FLEET system. Data from vehicle logs for all
vehicles and water crafts should be entered into the FLEET system by
each unit no later than the fifteenth of each month.

Equipment Maintenance

Maintenance can be preventive or corrective. Preventive maintenance is that
maintenance performed to keep equipment in proper operating condition.
Corrective maintenance is the maintenance performed on malfunctioning equipment
to make it operational. Scheduled preventive maintenance contributes to the most
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efficient, economical and effective use of equipment. Maintenance should follow the
manufacturer guidelines.

10.2.6.1.

Emergency Equipment Inspections

All emergency equipment should be serviced, inspected and maintained
or stored as listed below:

Fire trucks should be in a state of readiness in assigned locations and
not used for any other purpose unless authorized and controlled by a
supervisor who will maintain current information as to location, use
and condition of the vehicle.

Daily Inspections - A visual check equivalent to the daily inspections
requirements for automotive vehicles, plus check to ensure all water
and fire suppression fluid tanks, containers, etc., are fully serviced
and all firefighting equipment is installed.

Weekly Inspections - A complete operational check including the
daily safety check. The operational check should include operating
the engine until normal operating temperatures are reached and
stabilized. The pumping equipment should be used for at least a 30-
second spray or stream of water from each pump or tank and hose
unit. After each use, each tank should be refilled. An operational
check of the radio should be made.

Each 90 days a complete visual and operational inspection of hoses
including all fabric and rubber items should be made to ensure
reliability. Hoses should be charged to preclude development of
cracks, creases, etc., due to storage conditions.

Slide-In Fire Pumps - The same inspection periods as above, except
that if a pumper unit is stored apart from a vehicle, a tag should be
affixed to the unit showing the record of each 90-day inspection.

10.2.7. Guidance for State Vehicle and Equipment Washing on State Managed Lands

10.2.8.

10.2.9.

The Industrial Wastewater section of the Division of Water Resource Management

recommends that Department staff involved in vehicle and equipment washing on
Department managed lands take steps to minimize potential environmental impacts.
Refer to the Recommended Best Management Practices for Mobile Vehicle and
Equipment Washing for more information.

Vehicle Maintenance in Salt Prone Areas

Additional maintenance measures may be required in salt prone areas

Equipment and Vehicle Repairs

Repairs should be conducted by qualified personnel.

10.2.10. Vehicle Warranties

Any equipment covered by a warranty should be repaired under the warranty
coverage.

10.2.11. Disposition of Equipment
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The FPS equipment management program includes planning for disposition. All
disposition actions are to be properly accounted for and approved by the
Department of Management Services, Bureau of Motor Vehicles and Watercraft and
under the authority of Chapters 273 and 287, F.S.

10.2.11.1. Methods of Equipment Disposal

All vehicles for disposal must meet the criteria as specified in FLEET and
DEP Directive 320.

10.2.11.2. Preparing Equipment for Disposition

All state equipment, including decals and logos, must be removed from
property so as to eliminate any means of associating the property with
the Division, prior to disposition.

11. DEFINITIONS RELATED TO VEHICLES & USE AREAS IN STATE PARKS *

11.1.
11.2.

11.3.

11.4.

11.5.

11.6.

Refer to Sections 320.01 and 316.003, F.S., for definitions relating to vehicles.

Pedestrian Area

Any area or zone designed primarily for foot traffic and where motor vehicles are not
allowed.

Nature Trail

A relatively short self-guided trail (usually less than one mile) designed and marked for
interpretive and educational experiences, often including trail labels related to plant and
animal species, natural features, cultural sites, area history and related subjects. Additionally,
trailside shelters, benches and overlooks are often provided.

Bicycle Trail
A designated trail or system of trails used primarily for bicycling.

Bicycle Path

Any road that is open to bicycle travel, which is physically separated from motorized
vehicular traffic by an open space or by a barrier.

Shared-Use Trail

A trail used for more than one of the following activities: hiking, bicycling, interpretive/nature
viewing and experiences, horseback riding, canoeing/kayaking, exercise/jogging.

12. AUTHORIZED USE AREAS & SPEED FOR VEHICLES IN STATE PARKS 7

12.1.

12.2.

12.3.

No person should drive any vehicle (motor, off-road or other), other power-driven mobility
device or Segway at a speed greater than is reasonable or prudent, having due regard for the
surface width, condition and the traffic thereon, particularly when near pedestrians or
bicycles.

Speed for vehicles (motor, off-road or other), and Segways should not exceed 25 mph, unless
otherwise posted.

At the more congested centers and near park buildings, beaches, campgrounds and picnic
and pedestrian areas, speed for vehicles (motor, off-road or other), and Segways should not
exceed 15 mph or as otherwise posted.
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12.4. While on a surface primarily used for foot traffic, the speed should not exceed 5 mph.

13. OPERATION OF STATE VEHICLES AND EQUIPMENT BY PERSONNEL *

Personnel must be qualified to operate state equipment. What constitutes qualification will vary
with the equipment under consideration, keeping safety in mind at all times. Some equipment may
require formal training or licensing. In some cases, familiarity and ability to effectively operate the
equipment for its intended purpose may be sufficient.

13.1.

13.2.

13.3.

13.4.

13.5.

Operators

Only Division employees (full time, temporary, and seasonal), or volunteers who have filled
out the Agreement for Volunteer Services form (DRP-058), and who possess the appropriate
valid driver licenses are authorized to operate agency vehicles and motorized equipment for
which a driver license is required. For additional information on authorization of non-
employee drivers see DEP Directive 620. Bureau chiefs and park managers are responsible for
assuring that personnel have the appropriate licensing to operate various classes of
equipment.

Use of State Vehicles and Equipment

State vehicles and equipment, including rentals, are to be used only for official Division
business. State vehicles should not be used to provide transportation to and from work
except for the following employees:

13.2.1. Employees who reside on park property and are required to be available for duty on
a 24-hour basis.

13.2.2. District bureau chiefs are subject to call and are required to travel throughout their
districts.

13.2.3. Other exceptions:

13.2.3.1. Temporary, short-term assignment must be approved in advance by the
district bureau chief.

13.2.3.2. Both the district bureau chief and the assistant division director must
approve permanent assignment.
Safety

A state vehicle or piece of equipment in unsafe condition must not be operated until the
necessary repairs have been made. All state vehicles must be equipped with seat belts, which
must be worn while the vehicle is in motion.

Passengers

Hitchhikers and other unauthorized persons are not permitted to ride in state vehicles. The
transporting of persons in state vehicles must be for the purpose of expediting state
business. For additional information on passengers in state vehicles see DEP Directive 620.

Travel

13.5.1. All park staff should have the approval of their district bureau chief to travel outside
the district.

13.5.2. The district bureau chief should have the approval of the assistant division director
to travel outside of their district in any agency vehicle or at state expense or on
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14.

15.

state time unless such travel is essential to assigned tasks or is required for
coordination with other districts.

13.6. Vehicle Keys
13.6.1. Non- Emergency Vehicles

13.6.1.1. The keys to all motorized vehicles stored in the service area must be
removed from the vehicle and stored in accordance with the park
physical security procedures.

13.6.1.2. If for any authorized reason vehicles are not stored in the service area
overnight, it will be the responsibility of the driver to remove and
properly secure the keys upon parking the vehicle.

13.6.1.3. When the vehicle is being used, it is the responsibility of the driver to
remove the keys and lock the vehicle each time the vehicle is left
unattended.

13.6.2. Emergency Vehicles

13.6.2.1. Emergency vehicles such as fire trucks and other fire-fighting equipment
may be an exception to this policy.

RECORDS MANAGEMENT ~

DEP Directive 335 shall govern the retention and eventual destruction or disposal of records
maintained by the Division.

DISPLAY OF UNITED STATES OF AMERICA, POW-MIA AND STATE FLAGS *

The United States of America (U.S.), POW-MIA and State of Florida (State) flags must be flown at
full-staff, in this order of precedence, every day, from opening to sunset. Proper flag etiquette must
be followed at all times, including flag protocol for raising and lowering flags, inclement weather
procedures and general handling and maintenance of flags, as referenced in Chapter 10, US Code,
Title 36 and Chapter 256, F.S. Flags should be flown at full staff unless instructed otherwise by the
director.

15.1. Flag Arrangement with One Staff

Display the U.S. flag at the highest point, followed by the POW-MIA flag, followed by the
State flag.

15.2. Flag Arrangement with Two Staffs
Display the U.S. flag to the observer's left (when facing the park entrance, gate, building,

stage, etc.). Display the POW-MIA flag below the U.S. flag. Display the State flag to the
observer's right (when facing the park entrance, gate, building, stage, etc.).

15.3. Flag Arrangement with Three Staffs

15.3.1. When using three staffs of equal height, display the U.S. flag to the observer's left
(when facing the park entrance, gate, building, stage, etc.). Display the POW-MIA
flag on the middle staff. Display the State flag to the observer's right (when facing
the park entrance, gate, building, stage, etc.).

15.3.2. When using three staffs with the center staff at a higher level, display the U.S. flag
on the center staff, the POW-MIA flag to the observer's left (when facing the park
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entrance, gate, building, stage, etc.), and the State flag to the observer's right (when
facing the park entrance, gate, building, stage, etc.).

16. LOST AND FOUND ITEMS & METAL DETECTORS”
16.1. The handling of lost and found items must be in accordance with DEP Directive 320.

16.2. Metal detectors may be used to recover personal items that are specifically identified by
their owner as being lost in a specific area of a park. The owner of lost property or his
representative should contact the park manager who will arrange a time for the search to be
conducted in the presence of a park staff member. During these searches, only the item
sought may be kept by the owner or his representative. If not in the act of Lost and Found
recovery: Use of metal detectors, magnetometers or other metal detecting devices is
prohibited on all state park lands, including sovereign submerged lands under lease by state
parks, except for the following:

16.2.1. Coastal parks, in a zone between the waterline and toe of the dune, as determined
by the Park Manager, except at archaeological sites within the zone designated by
DHR or the Park Manager.

16.2.2. Archaeological research projects authorized by DHR.

16.2.3. Any excavations within designated archaeological sites require permits from DHR
and Bureau of Natural and Cultural Resources. Objects found or recovered under
the terms of a permit issued by DHR are property of the State of Florida, with title
vested by statute in DHR. Such objects are normally curated by DHR and can be
made available by loan to the Division upon request. Inquiries about archaeological
investigations should be directed to the Bureau of Natural and Cultural Resources.
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CHAPTER 1.3 PARK PLANNING

1. PURPOSE

2. USE DESIGNATIONS FOR STATE PARKS
3. LAND ACQUISITION

4. LAND ADMINISTRATION

5. UNIT MANAGEMENT PLANNING

6.

7.

8.

PUBLIC MEETINGS & ADVISORY GROUPS
DESIGN AND CONSTRUCTION OF PARK FACILITIES
CARRYING CAPACITIES

1. PURPOSE *

The purpose of this chapter is to establish consistent and effective procedures for administering the
following Division of Recreation and Parks (Division) functions: Land Acquisition; Land
Administration; Unit Management Planning; Design and Construction.

2. USE DESIGNATIONS FOR STATE PARKS »
2.1. Overview

2.1.1. Use designations for all lands within the state park system are determined by state
statutes and administrative codes.

2.1.2. For a listing of areas administered by the Division please see the current Jurisdiction
Report.

2.1. Use Designation Definitions

2.1.1. State Parks — State parks are relatively spacious areas established primarily to
preserve and maintain a natural setting of exceptional quality, while at the same
time permitting a full program of compatible recreational activities, both active and
passive. To qualify as a state park, an area must have exceptional natural attributes
of statewide or broad regional significance. It must have some special quality as a
destination point, to attract visitors from long distances, in spite of closer and more
conveniently located recreation areas.

2.1.2. State Recreation Areas — State recreation areas are sites that are provided to meet
the more active recreational needs of the public in at least a multi-county service
area. A state recreation area can be any size and have any combination of physical
attributes. It is preferably located near the primary using public and is selected so as
to ensure the availability of types of recreational resources most needed in its
locality. Normally, much more intensive use is permitted in a state recreation area
than in a state park, although certain zones of exceptional natural value may be set
aside for special protective management.

2.1.3. State Preserves — A state preserve is designated to preserve and protect
representative samples, of viable size, of natural conditions characteristic of Florida.
A state preserve in the recreation and parks system is thus intended to perpetuate
and maintain certain exceptional components or conditions that provide a type of
recreational experience that would not be possible otherwise. Usually a state
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2.1.4.

2.1.5.

2.1.6.

2.1.7.

preserve is large and expansive, and may in some cases contrast with special feature
sites purely on the basis of size.

State Ornamental Gardens — Ornamental gardens are sites that have been
intensively landscaped, usually in a formal manner, to provide aesthetic enjoyment.
Such gardens differ from state parks, special feature sites, and preserves in that
their primary recreational attributes are artificially created landscapes. Size is
immaterial, but the quality of the gardens must be such that they attract visitors
from a broad area.

State Museums — State museums are interpretive facilities that relate to natural,
historical, cultural or other such interests important to the general locality but not
specifically to the exact sites on which the museums are located. In this way they
differ from interpretive centers, which convey the intrinsic values of specific sites,
and which are usually provided as adjuncts to special feature sites. It is the museum
itself—not the site where it is located—that is significant. The state museum may be
located on any convenient and suitable site within the general area. Such areas may
vary from a neighborhood or small community to the state as a whole. The site
physically supporting the state museum may be of any reasonable size but should
be appropriately adapted to the need and purpose.

State Trail — In the management of paved state trails, primary consideration is given
to providing opportunities for active recreation. Recreational user considerations
are generally given priority over resource considerations. In areas where unique
natural or cultural resources exist, however, resource considerations may become
primary even at the loss of some recreational use. In general, emphasis is placed on
active recreation, although passive uses may be provided if suitable resources exist.
Program activity is concerned with promoting use of the trail for public recreation
and with interpreting the surrounding area for public enjoyment. Development is
aimed at enhancing the recreational appeal of the trail by providing basic facilities
for access, user convenience and safety, and interpretation.

Special Feature Sites — A "special feature" is a discrete and well-defined object or
condition that attracts public interest and provides recreational enjoyment through
visitation, observation and study. Hence, a state special feature site is an area that
contains such a feature and is set aside for controlled public enjoyment. Special
feature sites, for the most part, are either historical or archaeological by type, but
they may also have a geological, botanical, zoological or other basis. As the features
themselves are usually small in size, so are the sites that contain them, but they may
be as large as necessary to accomplish the purpose. State special feature sites must
be of unusual or exceptional character or have a statewide or broad regional
significance.

LAND ACQUISITION ~

Land acquisition is the indispensable tool for providing the land resources that are required for the
state park system to meet public outdoor recreation demand and to preserve representative
examples of Florida’s natural and cultural heritage. The Office of Park Planning (OPP) coordinates all
aspects of land acquisition for the state park system. For effective coordination and
communications, it is critical that bureaus, districts and parks work through OPP on all land
acquisition matters.
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3.1. Acquisition of New Parks and Major Park Expansions

3.1.1.
3.1.2.

3.1.3.

3.1.4.

OPP represents the Division in the administration of the Florida Forever program.

As potential new land acquisition projects are proposed, OPP coordinates its review
and assessment with appropriate bureau and district offices. Lands that have
potential as new state parks or major park additions are identified with input from
other bureaus and districts.

OPP submits recommendations for new state parks to the division director and/or
assistant division director. Only the division director and assistant division director
have the authority to commit the Division to managing new lands. In no case should
staff commit the Division to managing land without the expressed approval of the
division director or assistant division director.

OPP coordinates with the Division of State Lands (DSL) and the Acquisition and
Restoration Council (ARC) to obtain approval of acquisition proposals. After land is
acquired, Office of Park Planning coordinates with DSL in obtaining a lease or other
formal management authority for the new lands.

3.2. Acquisition of Additions and In-Holdings to Existing Parks

3.2.1.

3.2.2.

3.2.3.

3.2.4.

3.2.5.

3.2.6.

3.2.7.

An optimum management boundary may be identified as part of each state park's
unit management plan. The optimum boundary represents the park’s ideal
boundary configuration and contain all lands that are desirable to bring under the
direct management control of the park.

Additions and in-holdings proposed for acquisition should be identified as part of
the park’s optimum boundary.

Each year following the receipt of legislative appropriations, OPP will solicit
recommendations for acquiring additions and in-holdings from central office and
district bureau chiefs.

OPP will compile the recommendations and submit them to the division director
and/or the assistant division director for review. After approval, OPP will prepare a
transmittal of the Division’s recommendations to the deputy secretary for Land and
Recreation for final approval.

OPP will coordinate acquisition processing (mapping, appraisal, surveys, etc.) with
other parts of the Division and with DSL. Staff in other bureaus and offices shall not
coordinate directly with DSL without approval of OPP.

OPP will maintain the Division’s list of acquisition priorities for park additions and in-
holdings.

OPP will review and coordinate all cabinet agenda issues with the Division office,
DSL and the DEP Office of Cabinet Affairs.

4. LAND ADMINISTRATION ~

The Division receives many requests for authorization to use state park land for non-park purposes.
These requests cover a wide range of activities, from temporary uses such as grazing leases and
water quality monitoring stations, to permanent facilities like roads, communication towers and
storm water treatment facilities. All of these uses require specific approval and authorization, which
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may take the form of permits, licenses, leases, subleases, easements, or other interests in real
property. The Division's authority to issue such authorizations is strictly limited by the conditions of
its management leases for parks. Some activities may be authorized by the Division, while others
require approval by the DSL. Review by the Office of General Counsel may be required. The Office of
Park Planning (OPP) is responsible for coordinating the review of all such requests for the Division.
The following procedures will be followed for handling all requests for non-park uses of state parks.

4.1. Process for Reviewing Requests for Temporary, Incidental Uses of Park Lands

4.1.1. These are requests for minor activities that are incidental to the primary state park
purposes of the property. These requests may be approved by the district bureau
chief, provided the requested activity:

e Is from a governmental entity

e |stemporary

e Is consistent with the purposes for which the land was acquired
o Will not adversely affect the park

e Isreviewed by OPP prior to approval

4.1.2. OPP coordinates review of the request by DSL and Office of General Counsel, if
necessary, prior to approval.

4.1.3. All approvals of temporary incidental uses of park land should be made in writing. A
copy of all approvals should be forwarded to OPP.

4.2. Process for Reviewing Requests for Other Non-Park Land Uses

All other requests for non-park uses of state park lands must be reviewed through the
following process:

4.2.1. Park, district and bureau staff notifies OPP as soon as they become aware that a
request for non-park use of park land may be forthcoming.

4.2.2. Staff should not meet with an applicant to discuss a request unless OPP has been
notified first. If staff meets with an applicant, the meeting should be for information
purposes only. Staff should not discuss net positive benefit or mitigation to the park
with the applicant, however insistent and persuasive the applicant is. Staff must not
commit the Division in any way to taking any particular action on the request.

4.2.3. Applicants will be informed that they must contact OPP who will advise them that
they must submit a detailed, written proposal to the Division director to request the
proposed use. Proposals should address the following: the purpose of the activity;
its location in the park; impacts on natural and cultural resources; impacts on public
visitation and use; whether alternatives to using park land exist; and net positive
benefit to the park.

4.2.4. The division director will transmit the written proposal to the OPP for handling and
coordination with the park, district and bureaus. OPP will represent the Division in
all discussions with the applicant. Division staff will coordinate all actions regarding
the request with OPP.

4.2.5. OPP will transmit the request to appropriate staff for review and comment, and
coordinate review of the request by DSL, Office of General Counsel and other
agencies as required by the particular request.

31|Page
Return to TOC



4.2.6. OPP will compile staff comments and prepare recommendations for approval or
disapproval to the division director and/or assistant division director. OPP will
coordinate with DSL on further review or processing of the request, including the
preparation and review of legal instruments and consideration of the request by the
Acquisition and Restoration Council (ARC) and the Board of Trustees of the Internal
Improvement Trust Fund (governor and cabinet).

4.2.7. OPP will disperse final legal documents to appropriate Division staff.

UNIT MANAGEMENT PLANNING #
UPDATED JANUARY 25, 2016

Having sound and effective management plans for each state park is vital to the future success of
the Florida Park Service. Unit management plans are required for each state park and are developed
or updated at least every 10 years. OPP coordinates state park unit management planning for the
Division. A consistent planning process and a common plan outline are used for all plans to ensure
that the Division's management philosophy, policies and procedures are applied consistently for all
state parks. Once a plan is approved, it guides decisions on budgeting, resource management, park
development and operations. It is also an invaluable reference document for staff in all functional
areas. Unit plans may be amended more frequently depending on the needs of the park, addition of
new property, changes in resource conditions, new development ideas and other factors.

Each year, OPP will create a schedule for developing new unit plans or amending existing plans in
consultation with districts, parks and bureaus. More information about the unit management plan
process can be found here.

5.1. Purpose of Unit Management Plans

Unit management plans are designed to fulfill five basic purposes, each one vital to providing
effective future direction of the park. The five basic purposes are:

5.1.1. Identify the park's natural and cultural resources, assess their condition, and
determine their management needs.

5.1.2. Determine the ideal, long-range land use plan for the park.
5.1.3. Identify the goals, objectives and priorities for park operations.

5.1.4. Establish a program for implementing the plan, with specific management actions to
be taken and their cost.

5.1.5. Satisfy the requirements of state statutes and administrative rules.

5.2. Planning Process Outline

The Division's process for developing unit management plans requires the direct involvement
of staff in the parks, districts and bureaus as well as the public. The planning process consists
of:

5.2.1. Aninventory and description of the park’s natural and cultural resources.
5.2.2. The preparation of a draft resource management plan.

5.2.3. A preliminary public workshop.

5.2.4. A Division staff planning meeting.

5.2.5. The preparation of draft goals and objectives.
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5.2.6. The preparation of a draft conceptual land use plan.
5.2.7. The review of the draft plan by Division and Department staff.
5.2.8. A public workshop to discuss draft plan.

5.2.9. Review of the draft plan by an appointed advisory group (required by Chapter 259,
F.S., for parks greater than 160 acres, but may be desirable for smaller parks.

5.2.10. Submit plan to ARC for review.

5.2.11. Approval by the Board of Trustees of the Internal Improvement Trust Fund (the
governor and cabinet) or DSL.

6. PUBLIC MEETINGS & ADVISORY GROUPS *
UPDATED JANUARY 25, 2016

6.1.

6.2.

The Office of Park Planning OPP organizes and conducts public meetings for the Division. This
includes all public hearings and advisory group meetings required as part of the unit
management plan process. Public meetings may also be scheduled to present changes in
Division policy, specific resource management strategies or new development projects. Park
and district staff are integral to organizing and promoting all public meetings. Park and
district staff are responsible for the following:

6.1.1. Arranging a suitable meeting location based on any requirements identified by OPP.

6.1.2. Ensuring that required legal notices are placed and prominently displayed on park
property at least seven days prior to the scheduled meeting.

6.1.3. Ensuring that required legal notices are appropriately placed in the newspaper of
local circulation at least seven days prior to the scheduled meeting.

6.1.4. Ensuring that information about the public meeting is announced at a local
government meeting.

6.1.5. Ensuring that the public meeting is adequately promoted within the park’s
surrounding community.

The composition of advisory groups is specifically outlined by Chapter 259, F.S. However, the
Division seeks a broad representation of key stakeholders to provide input into the
management plan for each state park. Park and district staff should work closely with OPP to
identify advisory group members in the following categories:

e President of the Park CSO

e Adjacent Landowner

e Local Recreational User Groups
e Local Conservation Groups

7. DESIGN AND CONSTRUCTION OF PARK FACILITIES »
UPDATED JANUARY 25, 2016

7.1.

The Unit Management Plan provides the general locations and relationships of a park's
features and planned facilities. The Bureau of Design and Construction (BDC) is responsible
for procuring the design, permitting and construction of all park facilities. Design and
construction review is performed internally within the Division to gain the guidance and base
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7.2.

7.3.

information needed to furnish efficient, serviceable facilities that fully respect environmental
values. Internal design review occurs as follows:

7.1.1.

7.1.2.

7.1.3.

7.1.4.

7.1.5.

7.1.6.

Division director and assistant division director provide general program review,
primarily of projects’ status, scheduling and overall direction. They participate in
more detailed revisions of proposed Standard Plan changes and projects of high
public interest or cost, or which may have special environmental considerations.

District bureau chiefs, park managers, district biologists, environmental specialists,
construction specialists and other district personnel are afforded full opportunity for
design review. Personal reviews by the district bureau chief and park manager are
desirable for site planning and facility design. Review by the district environmental
specialist is desirable for site planning.

Bureau of Natural and Cultural Resources review projects on a case-by-case basis for
compliance with Division environmental protection and cultural resource policies.

OPP will review projects for unit management plan consistency, and on a case by
case basis to ensure an appropriate overall site plan. OPP may also provide detailed
conceptual site planning or master planning services as needed.

The accessibility and safety manager review all plans for consistency with the
American with Disabilities Act.

BDC also performs extensive design and construction work for the major repair,
renovation and replacement of public facilities in compliance with the Americans
with Disabilities Act and asbestos abatement.

During the design process, the BDC, through its bureau chief, keeps the Division director and
assistant division director apprised of the projects' status, schedule, direction, and any
special planning, design, environmental, permitting, funding and construction considerations,
through periodic work meetings and project memoranda.

Naming of Buildings, Roads, Bridges, Parks or Other similar Facilities

7.3.1.

7.3.2.

7.3.3.

7.3.4.

All requests for naming such facilities should be coordinated with the District
Bureau Chief.

At no time will park employees place designation plaques, memorial plaques or
signs naming or indicating any building, road, bridge, park, trail, or other similar
facility to be “Designated”, “In Memory of” or “in Honor of” or similar language
recognizing an individual or group of individuals unless approved by the District
Bureau Chief.

The Florida Department of State, Division of Historical Resources is charged with
receiving requests for Naming of State Buildings and Facilities as outlined in F.S.
267.062. The Florida Historical Commission is an advisory council whose purpose is
to review Special Category Grant Applications, the review of nominations to the
National Register of Historic Places, the naming of State buildings and facilities, and
the review of offensive and derogatory place names and is comprised of eleven
members appointed by the Governor, President of the Senate and Speaker of the
House.

Memorials and Recognition Signage
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7.3.4.1. Memorials and permanent recognition markers (signs, benches,
monuments, e.g.) are prohibited in state parks and trails unless approved
through the Unit Management Plan process. Alternatives such as
planting a native tree (without a plaque or other signage), or a donation
of a needed item, piece of equipment, or Capital Improvement
consistent with the park’s Unit Management Plan may always be
promoted in lieu of recognition markers or signage. Donation recognition
plaques for significant donations may be approved by the District Bureau
Chief, and must avoid using terms such as “in Honor of”, or “in Memory
of” instead using terms such as “Donated by”, or “Provided on Behalf
of”. These will typically be provided by the donor. The language, size,
and style of donation plaques must be reviewed and approved by the
District Bureau Chief.

7.3.4.2.  CSO fundraising programs recognizing donors (such as receiving
donations for personally engraved paver bricks) must be approved by the
District Bureau Chief and must be clear to the donor that the Division is
under no obligation to maintain the item donated.

7.3.4.3.  Temporary recognition such as sponsorship banners at special events
may be approved by the park manager.

8. CARRYING CAPACITIES
UPDATED JANUARY 25, 2016
Carrying capacities are established for each park unit within the park’s unit management plan. The
purpose of carrying capacities is to determine the number of people an individual park or facility can
accommodate at any given time to preclude the degradation to resources, facilities or visitor
experiences.
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CHAPTER 1.4 CITIZEN SUPPORT ORGANIZATIONS

1. PURPOSE

2. AUTHORITY

3. INTRODUCTION

4. DEVELOPING A CSO (See CSO HANDBOOK CHAPTER 2)
5. CSO MANAGEMENT & GOVERNANCE

6. DIVISION GUIDELINES & PROCEDURES

7. DIVISION & OTHER REPORTING REQUIREMENTS

1. PURPOSE *

The purpose of this chapter is to allow for consistent application of procedures by Florida Park
Service (FPS) employees (FTE and OPS) for administering Citizen Support Organizations (CSO) to the
Division of Recreation and Parks (Division).

2. AUTHORITY 2

The FPS CSO Program is governed by Chapter 617, Florida Statutes (F.S.), Section 258.015, F.S.,
Section 20.2551, F.S., 20.058, F.S., and the CSO Agreement. Detailed procedures and additional
information helpful to FPS employees about requirements as well as best management practices
(non-requirements) for CSOs are found in the CSO Handbook. Additional applicable authority is
referenced in the subject matter paragraphs.

3. INTRODUCTION 7~
UPDATED JANUARY 2016

3.1. Purpose of a Florida Park Service CSO (see CSO Handbook chapter 1)

3.1.1. A CSOisanindependent not for profit Florida corporation approved by the Florida
Department of State, Division of Corporations. The organization has a CSO
Agreement formalizing its partnership with the Florida Department of
Environmental Protection (Department) and Division.

3.1.2. Section 258.015, F.S., states the purpose of a CSO is to operate for the direct or
indirect benefit of the state park system or individual units of the state park system.
The statute authorizes a CSO to conduct programs and activities; raise funds;
request and receive grants, gifts, and bequests of money; acquire, receive, hold,
invest, and administer, in its own name, securities, funds, objects of value, or other
property, real or personal; and make expenditures to or for the direct or indirect
benefit of the state park system or individual units of the state park system.

3.1.3.  Support by the CSO must be consistent with a park’s Unit Management Plan and
organized in an approved Annual Program Plan (see also CSO Handbook chapter 4).

3.1.4. According to the CSO Agreement the CSO must cooperate fully with the park
manager in fulfilling his/her responsibilities, and defer to the manager’s decisions in
matters involving the park, including but not limited to or use of park property, the
priority (and scheduling) of maintenance, improvements, or betterment of park
property (see also CSO Handbook chapter 4).
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3.2. CSO Relationship to the Division of Recreation & Parks (see CSO Handbook chapter
1)

3.2.1. The Department’s employees must not provide legal or financial advice to CSOs.

3.2.2. The CSO Agreement is a contract that outlines the scope of activities and reporting
requirements and the roles and responsibilities of the CSO’s contract manager,
district, and Division.

3.2.2.1. The contract manager of the two statewide CSOs is the division director.
A park manager is the contract manager of his/her CSO operating to
benefit the state park/s or state trail/s.

3.2.2.2.  The park manager plays a crucial role in communicating between the
district, the Division, and the CSO. As contract manager he/she must be
knowledgeable of the content of the CSO Agreement and other CSO
governing documents. The park manager’s approval must be obtained
for CSO activities conducted at the park (see CSO Agreement). Park
managers must also effectively convey appropriate policies and
procedures required by the Division relating to projects and programs
sponsored and funded by the CSO (see CSO Agreement).

3.2.2.3. The Department’s central office, Bureau of Operational Services (BOS),
CSO and Volunteer Program is the day to day liaison between the
Division and each district. Districts manage their park managers and their
CSO and volunteer programs.

3.2.2.4.  Park programs development specialists (PPDSs) are based in each of the
five (5) district offices across the state and serve as a district’s liaison for
CSOs and volunteers. The district employee’s responsibilities are listed in
the CSO Handbook Chapter 1. Employee duties as it relates to volunteer
management (see OM Chapter 1.5).

3.3. Board of Directors (see CSO Handbook Chapter 1)

3.3.1. Park employees must not serve on the board or as an officer of their park’s CSO,
including as an ex-officio member. A spouse, relative, or dependent who resides
with a park employee must not serve as a CSO officer (president, vice president,
secretary, treasurer, etc.) with that park’s CSO. However, these family members can
serve as a board member or officer with a different park’s CSO.

3.3.2. Al CSO Board of Directors, like all FPS regular service volunteers must follow the
Division’s volunteer requirements (see OM Chapter 1.5).

3.4. CSO Governing Documents (see CSO Handbook Chapters 1 and 5)

The Department and Division assess a CSO’s compliance with the terms of each governing
document (the CSO Agreement, the CSO’s Articles of Incorporation and Bylaws). This is
accomplished through regular CSO Management Reviews by Division employee’s, the CSO’s
Annual Financial Report, a CSO’s Annual Report to the Legislature, Independent Financial
Audits (when applicable), and periodic audits by the Department’s Inspector General.

4. DEVELOPING A CSO (see CSO Handbook Chapter 2) »
UPDATED JANUARY 2016
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4.1. Checklist for Incorporating a CSO

4.1.1.

4.1.2.

Prior to the development of a CSO for a state park, the park manager and the
district bureau chief must develop long and short-range goals and objectives for the
park, commonly known as a park needs list. This planning should be in consultation
with appropriate Division personnel and must be consistent with the park’s Unit
Management Plan. To start, a CSO and the park manager works with the prospective
CSO to identify priorities from the park needs list. These priorities must be listed on
the CSO Project Priorities Form (DRP-055). The district bureau chief must approve
this form after review by the appropriate central office bureau chiefs.

After the CSO Project Priorities Form is approved, the CSO must submit a request
and an Application for Designation as a CSO (DRP-054) to the park manager. Attach
the approved CSO Project Priorities Form. The CSO’s draft Articles and draft Bylaws
should also be submitted at the same time. This request must then be reviewed in
accordance with the following procedure:

4.1.2.1.  Park manager forwards the request and recommendation to the district
bureau chief.

4.1.2.2.  District bureau chief submits it to the CSO and Volunteer Program in the
central office for circulation to the appropriate bureau chiefs for review.

4.1.2.3. Following a review of the package by appropriate central office bureau
chiefs, the request and recommendations must be returned to the
district bureau chief for final approval and signature as “Agency
Designee.”

4.2. Developing the Articles of Incorporation (see CSO Handbook Chapter 2)

4.2.1.

After the Application for Designation as a CSO is approved, the CSO must then
submit its’ signed Articles of Incorporation, along with a copy of the organization’s
Bylaws to the district bureau chief through the park manager for submission to the
central office CSO and Volunteer Program. The central office must then submit the
Articles of Incorporation along with a letter signed by the division director or
assistant division director to the Florida Department of State, Division of
Corporations for filing as a not for profit corporation. According to Section
617.0122, F.S., as long as the Articles are submitted in this manner, the Florida
Department of State will waive all filing fees.

4.2.1.1. The CSO Articles of Incorporation must not name any Department
employee as the Registered Agent for the CSO nor use the state park’s
address as the primary address for the CSO.

4.2.1.2.  After the Articles of Incorporation have been recorded, two copies of the
standard CSO Agreement and the CSO Agreement Review Form (DRP-
053 or see CSO Handbook Appendix 5) must be prepared by the district
for the contract review process. The district provides the two
agreements and review form to the central office, CSO and Volunteer
Program to route for Division review and appropriate signatures.

4.2.1.3. The approved agreement is forwarded to the district chief to send to the
CSO for signature. The CSO then returns the two signed agreements to
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4.3.

4.4,

4.5.

4.6.

4.7.

the district bureau chief for the chief’s final approval and signature. The
two original signed agreements reside with the signing parties—one with
the CSO and the other with the district office. The district sends a copy to
the central office, CSO and Volunteer Program. The Articles of
Incorporation are Exhibit A to the CSO Agreement.

Amending the Articles of Incorporation (see CSO Handbook Chapter 2)

The CSO must first amend its Articles with the Florida Department of State, and then
pursuant to the CSO Agreement amended and signed Articles of Incorporation must be
copied, scanned, and sent by the CSO within ten (10) business day to the district that must
forward it to the central office to amend Exhibit A to the CSO Agreement.

Amending the CSO Name (see CSO Handbook Chapter 2)

The CSO must first change its name with the Florida Department of State and then with the
Department and Division. Pursuant to the CSO Agreement the CSO must notify the Division of
any name change within ten (10) business days, then amend its’ CSO Agreement using the
CSO Agreement Amendment Form (DRP-056) or see CSO Handbook Appendix 6. The district
must prepare two copies of the agreement amendment form. The district chief must sign as
the “Agency designee.” The originals reside with the signers, the CSO and the district. The
district must provide a signed copy to the central office, CSO and Volunteer Program for the
Department’s records.

Developing the Bylaws (see CSO Handbook Chapter 2)

4.5.1. AsaFlorida corporation, the State of Florida Chapter 617, F.S., requires a not for
profit corporation to create Articles of Incorporation and Bylaws.

4.5.2. Pursuant to the CSO Agreement the original, and then any update to the Bylaws
must be provided to the Division within ten (10) days.

Florida Department of State, Division of Corporations, Corporate Annual Report
(see CSO Handbook Chapter 5 and CSO Agreement)

4.6.1. According to Section 617.0122, F.S., CSOs are exempt from paying Corporate Annual
Report filing fees if the report is submitted through the Department to the Florida
Department of State, Division of Corporations.

4.6.1.1.  The Division must submit the CSO’s voucher with a letter from the
division director, certifying the organization’s good standing with the
Department. This must be sent to the Florida Department of State’s
office to waive the filing fee for the CSO.

4.6.2. Failure to file a Corporate Annual Report can lead to termination of the CSO
Agreement by the Department per the procedures set forth in the Agreement (see
also CSO Handbook Chapter 4).

Internal Revenue Service (IRS) Requirements & Reporting (see CSO Handbook
Chapter 2)
4.7.1. Federal Employer Identification Number (FEID)

CSOs must apply for a FEID, also known as a Federal Tax Identification Number. This
number is required to secure federal tax-exempt determination as a charitable
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4.7.2.

4.7.3.

4.7.4.

organizations IRS 501(c)(3) as well as for several other CSO reports and activities (see
WWW.irs.gov).

Federal Tax-Exempt Charitable Status

The Division does not require CSOs to secure the IRS determination 501(c)(3) of the
Internal Revenue Code. However, failure to secure such a designation could result in
the organization having to pay federal income tax and state sales tax.

IRS Reporting (see CSO Handbook Chapter 5)

4.7.3.1. CSOs that have met the requirements of IRS Code Section 501(c)(3), as
approved public charitable organizations are exempt from federal
income tax, and must file annual returns of their income and expenses.

4.7.3.2.  Filings are due to the IRS on the fifteenth day of the fifth month after the
end of the organization’s fiscal year. A copy of the CSO’s IRS Form 990EZ
or 990 filings, with appropriate complete schedules, is due to the
Division on or before July 1 each year as part of the CSO’s Annual
Financial Report (see below and the CSO Agreement).

Lobbying (see CSO Handbook Chapter 3)

4.7.4.1. Federal tax-exempt charitable organizations are permitted to conduct a
limited amount of activities to influence legislation (commonly known as
lobbying). An organization that engages in lobbying activities must report
these activities to the IRS on its Form 990.

4.7.4.2.  CSO leaders and members, and CSO contract managers, must remember
that CSOs are perceived as representatives of the park and park system
as a whole. A CSO and contract manager must always make sure the
CSO'’s efforts are in support of its park/s and the park system pursuant to
Section 258.015, F.S, and the CSO Agreement.

5. CSO MANAGEMENT & GOVERNANCE *
UPDATED FEBRUARY 2, 2016

5.1. Public Records, Record Management, & Document Retention (see CSO Handbook
Chapter 3)

Pursuant to Chapter 119, F.S., Section 20.2551(4), F.S., and the CSO Agreement, CSOs are
subject to public inspection of all documents, papers, letters or other materials subject to
provisions of Section 119.01, F.S., otherwise known as the “open records law.” The CSO
Agreement provides that the Agreement must be unilaterally canceled (terminated) by the
Division for refusal by the CSO to allow public access to its records.

5.2.

Liability, Sovereign Immunity & Insurance (see CSO Handbook Chapter 3)

5.2.1.

Sections 110.504, 768.1355, and 768.28, F.S., authorizes state liability coverage for
volunteers, including corporate entities such as not for profit CSOs. The CSO’s Board
of Directors and officers are FPS volunteers and are immune from tort liability
pursuant to Section 617.0834, F.S. The CSO board members are state volunteers and
are therefore covered by state liability when performing their duties as volunteers
for state parks (see CSO Agreement).
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5.2.2.

To ensure the state coverage, CSO board members, like all FPS regular service
volunteers must annually sign the Division’s Volunteer Agreement and have it on file
with their contract manager or completed as part of the volunteer’s profile on
VSyslive (see OM Chapter 1.5).

6. DIVISION GUIDELINES & PROCEDURES »
UPDATED JANUARY 2016

6.1. Annual Program Plan (see CSO Handbook Chapter 4)

6.2.

6.1.1.

6.1.2.

The Division requires, before the beginning of every CSO’s fiscal year, the Board of
Directors and CSQO’s contract manager must develop and approve an Annual
Program Plan (DRP-052).

6.1.1.1. The plan must be consistent and supportive of the park’s Unit
Management Plan (see also CSO Handbook Chapter 1).

6.1.1.2.  The plan must include all proposed projects (park improvements, large
construction, plans for endowments or contracts, fundraising activities,
visitor service activities, and events).

6.1.1.3.  For each proposed in-park activity and event, the plan must include the
designation of a specific location, date, and time.

6.1.1.4.  Once completed and signed by the contract manager and the CSO
president, the Annual Program Plan is transmitted to the district and a
copy must be sent to the CSO and Volunteer Program in the central
office.

Updates to the Annual Program Plan must be provided to the district and central
office.

Use of CSO Funds (see CSO Handbook Chapter 4)

6.2.1.

6.2.2.

6.2.3.

6.2.4.

Pursuant to the CSO Agreement and Section 258.015, F.S., all funds generated by
the CSO through use of a park/s fixed property and facilities or in the name or in the
identity of the park or park service must be used for the direct or indirect benefit of
the park/s that a CSO supports.

Spending must be consistent with the CSO Agreement or in support of the CSO's
purposes as stated in the Articles of Incorporation.

Any other proposed use of CSO funds must be pre-approved in writing by the park
manager (e.g., donations to other organizations, membership in other
organizations, etc.).

CSO funds can be used for the indirect benefit of the park include:

e (Cash or other award to a FPS employee of the month.

e Food, drinks, refreshments or other support to park staff engaged in work
activities (e.g., exotic removal project, prescribed burn, special events, etc.).

e Training expenses, which may include travel expenses, for park staff and CSO
staff. Training for park employees requires approval by the Division.
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6.2.5.

Funds donated to the CSO for a specific purpose, though outside the above
description of indirect benefit, must be used consistent with the donors’ intent.

6.3. Use of Park Property & Facilities (see CSO Handbook Chapter 4)

6.3.1.

6.3.2.

6.3.3.

Pursuant to Section 258.015(2), F.S. and the CSO Agreement, the Division authorizes
the CSO to use fixed park property and facilities where appropriate, without charge,
in accordance with Chapter 62D-2, Part | Chapter 258, Section 20.2551(2), F.S., and
Florida Administrative Code. In order to use fixed park property or facilities, the CSO
must:

e Follow an approved Annual Program Plan.
e Follow special event procedures.
e Follow the instructions regarding fees.

Per the CSO Agreement, the CSO must obtain advance approval in writing from the
park manager or his/her designee for any activities at the park not covered
specifically in the CSO Agreement.

CSO’s desiring to provide Wi-Fi connection in a state park must follow the
procedures in OM Chapter 5.1.

6.4. Fees (see CSO Handbook Chapter 4)

6.4.1.

The park must not waive the regular entrance fee except as described in the CSO
Agreement. In order for the CSO to charge an entrance fee for CSO events that are
carried out on park property and facilities, the CSO must be granted prior approval
by the district bureau chief.

6.4.1.1. To request approval, the CSO must request, in writing, the right to
charge an entrance fee in lieu of the park entrance fee and submit it to
the park manager at least three (3) months in advance.

6.4.1.2. The park manager must send the request to the district bureau chief. If
the district bureau chief approves the request, the CSO must pay the
park in accordance with the FPS Fee Schedule.

6.5. CSO Park Entrance Fee Waiver Days (see CSO Handbook Chapter 4)

6.5.1.

Pursuant to the CSO Agreement, the park manager is authorized to allow up to
twelve (12) CSO membership appreciation days per year, which require approval, in
writing, by the park manager.

6.5.1.1.  Itis at the discretion of the park manager to determine how the CSO free
days will be offered.

6.5.1.2.  On those days, CSO members in good standing and their families
(children, spouses, siblings, and parents) can be admitted to the Park
free for recreation purposes.

6.5.1.3.  The park manager and CSO must not offer perpetual free admission as a
benefit to the general members of the CSO.

6.6. CSO Special Events (see CSO Handbook Chapter 4)
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6.6.1.

6.6.2.

6.6.3.

6.6.4.

CSOs must submit a list of all proposed special events to the park manager for
approval on their Annual Program Plan.

All events conducted on the property or in the name of the park must be approved,
in advance, by the park manager and district bureau chief. The district bureau chief
must determine if the event will be conducted in the name of the CSO or in the
name of the park.

CSO-sponsored events do not require a special use permit between the Division and
the CSO.

Once the event is approved, the CSO must take the following steps:

6.6.4.1.  Understand the Essential Eligibility Criteria (EEC) and American
Disabilities Act before planning the special event. A written EEC is
required of all in-park events.

6.6.4.2.  Obtain approval from the park manager, in writing, prior to any publicity
being released about the special event.

6.6.4.3.  Execute a Short Term Special Event Permit and a Vendor and
Demonstrator Authorization with all vendors who will be involved with
the special event. The CSO must generate its own vendor and
demonstrator authorization forms for CSO-lead events, but can use the
Division’s as a model.

6.6.4.4. Provide copies of all event contracts, proof of insurance, and vendor
permits to the park manager at least one (1) month prior to the event
date.

6.6.4.5. Submit event information to the park manager at least twenty (20) days
prior to the event date so the information can be listed on the online
Park Guide website.

6.7. Serving & Sale of Alcohol (see CSO Handbook Chapter 4)

6.8.

6.7.1.

6.7.2.

6.7.3.

According to OM Chapter 5.5, the consumption of alcoholic beverages in state parks
is prohibited, except in restaurants and lodges that already provide sales of alcohol,
and within designated areas during park sanctioned events such as special events.

The CSO must obtain written approval from the park manager to serve alcohol at a
special event in the park. See CSO Handbook Chapter 4.

CSOs must also comply with Chapters 561, 562, 563, and 564, F.S. and Rule 61A-3,
F.A.C., and any local ordinances that regulate the alcoholic beverage license (for
more detail see CSO Handbook Chapter 4).

Contracting Requirements (see CSO Handbook Chapter 4)

6.8.1.

Pursuant to the CSO Agreement, specific contracting guidelines must be followed in
certain circumstances. A CSO entering into any legal contract, (for example, an
agreement for financial services, trusts or investment and endowment funds with
another entity), must add language consistent with the CSO Agreement regarding
dissolving a CSO.
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6.9.

6.8.2.

In addition, specific language must be included in other types of contracts. These
include, but are not limited to when the CSO is contracting with an outside vendor
for services or commodities, grants with other state or Federal agencies, or when a
CSOQ'’s contractor has employees (see the Appendix in the CSO Handbook or the
contract manager for further details).

Third Party Contracts for Regular Business Services (see CSO Handbook Chapter 4)

6.9.1.

6.9.2.

Pursuant to Section 258.015(2), F.S., “The Division may permit, without charge,
appropriate use of fixed property and facilities of the state park system by a citizen
support organization, subject to the provisions of this section.”

A CSO can execute contracts with third parties for business services based on the
following guidelines:

6.9.2.1.

6.9.2.2.

6.9.2.3.

6.9.2.4.

A CSO must not grant a third-party, such as an external vendor, fixed
property and facilities for conducting regular business without
authorization from the Division.

e “External vendor” refers to any outside service provider who is not
an approved Division concessionaire for visitor services (See OM
Chapter 5.2).

e “Regular business” refers to a business that is customary and
ongoing, with no unexpected or unusual variation. Examples include,
but are not limited to external vendors providing regularly scheduled
tours for a fee, recreational equipment rental, merchandise sales,
vending machines, food services, etc.

A CSO is permitted to contract an external vendor for special events and
other relevant occasional operations (e.g., a CSO special events—see
CSO Handbook chapter 4). This activity must be approved by the park
manager.

A CSO is permitted to provide business services through vending
operations in the case that it owns the machines and manages the
operations. This activity must be approved in writing by the Division.

A CSO is permitted to sell merchandise in the ranger’s station with park
manager’s written approval (see CSO Agreement).

e Sales in the ranger station must not be an independent regular
business service (see CSO Handbook chapter 4). “Independent”
describes when a CSO’s staff (i.e., staff are defined as any employees
or volunteers working in a park) or FPS staff acting on behalf of the
CSO physically operates the visitor service.

e All sales by the CSO are subject to Florida Sales Tax (see also CSO
Handbook Chapter 2 and Chapter 5).

6.10. Concession Services (see CSO Handbook Chapter 4 and CSO Agreement)

6.10.1. The Division enters into formal Concession Agreements with private businesses, or
concessionaires, to provide goods and services to park visitors (e.g., recreational
equipment rentals, vending machines, gift shops, etc.). A Concession Agreement
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6.11.

6.10.2.

6.10.3.

6.10.4.

authorizes a concessionaire to provide various regular business services on park
property (see OM Chapter 5.2). CSOs can seek to serve as a concessionaire. A CSO
must comply with the terms and conditions required of all concessionaires, in the
Concession Agreement.

A CSO is permitted to sell merchandise and/or rent out equipment in the ranger’s
station and other locations on site (see CSO Agreement) with the following
requirements:

6.10.2.1. Must be approved by the park manager.

6.10.2.2. Sales/rentals in the ranger’s station must not be an independent regular
business service (see CSO Handbook chapter 4) unless the size of the
operation requires dedicated staffing.

6.10.2.3. The CSO must adhere to Florida Department of Revenue requirements
for collecting Florida Sales Tax (see also CSO Handbook chapter 2 and
chapter 5).

A CSO that already provides visitor services as regular business must formalize its
relationship with the Division by entering into a more formal Agreement, which may
include a Memorandum of Understanding or a Concession Agreement.

If, at any time during the term of a formal Agreement, the Division determines there
is a need for additional or enhanced visitor services, it can grant the CSO first right
of refusal to provide the services at the frequency and quality requested by the
Division.

Park Staff Handling of CSO Funds & Participating in CSO Concession Operations (See
CSO Handbook Chapter 4)

6.11.1.

6.11.2.

6.11.3.

Park employees (FTE and OPS) must be approved by the district bureau chief to
collect and deposit funds on behalf of the CSO, whether from sales of merchandise,
donations, fees, etc.

Park employees handling CSO funds on behalf of the CSO must follow guidelines
established by the CSO board in its financial policies for key controls, security,
inventory, cash handling, bank deposits, and financial policies for CSO-sponsored
special events (see also CSO Handbook Chapter 2).

The CSO must make purchase decisions and arrange for payment to suppliers.
However, there may be situations where park staff can handle these transactions in
compliance with the following requirements:

6.11.3.1. Park employees must not use CSO Petty Cash Accounts.

6.11.3.2. Park employees are authorized to utilize debit cards or gift cards
provided by the CSO for CSO-authorized purchases only and must meet
the requirements:

e Anitemized receipt must be retained and given to the appropriate
CSO officer using the most expedited means.

e Approval for use must be documented by a vote by the CSO Board of
Directors as provided in their Bylaws and recorded in the minutes of
the CSO’s board meeting.
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6.11.3.3. Park staff (employees and volunteers) can receive reimbursement for
their expenditures made on behalf of the CSO. All reimbursements must
be documented by receipts and invoices.

6.11.4. The following is a set of requirements for park staff participating in CSO concession
operations:

6.11.4.1. Park staff are authorized to facilitate sales or rentals and collect funds on
behalf of a CSO. Any facilitation by park employees must be incidental to
their regular work duties.

6.11.4.2. Park staff are authorized to accept merchandise delivered to the park on
behalf of the CSO. A receipt, invoice, or bill of lading (a detailed list of
shipment of goods in the form of a receipt) must be given to the
appropriate CSO officer using the most expedited means.

6.11.4.3. Park staff must not operate CSO merchandise sales, rentals, or vending
operations. This includes, but is not limited to stocking merchandise,
managing rental equipment, or serving as the primary tour guide for
regularly scheduled tours where the CSO receives a fee, servicing
vending machines provided by the CSO, operating food services of the
CSO, etc.

6.11.4.4. Division employees must not be the primary operator of a CSO
fundraising effort.

6.11.4.5. Division employees must not be engaged in substantial ways to operate
a CSO's regular business or CSO revenue-generating activities.

6.11.5. In accordance with the purpose of CSOs -- to provide support to individual parks by
volunteering, educating visitors, hosting events, and raising funds for specific park
projects — the time and manpower involved in operating a CSO’s independent and
regular business, as a Division requirement, must come from CSO employees, CSO
members and CSO volunteers, not Division employees.

6.11.5.1. The authorized exception includes when the CSO donates funds to the
Division’s “Help Our State Parks” (HOSP) program (See OM Chapter 1.6)
specifically to fund the Division’s Other Personal Services (OPS)
employees to operate a CSO’s or park/CSO concession operation that
provides visitor services. Without this important partnership these visitor
services would not be possible. These instances must be approved by the
district bureau chief through the budget request process for HOSP
funding each year.

6.12. Payment Card Industry (see OM Chapter 1.6 and CSO Handbook Chapter 4)

CSOs accepting payment cards are required to comply with the Payment Card Industry (PCI)
Data Security Standards (DSS), whether accepting payment cards directly, or through a third
party provider such as PayPal. This includes a CSO accepting payment cards for online
donations or accepting payment cards in any kind of park concession operated by the CSO.
The CSO must annually (by May 1) complete a PCl Self-Assessment Questionnaire (SAQ) and
an Attestation of Compliance. The CSO’s annual SAQ must be kept by the park manager.
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These forms can be found at
https://www.pcisecuritystandards.org/security standards/documents.php?document=2.0.

6.13. Fundraising Requirements (See CSO Handbook Chapter 4)

6.13.1.

6.13.2.

6.13.3.

In support of the park(s) or the system of state parks and trails, a CSO can hold
fundraisers, seek and receive grants, and accept gifts and cash donations pursuant
to Section 258.015, F.S. Although CSOs are independent from the Division, their
fundraising efforts are generated in the name of the state park. Therefore, the CSO
must follow these guidelines for grants and fundraising (see the CSO Handbook for
more information):

6.13.1.1. All projects, for which the funds are raised, must be consistent with the
needs of the park, the goals of the Division as defined by the park Unit
Management Plan, and the purpose of the CSO.

6.13.1.2. The park manager/contract manager must approve any single
fundraising project (see CSO Agreement). All fundraising activities must
be authorized, in advance, in the CSO’s Annual Program Plan by the park
manager.

6.13.1.3. Authorization by the district bureau chief is required to pursue fixed
capital outlay development (construction type) projects including
fundraising for them (see CSO Agreement).

6.13.1.4. All grant proposals must be reviewed by the Division per DEP Directive
150 and OM Chapter 1.6.

6.13.1.5. The CSO and park manager must agree, in writing, on a method of
recognizing the donors or sponsors prior to soliciting or accepting any
services, products, or money (see OM Chapter 1.6)

6.13.1.6. All funds raised must be accounted for using not for profit standard
accounting procedures set forth in the Statement of Financial Accounting
No. 116 and No. 117 established by the Financial Accounting Standards
Board (visit www.fasb.org for more information).

Registration with the Florida Department of Agriculture and Consumer Services
(FDACS)

Pursuant to Section 496.403, F.S., the Department’s CSOs are not required to register
their organizations with FDACS to conduct fundraising activities. “Section 496.401 to
496.424, F.S., do not apply to bona fide religious institutions, educational
institutions, and state agencies or other government entities or persons or
organizations who solicit or act as professional fundraising consultants solely on their
behalf.”

Establishment of Trusts, Investment Funds, and Endowments

Florida Statute authorizes CSOs to accept or establish a financial service, trust,
investment fund including and endowment fund or non-endowment fund, but the
proposed agreement must be reviewed and pre-approved in writing by the district
bureau chief (see CSO Agreement). The agreement must not contradict the CSO
Agreement.
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6.13.3.1.

6.13.3.2.

6.13.3.3.

6.13.3.4.

The CSO must (if applicable) include the goal of establishing an
endowment in the CSO’s Annual Program Plan.

The CSO Agreement requires CSOs add the dissolution provision found in
the agreement into all contracts, including for endowments.

Some endowments are permanent, and the principal is not recoverable.
Pursuant to the CSO Agreement the CSO must not enter into any
financial service agreement with another entity that requires forfeiture
of the principle.

The CSO Agreement does not permit the CSO to use its financial assets in
a manner inconsistent with the CSO’s mission or purpose. Some third
party agreements (trusts, investment funds, endowments etc.) have
language permitting the financial assets use for similar purposes or for
other charitable uses not designated in the original endowment
agreement with the CSO.

6.13.4. Donation Boxes (see OM Chapter 1.6)

6.13.5. Grant Solicitation Procedures

Department Directive 150, Delegation of Authority, requires the division director or
designee must approve all grant proposals, including those submitted by CSOs on
behalf of the Division.

6.13.5.1.

6.13.5.2.

The CSO must clearly identify the source of any required matching funds
and secure such funds prior to requesting the grant.

All CSO grant proposals must be sent to the park manager who must
forward it to the district. The proposal must then be sent, reviewed
within ten (10) days, and must be approved by the Division before the
CSO can submit the grant proposal to the granting agency or foundation
in accordance with the OM Chapter 1.6.

6.13.6. Drawings of Chance

According to Section 849.0935, F.S., not for profit organizations, including CSOs, are
authorized to conduct drawings of chance. Formerly referred to as raffles,
organizations must now use the term “drawings of chance.” CSQ’s, like any not for
profit must meet the requirements of F.S. regarding drawings of chance.

6.13.7. Donor Recognition

The method of donor recognition (if any) must be agreed to, in writing, by the CSO
and the park manager/contract manager prior to the acceptance of the donation
(see OM Chapter 1.6).

6.13.8. Park Recycling Revenue (see OM Chapter 1.6)

6.14. Partnership in Parks Program (see CSO Handbook Chapter 4)

6.14.1. The Partnership in Parks (PIP) program, as stated in the Sections 20.2551(5) and
258.015(3), F.S., was established to provide matching state funds for proposed state
park projects sponsored by CSOs.
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6.14.2.

6.14.3.

6.14.4.

6.14.5.

The PIP proposed project must have a minimum budget of $100,000. If approved,
the CSO must provide cash or evidence of cash, such as a letter of credit, for 60% of
the costs. The state will provide the remaining 40% of the project costs, if the
project is approved and funds are available. The 40% match on behalf of the Division
is contingent on fund availability as allocated by the legislature. If there are no funds
allocated to PIP projects by the legislature, the CSO must provide for 100% of the
costs.

Application

6.14.3.1. To begin the PIP application process, the CSO must submit a Partnership
in Parks Application (DRP-060) and PIP Project Budget Sheet (DRP-073)
to the park manager. The park manager then forwards the Partnership in
Parks Application and Project Budget Sheet to the district PPDS.

6.14.3.2. The PPDS must coordinate the review of the project between the district
bureau chiefs, and district and park biologist for its effect on park
resources and compatibility with the park’s Unit Management Plan.

6.14.3.3. The PPDS must work with the district bureau chief to secure all necessary
district approvals for the application.

6.14.3.4. The PPDS then forwards the application to the Division’s central office
bureaus for review and comment. Each Division’s bureau or office must
review the project and provide any relative comments. Should any
adverse comments be received at this time, the application may be
returned for revision, a meeting should be called to review the
application with the CSO and park, or the project may be denied.

6.14.3.5. The application must be forwarded to the division director for approval
based on the input from the various offices within the Division. After
approval of the project, the division director must provide a Letter of
Intent to the CSO indicating project approval.

6.14.3.6. The Letter of Intent from the Division must be received by the CSO prior
to initiating fundraising activities.

Funding

The Bureau of Financial Management must certify on the application if the Division
has sufficient funds available to support the proposed project. If state funds are not
available, the Division can provide conditional approval of the project. This will allow
the CSO to proceed with fundraising in the event the Division is unable to provide
matching funds. This ensures that at the time of approval, funding will be available,
but will not guarantee their availability when the CSO is ready to draw down the
funds.

Project Commencement Form

6.14.5.1. After the CSO has received sufficient funds to meet a minimum of 60% of
the project costs, the CSO must notify the Division, in writing, through
the park manager and district.

6.14.5.2. The notification must include evidence of sufficient funds in the form of
an appropriate statement from the CSO’s financial institution. In some
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instances, a binding letter from an appropriate foundation assuring the
availability of the matching funds will be accepted.

6.14.5.3. A completed PIP Project Commencement Form (DRP-072), PIP Project

Budget Sheet (DRP-073), as well as a PIP Allocation Budget Sheet (DRP-

074), must be submitted with a letter or statement of sufficient funds.

e The PIP Project Commencement Form is initiated at the park and
outlines the project’s scope, costs, etc.

e The commencement form is reviewed and approved in turn by the
CSO, park, district and Division.

e The commencement form must specify whether the CSO and
Division will contract with a single vendor or multiple vendors to
complete the project.

e The Bureau of Financial Management must review these documents
and certify to the division director sufficient Division funds are
available for the project. Once the division director signs the
commencement form and a project number is assigned, the CSO can
begin incurring costs for the project.

6.14.6. Timeline for Completing Projects

All PIP projects must be completed within eighteen (18) months of receiving approval
for funding by the Bureau of Financial Management.

6.14.7. Project Commencement Form

6.14.7.1. Itis recognized each PIP project will be managed differently, case-by-
case. In cases of approved construction projects, the Division must
handle selection of the contractor/s. When appropriate, the Division
must then enter into a three (3) party agreement with the CSO and
Contractor. In these cases, the agreement must specify the exact
payment schedule of funds. If no Division funds are utilized, the CSO can
pay the contractor directly.

6.14.7.2. For more information on CSO contracting requirements, see the CSO
Handbook Chapter 4.

6.14.8. Purchases

In cases where multiple purchasing must take place, the budget must outline
whether Division FCO funds or CSO funds will pay for each specific budget item. In
such cases, each party (the Division and CSO) must pay its share once approved by
the project manager.

6.14.9. Reporting Requirements
Depending on the type of PIP project, the appropriate bureau will supervise,
approve, and assist with planning and design and oversee all of the work performed.
The bureau, which has oversight responsibility, must review all work and approve
any and all payments before the CSO remits payment to the contractor or
contractors.

6.14.10. Naming Opportunity Process
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6.15.

6.16.

6.17.

6.18.

In the event that a donor or organization is to be recognized for a donation to a
Partnership in Parks project with a naming opportunity, the Approval Process for
Naming Opportunities must be followed. Approval of an application for a Partnership
in Parks project does not provide automatic approval of a donor naming opportunity.

Printed Materials for Interpretive Programs
See OM Chapter 5.1 and CSO Handbook Chapter 4.

Publicizing Florida State Parks to the Public
See OM Chapter 5.1 and CSO Handbook Chapter 4.

Working with a Park: When All Else Fails (see CSO Handbook Chapter 4)

Sometimes simple problem/resolution steps are not enough to resolve a larger, deeper
conflict. As a very last resort, the CSO Agreement mandates a specific dispute, claim,
question or disagreement resolution process.

CSO Dissolution & Termination Procedures (see CSO Agreement and CSO Handbook
Chapter 4)

6.18.1. Termination is the end of the CSO Agreement, the contract between the CSO and
the Division. Termination of the CSO Agreement does not dissolve the CSO as a not
for profit corporation recognized by the Florida Department of State.

6.18.1.1. The CSO Agreement can be terminated by either the CSO or Division,
without cause, after ninety (90) days from the receipt of notice, in
writing, to the other party at the addresses shown in the Agreement.

6.18.1.2. The CSO Agreement can be terminated by the Division, with cause, for
any violation of, or failure to comply with, the terms of the CSO
Agreement after thirty (30) days from the CSO’s receipt of notice, in
writing, delivered to the CSQO’s address shown in the Agreement.

6.18.2. Dissolving the not for profit organization as recognized by the Florida Department of
State can occur in two ways:

6.18.2.1. The Florida Department of State, Division of Corporations will
automatically administratively dissolve any corporation for failure to file
a Corporate Annual Report (see also CSO Handbook chapter 5).

6.18.2.2. The CSO can choose to dissolve. The process is outlined in CSO Handbook
chapter 4. The park manager must immediately notify the district and
Division if a CSO is considering dissolution. Should the CSO choose to
proceed the process must be consistent with provisions in Sections
617.1402, 617.1403, 617.1405, and 617.1406, F.S., and the CSO
Agreement.

7. DIVISION & OTHER REPORTING REQUIREMENTS 7

7.1.

CSO Volunteer Requirements & Reporting Hours (see OM Chapter 5.1, CSO
Handbook Chapter 5, and the CSO Agreement)

7.1.1. According to the CSO Agreement each CSO officer and member of its Board of
Directors must annually sign the Division’s Volunteer Agreement (DRP-058) or
complete it as part of the volunteer’s profile on VSysLive (see OM Chapter 1.5).
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7.1.2.

7.1.3.

At the same time, contract managers or a designed park employee must conduct
annual performance reviews and update a volunteer’s position description.

The Division requires the board’s total hours of service contributed to the park as a
part of the CSO’s Annual Financial Report, Statement of Accomplishments and Goals
(see CSO Handbook chapter 5).

7.1.3.1.  The CSO board and its volunteers must submit their Volunteer Time
Record Sheets monthly to their park’s volunteer coordinator.

7.1.3.2.  The Friends of Florida State Parks, Inc. and Florida Greenways and Trails
Foundation, Inc. board members must submit their volunteer
information monthly to their CSO president or designee who should then
submit the information to the Division’s CSO and Volunteer Program.

7.1.3.3.  If avolunteer works for more than one CSO or park the individual must
record and submit hours to each separately.

7.2. CSO Management Reviews (see CSO Handbook Chapter 5)

7.2.1.

Pursuant to Sections 215.981 and 215.981(2), F.S., the Division must conduct
management reviews of all CSOs falling below the annual $300,000 expenditure
limit. CSOs with annual expenditures exceeding this limit, including grants, must
have an independent financial audit by a certified public accountant. To stay in
compliance with F.S., it is a Division requirement that all CSOs below the
expenditure limit must participate in a CSO Management Review conducted by a
district once every four (4) years.

7.2.1.1. At minimum, a district designee, CSO president, and park manager must
attend the review.

7.2.1.2.  Following the CSO Management Review, the district provides the CSO,
the park manager, and the central office’s CSO and Volunteer Program
with a completed CSO Management Review Checklist, CSO Management
Review Document Checklist, and summary of CSO management
recommendations for improvement.

7.3. Annual Financial Report (see CSO Handbook Chapter 5 and CSO Agreement)

7.3.1.

7.3.2.

The Annual Financial Report is due to the park manager or designee on or before
July 1 each year and must be complete and accurate, including a complete IRS Form
990-EZ or 990 with appropriate complete schedules attached.

7.3.1.1.  The park manager must send the report to the district PPDS along with
the park manager’s cover letter. After reviewing the report for accuracy
and working with the park and the CSO on corrections or additions
needed, the district employee must submit the completed report to the
CSO and Volunteer Program in the central office.

The CSO’s Annual Financial Report must include the following four (4) components
(for details see CSO Handbook chapter 5):

7.3.2.1.  Park Manager’s Cover Letter - Provide perspective on the changing
developments of the park and CSO and the effectiveness of the CSO in
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7.4.

7.5.

7.3.2.2.

7.3.2.3.

7.3.24.

7.3.2.5.

fulfilling its purpose as outlined in the Annual Program Plan (see also CSO
Handbook chapter 4).

CSO President’s Letter - Provide the annual program support to the park
that fulfills the purposes or mission of the CSO. Address changing
developments within the organization and the Annual Program Plan (see
also CSO Handbook chapter 4). Include progress on projects or reasons
for ceased activities or projects.

CSO Statement of Accomplishments and Goals - A blank example can be
found in the Appendix of the CSO Handbook or if the CSO’s IRS Form 990
or 990-EZ contains the complete information then a separate accounting
is not necessary. The Division does not accept the IRS Form 990-N as part
of the Annual Financial Report. The CSO Statement of Accomplishments
and Goals includes:

e Estimated Total Volunteer Hours

e Total Number of CSO Members

e List of Board Membership

e Summary of Accomplishments

e Summary of Goals or Priorities for the Upcoming Fiscal Year

CSO Statement on Value of Contributed Services - A blank example can
be found in the Appendix of the CSO Handbook or if the CSO’s IRS Form
990 or 990-EZ contains the complete information then a separate
accounting is not necessary. The Statement on Value of Contributed
Services includes:

Park staff support

Park facilities support
In-kind support

List of program services
Total program services

For each program service the required elements are:
e Program service description

e Total expenses

e Total revenue

Independent Financial Audit (see CSO Handbook Chapter 5)

Section 215.981(2), F.S., and the CSO Agreement, requires each CSO with annual
expenditures in excess of $300,000, including all grants, provide an independent financial
audit of the CSO’s accounts and records. The required audit must be submitted to the auditor
general’s office at 111 West Madison Street, Claude Pepper Building, Tallahassee, FL 32399-
1450, with a copy to the park manager for appropriate routing to the Division, no later than
nine (9) months after the end of the CSO’s fiscal year.

Inspector General Audit (see CSO Handbook Chapter 5)

CSOs with annual expenditures of less than $300,000 are not required to have an
independent financial audit per Section 215.981(2), F.S., as a result, each year the
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7.6.

7.5.2.

7.5.3.

7.5.4.

Department’s Office of the Inspector General, Internal Audit Section conducts
comprehensive audits of at least two (2) CSOs.

The Inspector General’s audit will determine if the CSO is adhering to policies and
reporting accuracy (see also CSO Handbook Chapter 1).

The auditor will also determine whether controls are in place and whether the park
is in compliance with applicable procedures in the areas of cash collection and
control, park expenditures, use of Purchase Card, state property and park
attendance methodology, guest and resident discounts, the resident and regular
service volunteer criteria. The auditor may also evaluate management’s oversight of
volunteer reporting and park resources used in CSO activities.

As a result of the audit, the CSO Board of Directors and park management (contract
manager) must come into compliance with each of the Inspector General’s audit
report findings.

7.5.4.1.  The CSO and Division must demonstrate full compliance with each
finding and provide supporting and detailed documentation of
completion no less than five (5) months after the original audit.

CSO Annual Report to the Legislature (see CSO Agreement and CSO Handbook
Chapter 5)

7.6.1.

Section 20.058, F.S., provides for annual accountability and transparency
requirements for all CSOs.

7.6.1.1. The Department must report to the governor, president of the senate,
speaker of the house, and Office of Program Policy Analysis and
Government Accountability (OPPAGA) the information required by the
legislation and provided by each CSO by August 15 each year. The report
must include a recommendation for each organization by the
Department, with supporting rationale, to continue, terminate, or
modify the Department’s association with the organization.

7.6.1.2. A CSQ’s Code of Ethics is required (see CSO Handbook chapter 5). The
law requires the Code of Ethics be posted conspicuously on the CSO’s
website.

7.6.1.3.  The Department must collect information from each CSO and post it on
the Department’s website by August 1 annually. The Division requires an
earlier deadline of the CSOs (July 1 — see CSO Agreement) to be able to
process and post the CSO’s reports to the Department’s website and to
compose a report to the governor and legislature.

e A completed CSO Annual Report form and a copy of the CSO’s Code
of Ethics must be emailed as attachments to the CSO’s district office,
who must review the documents and work with the CSO to assure
the documents are complete and accurate. The district provides each
CSO’s information to the Department’s Office of Operations, who
posts each CSO’s required information to the Department’s website:
the completed CSO Annual Report form, the CSO’s Code of Ethics,
and the CSO’s most recent IRS Form 990 or Form 990-EZ.
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7.6.1.4. The Department provides a standardized CSO Annual Report form so the
CSO can provide each element required by law. Contact the central
office’s CSO and Volunteer Program.

7.6.1.5.  Section 20.058(4), F.S. provides that the CSQ’s failure to submit the
required items for two (2) consecutive years must result in termination
of the CSO Agreement.

7.7. Conflicts of Interest (see CSO Handbook Chapter 5)

7.7.1.

7.7.2.

By signing the CSO Agreement, the CSO agrees that it has no interest and must not
acquire any interest that would conflict in any manner or degree with the stated
goals of the Agreement, the mission of the CSO, or the state park system. The CSO
must not conduct any program or activity that would be injurious or cause disrepute
to the park, park system, or to the Division or the Department.

Pursuant to Section 112.3251, F.S., CSO employees must not be CSO board
members.
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CHAPTER 1.5 PERSONNEL

PERSONNEL

UNIFORMS AND PERSONAL APPEARANCE

1
2.
3. HOUSING POLICY
4.
5.

FLORIDA PARK SERVICE AWARDS

1. PURPOSE »

The purpose of this chapter is to allow for consistent application of procedures for administering
Personnel, Florida Park Service (FPS) Housing, Uniforms and Personal Appearance, Training and
Professional Development, Volunteers, and Court Assigned Community (Public) Service Workers and
Inmates for the Division of Recreation and Parks (Division).

2. PERSONNEL #

2.1.

2.2.

2.3.

Employee Handbook & DEP Directives Governing Human Resources

Information regarding the Department’s history, organization structure, mission, internal
policies, programs and practices, employee responsibilities and employment privileges and
benefits for staff may be accessed in the Employee Handbook for FTE Employees and online
at DEP’s Required New Employee Training. DEP Administrative Services Bureau of Human
Resource Management maintains directives governing human resources for all DEP
employees and can be accessed at: https://www.fldepnet.org/publications/directive/.
Additionally, chapter 110, F.S., and Department of Management Services’ Personnel Rules
provide overarching guidance.

Job Vacancy Announcements

Job vacancies may be filled without advertising only with approval of the assistant division
director. Management positions may be filled with internal only advertisements. OPS
positions do not require announcements. Other vacancies must be advertised using any or all
of the following methods: People First (required); newspaper and/or publication; or,
internally to all Division employees. If a vacancy is advertised by any method, an Internal
Vacancy Announcement must be sent to all Division employees via email.

New Hires

2.3.1. New appointments of employees filling "Full Time Equivalent" (FTE) positions will be
made in accordance with the provisions of People First and DEP Directives 404
and 407.

2.3.2. FTE New Hire

Documents are required for processing include: CS/SES/SMS Personnel Action
Checklist (DRP-012); Recruitment Report - Part | and Part |l (if necessary),
Employment Application, Selection Criteria, Pre-Employment Requirements-Part |,
FRS Form, with supporting documentation (copy of drivers’ license and verification;
National Sex Offender search results).
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2.4.

2.3.3.  OPS New Hire

2.3.3.1.

2.3.3.2.

2.3.3.3.

Documents required for processing include: Employment Application;
Pre-Employment Requirements-Part |; FRS Form, with supporting
documentation (drivers’ license) Note: When hiring current AmeriCorps
employees, the above mentioned recruiting forms are not required,
notify delegated approving authority of request to hire.

These forms must be sent to the delegated approving authority then
forwarded to the Bureau of Operational Services for approval prior to
hire Pre-Employment Requirements-Part I; FRS Form, with supporting
documentation (drivers’ license).

Note: When hiring current AmeriCorps employees, the above mentioned
recruiting forms are not required, notify delegated approving authority
of request to hire.

2.3.4. Once hire approval is granted for both FTE and/or OPS, the supervisor will prepare
post approval documents file for submission into LiveCycle data base for onboard
processing. Required forms for this file include: Pre-Employment Requirements-Part
Il, 1-9 form, copies of Social Security Card and Drivers’ License.

Background Checks

The procedure for background checks implements the requirements of Chapters 409 and
435, F.S., the National Child Protection Act. This procedure is intended to protect children

who are placed in the care of park staff either in day use or overnight programs in state

parks.

2.4.1. Definitions

2.4.1.1.

2.4.1.2.

2.4.1.3.

2.4.14.

2.4.1.5.
2.4.1.6.

"Care" means the provision of care, treatment, education, training,
instructions, supervision or recreation of children when the child is
outside the presence of their parent or guardian.

"Summer Day Camp" is any program operated by or within any state
park as defined in Chapter 409, F.S.

"Summer 24-hour Camp" is any program operated by or within any state
park as defined in Chapter 409, F.S.

“Staff” is any employee or volunteer working in a park where a child is
placed in the care of the park.

"Child" means any unmarried person under the age of 18 years.

"Program" means any educational, recreation, or related activity
conducted by park staff in which park staff have any direct involvement
or which is housed in any park camp or residential facility.

2.4.2.  All park staff who have direct involvement in the care of a child in any program
including Summer Day Camps, Summer 24-Hour Camps or supervise or work with
volunteers who are children must be screened to Level 1 standards in accordance
with Chapter 435, F.S.
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2.5.

2.6.

2.7.

2.4.2.1.  Such screening must be conducted through the Florida Department of
Law Enforcement.

2.4.2.2.  The cost of the screenings shall be borne by the park. Employees who fail
the screening shall not be permitted to have any contact with any child
in the park and may, with the approval of the division director, be
removed or terminated from employment or volunteer status. Parks will
also develop standards and practices that will provide for the protection
of children in their care.

Sexual Predators & Offender's Registration Checks

Prior to appointing or employing a person, whether for compensation or as a volunteer, a
sexual predators and offender's registration search must be conducted.

2.5.1. All new employees (including OPS), all new regular service volunteers, court
assigned community (public) service workers, as well as all new Florida Conservation
Corps members, must have checks conducted through both the U.S. Department of
Justice National Sexual Offender Public Website (NSOPW) and Florida Sexual
Offenders and Predators.

2.5.2. Arecord of these searches, whether positive or negative, must be included in the
employee's (including OPS) employment package to be maintained in the
employee's official personnel record. A copy may be maintained at the park for
post-audit purposes.

2.5.3. The results of this search for regular service volunteers, whether positive or
negative, must be recorded in VSys Live. Electronic documentation of either positive
or negative results must be maintained in the volunteer's VSys Live profile file.

Nepotism

DEP Directive 407 establishes guidelines for appointment, employment, promotion,
advancement, or the avocation of the appointment, employment, promotion or
advancement of a relative with the Florida Department of Environmental Protection. This
directive is based on the authority stated in the restriction on employment of relatives,
Chapter 112.3135, Florida Statutes. While following this directive, the Division of Recreation
and Parks Assistant Director of Field Operations has delegated authority and must review and
approve any employment actions which meet this definition.

Employee Identification Cards

2.7.1. Identification cards must be issued to all field OPS and FTE employees. Employees
working in the central office will only be issued DEP identification cards, which also
serve as access cards to designated buildings in Tallahassee.

2.7.2. FTE identification card requests are to be submitted through LiveCycle.

2.7.2.1. Uniformed employees must be photographed in the Class A uniform with
a tie, but no hat (ensure that uniformed employees are in compliance
with the Uniform Policy contained in the OM).

2.7.2.2.  Photograph should include head and shoulders (mid chest up to include
their badge & nameplate).

2.7.2.3.  The photograph should be attached in LiveCycle.
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2.8.

2.9.

2.7.2.4.  The Bureau of Operational Services will mail the ID card to the
appropriate park manager.

2.7.3. OPSidentification card process.

2.7.3.1. A completed and signed identification card must be forwarded to the
Bureau of Operational Services (MS 535).

2.7.3.2.  Email the photograph through the employee’s bureau/district chief to
the Bureau of Operational Services.

2.7.3.3.  Ensure that photographed employees are in compliance with the
Uniform Policy contained in the OM.

2.7.3.4. Photograph should include entire head and shoulders (from bottom of
the uniform shirt pocket to the top of the head).

2.7.3.5. Do NOT crop or shape the photo.

2.7.3.6.  The Bureau of Operational Services will obtain the division director’s
signature, laminate the card and return it to the appropriate park
manager.

2.7.4. Identification cards must be returned to the Supervisor and destroyed upon
separation of employment with the Division.

2.7.5. 62D-2.014 authorizes admission fee waiver for Division employees and their
families. Ranger station staff may accept Division employee identification cards or
DEP identification cards as validation of employment.

Requests for Transfers/Reassighments/Promotions/Demotions

Employees wishing to voluntarily reassign/transfer/promote/demote to another position
within the Division may send a request to the supervisor of their work unit preferences
advising the manager of their interest. An up-to-date State of Florida Employment
Application must be submitted along with the memorandum. A vacancy need not exist for
employees to make a request. Requests may be made at any time; however, all such requests
shall expire on June 30 of each year. This provision applies to Career Services (CS), Selected
Exempt Service (SES) and Other Personal Services (OPS) employees.

Resignations/Terminations/Retirements

All employee separations must be processed in accordance with the provision of DEP
Directive 406, Chapter 110, F.S., and in the case of involuntary separations for cause, DEP
Directive 435. The Notice of Separation (DEP54-601) must be sent to the Bureau of Human
Resource Management with a copy to the Bureau of Operational Services and the
bureau/district office. An advanced copy of the Notice of Separation should be sent as soon
as the supervisor learns of the employee’s separation (complete first half of the Termination
Certificate and send a copy). On the employee’s last working day and upon receipt of all state
property, the supervisor must sign the “Employer’s Certificate” section on the termination
certificate and forward the original to the Bureau of Human Resource Management with a
copy to the Bureau of Operational Services and the bureau/district office.

2.10. Division Pay Policy
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The Division’s Pay Policy must be in conformance with DEP Directive 462. The Division follows
the DMS pay plan for most positions. Specific exceptions are identified in the Division’s Pay
Schedule. The Division’s Pay Policy is as follows:

2.10.1.

2.10.2.

2.10.3.

2.10.4.

2.10.5.

Pay on Original Appointment

Normally at the base pay of the position. Advanced appointment rates may be made
on a case-by-case basis as recommended by the bureau chief and approved by the
assistant division director. In no case shall an employee’s base rate of pay exceed the
maximum of the pay range.

Pay on Promotion

Normally, a 10% increase or minimum of the pay range whichever is greater for
single-level promotions (park manager | to park manager Il = 10% or minimum). For
multi-level promotions normally a 10% increase for each level or the minimum of the
pay range whichever is greater (park manager | to park manager 1l = 20% or
minimum). The director or assistant director will determine what constitutes a multi-
level promotion when employees promote between job class series.

Pay on Demotion

2.10.3.1. Demotions for the benefit of the Division, or as a result of workforce
reduction, may be made with no reduction in pay provided it is approved
by the assistant division director. Employees demoted for other reasons
shall receive a minimum reduction in base rate of pay 10%. For multi-
level demotions normally a 10% decrease for each level or the minimum
of the pay range whichever is greater (park manager lll to park manager |
= 20% or maximum). In no case shall employee's base rate of pay exceed
the maximum of the pay range. The director or assistant director should
determine what constitutes a multi-level demotion when employees
demote between job class series.

2.10.3.2. Employees demoted for reasons other than for the benefit of the
Division, or as a result of workforce reduction, shall receive a reduction
in base rate of pay 10%. For multi-level demotions, demotions to a class
in which the employee never worked, and demotions for disciplinary
reasons, the amount of the reduction in base rate of pay shall be
determined on a case-by-case basis as recommended by the bureau
chief and approved by the assistant division director, but in no case shall
the reduction in base rate of pay be less than 10%. In no case shall an
employee's base rate of pay exceed the maximum of the pay range.

Pay on Reassignment/Transfer

Normally there is no increase in base rate of pay on Reassignment/Transfer. Pay
increases for Reassignments/Transfers for the benefit of the Division may be granted
on a case-by-case basis when justified by the bureau chief and approved by the
assistant division director. In no case shall an employee’s base rate of pay exceed the
maximum of the pay range.

Competitive Job Offer

An increase in base rate of pay may be granted on a case-by-case basis for a
documented bona fide job offer. This is provided the employee first submits a Notice
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2.11.

2.12,

2.13.

2.10.6.

of Separation (DEP54-601) or written resignation, and second, the increase in base
rate of pay is recommended by the bureau chief and approved by the assistant
division director. The Division will make no commitment to matching a competitive
job offer until after the Notice of Separation or letter of resignation is received. In no
case shall an employee’s base rate of pay exceed the maximum of the pay range.

Other Increases in Base Rate of Pay

Pay increases for merit pay increases, added duties and responsibilities, and internal
pay relationships may be approved on a case-by-case basis as recommended by the
bureau chief and approved by the assistant division director. In no case shall an
employee’s base rate of pay exceed the maximum of the pay range.

Employee Timesheet/Cost Accounting Modules

All employees must complete a timesheet at the end of each pay period in the People First
system and code time worked in accordance with the land management cost accounting
modaules. Supervisors or timekeepers must review for accuracy and approve timesheets
according to established schedules.

Intra-Park Personnel Meetings

2.12.1.

2.12.2.

2.12.3.

2.12.4.

2.12.5.

Every park should hold a personnel meeting at least once a month. An internal copy
of meeting agenda and notes should be maintained at the park for review by
personnel unable to attend the meeting and a copy shall be sent to the district
office.

These meetings should be planned far enough in advance so the district bureau
chief will have the opportunity to attend. The park manager should notify the
district bureau chief of scheduled personnel meetings.

The purpose of these meetings is to familiarize all employees with goals, objectives,
changes in policy and procedures, safety awareness and other related issues. All
relevant training opportunities for personnel should be discussed.

Effective two-way communication should be encouraged with employees allowed to
present in-park training on various aspects of park operations. The meeting should
be an opportunity for all personnel to express their thoughts and opinions on all
phases of operations.

Park volunteers may be encouraged to attend all or portions of personnel meetings,
thereby insuring a consistent dissemination of information throughout the park.

Personal Use of Park Shops, State Equipment, Supplies & Recreational
Facilities/Areas by Employees

2.13.1.

2.13.2.

Park maintenance facilities, equipment and supplies must not be used by FPS
employees, members of their immediate family, or guests for personal purposes.

No goods or services of any kind may be ordered or obtained through park
purchasing procedures for the personal use of park personnel, or in a manner as
might possibly create confusion as to whether such goods and services are to be
used for park or personal purposes.
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2.13.3.

Park facilities/areas that are designated off-limits for park visitor use must not be
used by FPS employees, members of their immediate family, or guests for
recreational purposes.

2.14. Smoking and Tobacco Use

2.14.1.

2.14.2.

2.14.3.

DEP Directive 366 prohibits smoking in buildings and main entryways, which are
owned or leased by the DEP, and smoking in all DEP vehicles.

Employees and volunteers must not use any tobacco products during any public
meeting held either inside or outside, while performing visitor contact duties or
when working inside or around park facilities utilized by the public.

Tobacco products include cigarettes, cigars and pipes (lit or unlit), "E-cigarettes" and
other similar vapor devices, chewing tobacco, and snuff.

3. HOUSING POLICY A
UppATED JuLy 1, 2020

3.1. Objectives

The objectives in providing housing in units of the state park system are:

3.2.

3.3.

To provide for general protection and security of park visitors, the park's natural and
cultural resources and the park's facilities and equipment.

To provide readily available staff to handle after-hours visitor assistance.

To provide readily available staff for on-site, after-hours emergency infrastructure
repairs.

To meet any unique or exceptional circumstances as identified by the Division.

To provide for on-site decision making authority.

To enhance park staff mobility.

FPS Housing Committee

3.2.1.

3.2.2.

The purpose of the Housing Committee is to review current policy, perform an
annual FPS Housing Study Assessment and make appropriate recommendations.
Any recommendations for additions, deletions and/or changes to the FPS Housing
Study will be forwarded to the Director's Office for review and approval.
Recommendations for changes to the Housing Policy will be forwarded to the
Director's Office for review and approval prior to incorporation into the OM.

The Housing Committee is a standing committee composed of all district bureau
chiefs. Responsibilities for chairing the committee should rotate annually at the
beginning of each calendar year to the district whose number matches the last digit
of the year or the last digit plus five. For example, District 3 would Chair the
committee in 2008 and 2013 and District 4 would Chair the committee in 2009 and
2014.

Determining the Need for FPS Housing in a Park

Factors considered by the park manager, in consultation with the district bureau chief, in
recommending housing for each unit of the state park system includes, but is not limited to
the following:
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3.4.

3.5.

3.3.1.

3.3.2.

3.3.3.

3.3.4.
3.3.5.

3.3.6.

Number of personnel necessary for after-hour protection of park visitors and
resources, and security of park facilities, and equipment. Such factors as response
time of other agencies, uniqueness, size, vulnerability and complexity of resources
or facilities, etc., should be given consideration.

Type and number of visitors likely to need after hours assistance and the number of
personnel necessary to meet such needs.

Number of personnel necessary to affect the after-hours emergency infrastructure
repairs.

Number of personnel necessary to meet any unique or exceptional circumstances.

Location of sufficient residence units relative to the size and configuration of the
park.

Managerial/supervisory on-site authority necessary to meet after hours operational
needs of the units.

Establishing Mobile Home Sites

The intent of this procedure is to clearly define the process for establishing mobile home
sites on Division property.

3.4.1.

3.4.2.

3.4.3.

3.4.4.

A written request to establish a mobile home site must be submitted to OPP from

the district bureau chief. The request must contain justification of the need for the
site, a biological/environmental assessment, and a site plan showing the proposed
location for the site.

OPP evaluates the request and recommends to the district bureau chief either to
approve, approve with modifications, or disapprove the request.

The final decision on establishing the mobile home site rests with the district bureau
chief. Written approval and authorization must be issued before a site is
established.

All sites are subject to local and state permit requirements. Mobile Homes and
recreational vehicle-type units may be approved for mobile home sites. Recreational
vehicle-type units must have solid walls and be appropriately sized for the number
of individuals living in the unit. It is the park manager’s responsibility to verify local
requirements regarding recreational vehicle-type units being used for fulltime
residences.

Required Residency Positions

3.5.1.

3.5.2.

The positions that most readily meet all of the objectives for housing are the
positions allocated to the park manager and assistant park manager classes. As
such, incumbents of positions allocated to these classes are required to reside on
park property.

Incumbents of positions designated for housing by their position description are
required to reside on park property in order to meet the residency objectives. The
requirement is a part of each position description and, therefore, a condition of
employment in that position.
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3.6.

3.7.

3.8.

3.5.3.

The Division has the right to add or delete the residency requirement to any Division
position as may be necessary to meet the operational needs of a unit of the state
park system. A waiver of the residency requirement may be granted by the assistant
division director.

Criteria for Selecting Employees not Required by the Position Description to Reside
on Park Property

3.6.1.

3.6.2.

3.6.3.

3.6.4.

3.6.5.

Selecting of an FPS employee to reside in a unit of the state park system in a
resident unit is determined based on the following criteria:

3.6.1.1.  Ability to provide for the objectives of residency.

3.6.1.2. Employee evaluation - must receive a minimum score of 3.0 on the most
recent performance evaluation.

3.6.1.3.  Justification and recommendation by park manager and approval of
bureau chief.

3.6.1.4. Length of service.

Before selecting an employee for a residence unit, the park manager should
announce the availability of the resident unit.

If no FTE employee of the park/unit applies for the residence unit, the park manager
will announce through memorandum to FPS parks and Division offices within a 50-
mile radius the availability of the residence to employees.

Requests for the use of the residence by FTE employees of other divisions of the
Department and other governmental agencies must be made by written request
from an appropriate management representative of the DEP Division or other
governmental agency.

The Division may deny residency when such residency is deemed not to be in the
best interest of the Division.

Process for Approving Housing Perquisite Changes

Approval of housing perquisite changes and residential agreement is delegated to the
respective district bureau chief through DEP Directive 150. Each perquisite change must be
forwarded to the Bureau of Operational Services for processing.

Conditions of FPS Housing

3.8.1.

The following conditions apply to FPS housing:

3.8.1.1.  State-owned housing units and mobile home sites located on park
property are intended for the benefit of the park and are provided for
occupancy by the approved resident. Occupancy in excess of one month
by individuals other than the approved resident and immediate family
members requires prior written notification through the park manager to
the district bureau chief. However, a residence or mobile home site
must not be inhabited by more occupants than the residence or site can
reasonably accommodate.
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3.8.1.2.  Occupancy shall not exceed a reasonable number of people for the size
of the house.

3.8.1.3. A Request for Housing Perquisite Change and Residency Agreement
(DRP-013), and either an Agreement of Occupancy for State-owned
Residence form (DRP-028) or an Agreement of Occupancy for Employee-
owned Mobile Home Site form (DRP-029), must be executed by the
recommended/approved resident and approved by the district bureau
chief per DEP Directive 150 prior to: any recommended resident residing
on park property; any recommended/approved resident moving from
one housing unit to another on park property.

3.8.1.4. Employees residing within state parks must adhere to all federal, state,
and local firearm laws pertaining to the possession of a personal firearm.
The purposeful discharge of a personal firearm is prohibited except in
the case of a life-threatening event within a state park.

3.9. Approved FPS Rental Schedule for non-DEP Employees

Residence Monthly Rate
Mobile/Modular Home/Site Only $100.00
Mobile/Modular Home w/Site Fee $300.00
1 Bedroom House $300.00
2 Bedroom House $400.00
3 Bedroom House $500.00

3.10. Animals Belonging to Individuals Residing on Park Property

This regulation applies to all persons who reside on state park property.

3.10.1.

3.10.2.

3.10.3.

3.10.4.

3.10.5.

3.10.6.

Prior to allowing any pet on state park property, the employee must secure the
written approval of the park manager and the written concurrence of the district
bureau chief. Any additional pets, including offspring, must also have approval.

Management of feral and domestic house cats is governed by the Division Nuisance
and Exotic Animal Removal Standard.

All animals must be penned, in runs or restrained on a leash when outdoors. The
construction of the pen or run must be at no cost to the state in either materials or
labor. The location of the pen or run must have the approval of the park manager.
All pens or runs must be kept in good, safe, and clean condition. All animals must be
properly fed and cared for, including all vaccinations required by state law.

Employees are responsible for insuring that their animals do not disrupt the park
visitors, other residents or unnecessarily detract from a peaceful park atmosphere.

Pets must not be transported in state vehicles unless it is for official business
purposes.

Dangerous dogs, as defined in Chapter 767, F.S., are prohibited on park property.
The State of Florida is not responsible for any damage or injury done by dangerous
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3.10.7.

dogs or other animals; and the employee shall indemnify and hold harmless the
Department and the Board of Trustees of the Internal Improvement Trust Fund for
liability for any death or injury or property damage caused by the employee's pet.
Failure to comply with Chapter 767, F.S., is grounds for eviction from the residence.

It is the responsibility of the park manager and district bureau chief to enforce
compliance with these regulations. Non-compliance with any of the directions
herein shall result in immediate revocation of authorization to allow pets on state
park property.

3.11. Compliance Responsibility

3.11.1.

3.11.2.

3.11.3.

District bureau chiefs and the assistant division director are charged with ensuring
statewide compliance with the intent of the residency guidelines.

An annual inspection of all park residences should be performed by the park
manager utilizing the Residence Inspection Report (DRP-027).

The original of the Residence Inspection Report will be maintained in the park
where the inspection took place. A file copy shall also be maintained in the
respective district office at the discretion of the bureau chief.

4. UNIFORMS AND PERSONAL APPEARANCE #
UPDATED OCTOBER 1, 2020

4.1. Purpose

This section provides the framework for administering the Florida Park Service (FPS) uniform
program to ensure statewide uniformity in standards of appearance, procurement, and other
associated uniform issues.

4.1.1.

4.1.2.

Background of the Uniformed Park Professional

4.1.1.1.  The Florida Park Service staff follows a rich tradition of both state and
National Park Service rangers and other staff who have served as
stewards of the land, proudly wearing the uniform as a symbol of pride
and authority to perform park duties. The uniform indicates to park
visitors that staff are approachable and are here to help if needed and
the park is a safe and orderly place.

4.1.1.2. Employees must recognize that the public will often judge the
effectiveness of the FPS based upon first impressions. Uniformed
employees who are inattentive to personal appearance may present an
unfavorable image.

4.1.1.3.  The uniform includes all visible clothing, accessories and personal
grooming.
Uniform Committee
The purpose of the Uniform Committee is to review uniform requirements and
recommend changes as needed. Recommendations approved by the committee
should be forwarded to the assistant division director and division director for

consideration and approval. Recommendations should be reviewed by the Division
Management Team, with the division director having final approval. Approved
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recommendations should be incorporated into the Operations Manual by the
chairperson.

4.1.2.1. The Uniform Committee determines which position classifications wear a
uniform, which uniform each classification wears and the uniform
components.

4.1.2.2.  Uniform Committee — Membership

The Uniform Committee consists of seven appointed voting members
and non-voting members, including one district bureau chief who acts as
chairperson. The contract manager of the Uniform Contract and the
Ranger Academy instructor responsible for the “Uniform and Personal
Appearance” chapter at Ranger Academy may be non-voting members of
the committee. The additional members of the committee representing
all districts should be: one district assistant bureau chief, one park
management position, three park rangers (or other field position) and
one administrative/clerical position. A minimum of two of the committee
members must be female. One-half of the voting membership of the
committee should change each year with no member serving longer than
two years.

e District Bureau Chiefs (BC) will serve 2 years as Uniform Committee
Chair on:

D5 | January 1, 2020 — December 31, 2021
D4 January 1, 2022 — December 31, 2023
D3 | January 1, 2024 — December 31, 2025
D2 January 1, 2026 — December 31, 2027
D1 | January 1, 2028 — December 31, 2029

e District Assistant Chiefs will serve 2 years on the Uniform Committee
on:

D3 | January 1, 2019 — December 31, 2020
D2 January 1, 2021 — December 31, 2022
D1 | January 1, 2023 — December 31, 2024
D5 | January 1, 2025 — December 31, 2026
D4 | January 1, 2027 — December 31, 2028

e Remaining members will serve 2 years on the Uniform Committee as

follows:
Park Management Position December 31, odd year
Administrative/Clerical Position December 31, even year
Park Ranger/other December 31, odd year
Park Ranger/other December 31, even year
Park Ranger/other December 31, odd year-serves from
same district as BC
Contract Manager As Assigned
Ranger Academy Instructor As Assigned
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4.2. Uniformed Staff (FTE, OPS, Volunteer, AmeriCorps)
4.2.1. FTE Uniform

4.2.1.1.

4.2.1.2.

4.2.1.3.

4.2.1.4.

4.2.1.5.

The supervisor is responsible for approving uniform orders for staff
under his/her supervision. All uniform items should be ordered through
current contract ordering procedures. Uniform perquisites must be re-
authorized by the division director on an annual basis.

Initial uniforms should be ordered as soon as practical. Replacement
items are issued on an as-needed basis. The khaki vest may be worn
temporarily only when uniforms are not available to the employee. The
vest should be worn with plain, solid color clothes that harmonize with
the khaki vest.

All staff with approved perquisites that work in offices with little to no
public contact responsibilities should order a minimum number of
uniforms for use at ceremonies, special events or other high-profile
functions.

All uniformed staff with a current uniform perquisite should receive the

following initial uniform issue:

e  Five shirts (short or long sleeve). One long-sleeve shirt should be
maintained for Class A use.

e Five pants (long pants or shorts for males; long pants, shorts or skirts
for females). One pair of pants, or skirt for females, should be
maintained for Class A use.

e One Class A belt

e One Class B belt

e One tie (males should wear a long tie; females should wear a cross
tie with the skirt, and have the choice of a cross tie or long tie with
pants)

e One badge

e One nameplate and "Serving Since" tab

The following items may be issued at the discretion of management:

e One unisex jacket

e One unisex campaign hat

e One campaign hat rain protector cap
e Two FPS caps/fleece cap (optional)

e One unisex ranger sun hat

4.2.2. FTE Uniform Classes

4.2.2.1.

Class A FTE Uniform

The Class A uniform is the “dress” uniform usually worn while meeting
and working with visitors and while engaged in other public contact such
as interpretive talks and public appearances.
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4.2.3.

Shirt — metal buttons on long-sleeve and short-sleeve shirts should
be placed on pocket flaps to match badge color

Pants — long pants for males, long pants or skirts for females

Tie — with long-sleeve shirt only

Class A (leather) belt

Unisex campaign hat; no FPS cap or ranger sun hat

Unisex jacket (when appropriate)

Class A footwear and socks

Recognition award pin (if applicable)

Service pin (if applicable)

4.2.2.2. Class B FTE Uniform

The Class B Uniform is the uniform usually worn during day-to-day park
operations. Shorts and the short-sleeve shirt may be worn while
performing ranger station duties at discretion of management.

Shirts (short or long sleeve) — long-sleeve shirts will not be worn with
shorts

Pants — long pants or shorts for males; long pants, shorts or skirts for
females

Class B (utility) belt

FPS cap/fleece cap (optional)

Unisex ranger sun hat (optional)

Unisex jacket

Class B footwear and socks

4.2.2.3. Class C FTE Uniform

The Class C Uniform is the work uniform, usually worn when performing
physical tasks to include maintenance and cleanup projects, back country
work, resource management field work, and water operations. Focus of
the work does not involve public contact work.

OPS Uniform

Unisex polo shirt

Pants (long pants or shorts)

Belt

FPS cap/fleece cap (optional)
Unisex ranger sun hat (optional)
Unisex jacket

Class C footwear and socks

Initial uniforms should be ordered as soon as practical. Replacement items are issued
on an as-needed basis. The khaki vest may be worn temporarily only when uniforms
are not available to the employee. The vest should be worn with plain, solid color
clothes that harmonize with the khaki vest.

4.2.3.1.  All uniformed OPS staff will receive the following initial uniform issue
upon employment. Usually one shirt is issued per 8-hour schedule.
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e Shirts (long or short sleeve)

e Up to two nameplates (post or magnetic). One nameplate should be
maintained for public contact work.

4.2.3.2.  Optional Items at Management Discretion

e One unisex windbreaker jacket
e OneFPScap
e One unisex ranger hat

4.2.3.3. Required OPS Employee Purchase Items

e The following items are required but will not be provided by the
Division:

o

O

Pants (TDU Green or similar) - the FTE uniform pants are the
correct style

Shorts (TDU Green or similar) - the FTE uniform shorts are the
correct style

Skirt (TDU Green or similar) (Females only) - the FTE uniform
skirt is the correct style. Females have the option of wearing a
skirt or pants.

Belt (Black) - Belts will be purchased by the employee and will be
black leather. The belt buckle will be professional in style and
will be silver or gold in color.

Shoes/boots and socks

4.2.4. OPS Uniform Classes

42.4.1. Class A OPS Uniform

The Class A uniform is worn as the “dress” uniform during ceremonies
and special events. Staff will wear pressed long pants or skirt and a
pressed short-sleeve or long-sleeve shirt. The belt and Class A shoes or
boots will be polished.

4.2.4.2. Class B OPS Uniform

The Class B uniform is worn during day-to-day operations. Staff will wear
long pants or shorts or skirt and long-sleeve or short-sleeve shirt with a
belt and shoes or boots.

4.2.5. Volunteer Uniform

Initial uniforms will be ordered as soon as practical. Replacement items are issued on
an as needed basis. The vest will be worn with plain, solid color clothes that
harmonize with the khaki vest.

4.2.5.1. The following items may be issued at the discretion of management:

e C(Class B green unisex t-shirt (long or short sleeve) - Number of shirts

should be determined at the discretion of management.

e Class A green unisex short sleeve polo - Number of shirts should be

determined at the discretion of management.

e One FPS cap or one unisex ranger hat
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One Nameplate

4.2.5.2. Required Volunteer Purchase ltems

The following items are required but will not be provided by the
state:

o Khaki color pants or shorts or jeans

o Black belt

o Black closed-toed shoes/boots and socks

4.2.6. Volunteer Uniform Classes

4.2.6.1. Class A Volunteer Uniform

The Class A Volunteer uniform is the “dress” uniform. The Class A
uniform may be required to be worn for a particular job assignment at
the discretion of management.

Dress green polo shirt (short sleeve only)

Dress khaki pants, shorts or skirt — as appropriate per job
Nameplate

Black belt

Black closed-toed shoes/boots and socks

Recognition award pin (if applicable)

4.2.6.2. Class B Volunteer Uniform

The Class B Uniform is the uniform usually worn during day-to-day park
operations. Shorts and the t-shirt (short or long-sleeve), Class A shirt or
khaki vest may be worn while performing ranger station duties at the
discretion of management.

Shirts — Green polo or green t-shirt (short or long sleeve)

Solid tan, khaki pants, shorts or skirts. Jeans may be approved per
management per job.

Nameplate

Black belt

FPS cap (optional)

Unisex range hat (optional)

Unisex windbreaker (when appropriate)

Black closed-toed shoes/boots and socks

4.2.7. AmeriCorps Uniform

AmeriCorps members will abide by the uniform and personal appearance standards
specified in their individual AmeriCorps Agreement.

4.2.8. Proper Wearing of the Uniform and FPS Wear (FTE, OPS, Volunteer)

4.2.8.1. Overview

The uniform should be worn with pride and cannot be worn with
pride unless clean, neat, wrinkle free and well fitted.
Only items specified in this chapter may be worn with the uniform.
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4.2.8.2.

4.2.8.3.

4.2.8.4.

4.2.8.5.

4.2.8.6.

4.2.8.7.

4.2.8.8.

4.2.8.9.

4.2.8.10.

e Staff wearing uniform items are prohibited from purchasing or
consuming alcoholic beverages, entering establishments or engaging
in activities that might reflect unfavorably on the Florida Park
Service.

Tie (FTE only) - The tie may only be worn with the fully buttoned long-
sleeve Class A uniform. Males are only authorized to wear a long tie. The
bottom point of the tie should fall at the belt while standing. Females
should wear the cross-over tie with the skirt and have the choice of the
cross-over tie or long tie with the pants. Tie clasps should not be worn
with the uniform.

Shirt - When wearing the uniform shirt without the tie, only the top
(collar) button should be unbuttoned. When wearing the uniform shirt
with the tie (OPS and volunteers do not wear ties), all buttons should be
buttoned. It is not permissible to roll up the sleeves of the Class A short-
sleeve or long-sleeve shirt except for short duration periods where
appropriate for the type of duties being performed. Shirt tails should be
tucked in the pants, shorts or skirts at all times.

Class A Shirts (FTE only) - The tan buttons that come on long-sleeve and
short-sleeve shirt pocket flaps should be removed and replaced with one
metal button on each pocket flap to match badge color.

Shorts - The appropriateness of wearing shorts is determined by
management using the following guidelines: safety, comfort and duties.

Pants - When measured at the heel when standing, the length of the
pant leg should fall between 1 to 3 inches from the bottom of the pant
leg to the floor.

Skirt - The length of the skirt will be no longer than one inch below the
knee and no shorter than one inch above the knee.

Post Nameplate - The nameplate (with or without "Serving Since" tab
rider for FTE's), should be centered 5/8 inch (the height of the name
plate) above the upper seam of the right pocket of the shirt (right pocket
as shirt is worn). This will measure 1 % inches to the top of the
nameplate. The approved American flag should be affixed to the
nameplate on the right side of the plate. No nameplate should be worn
on the uniform jacket or windbreaker.

Magnetic Nameplate - Can be worn with business attire, uniform dress
shirts (except FTE), and t-shirts.

Badge (FTE only) - The Department badge should be worn only on the
Class A uniform (unless approved by the bureau chief not to wear
because of safety concerns) above the upper seam of the left pocket of
the shirt (in the pre-sewn holes) (left pocket as shirt is worn). All
Department badges should be assigned to a specific position and remain
at the park. The following staff are authorized to wear the Department
badge as indicated. No badge should be worn on the uniform jacket.
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4.2.8.11.

4.2.8.12.

4.2.8.13.

4.2.8.14.

e Park level: The park manager, assistant park manager and park
wildlife care supervisor should wear the gold badge. All other staff
should wear the silver badge.

e District level: Bureau chief, assistant bureau chief and program
administrators should wear the gold badge. All other uniformed staff
should wear the silver badge.

e Central office: Director, assistant director, bureau chief, assistant
bureau chief and program administrators should wear the gold
badge. All other uniformed staff should wear the silver badge.

Recognition Pins - Recognition award pins (i.e., Award of Valor,
Lifesaving, and Distinguished Service) may be worn on Class A only and
should be centered % inch below the upper seam of the left shirt pocket
(left pocket as shirt is worn). Only one achievement pin should be worn
with the uniform.

Service Pins/Volunteers Hours Served Pins - Service pins may be worn on
Class A only and should be centered % inch above the nameplate on the
right side of the uniform shirt. Only one service pin (either DEP or the
FPS pin) should be worn at a time.

Celebration/Commemorative Accessory Items - The director may
authorize a pin or other accessory item to be worn in celebration of a
division significant event. For full time uniformed employees, the pin
should be centered on the right pocket flap of the Class A shirt (right
pocket as shirt is worn). For OPS employees, the pin should be centered
under the name tag on the right side of the shirt over the pocket.
Volunteers can wear the pin under their name tag on either the t-shirt,
vest or the polo. For non-uniformed staff, or at times when business
casual is worn, the pin can be affixed to the lapel of a blazer or jacket.
The duration of the wearing of these pins or other accessory items is one
year from issue unless otherwise determined by the division director.
Note: The director has authorized FTE, OPS and Volunteer staff to wear
the 2019 Gold Medal Pin (featuring four Gold Medals) from December 1,
2019 to October 1, 2021. Pins should be centered on the right pocket
flap of the Class A shirt (right pocket as shirt is worn).

Headgear - No attachment (nameplate, pins and others) will be worn on
any headgear.

e Campaign Hat (FTE only) — The campaign hat is an important,
recognized and respected symbol associated with the FPS and should
be worn with pride and care with the Class A uniform during high
profile public contact events. The campaign hat will be worn indoors
and outdoors during these occasions and may be worn while
performing public contact duties in the ranger station. Exceptions
are limited to:

o Highly windy environments
o Special circumstances as identified by management
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4.2.8.15.

4.2.8.16.

Unisex Ranger Hat - The unisex ranger hat is provided for ultraviolet
protection from the sun and should only be worn outdoors. This hat
may not be appropriate while meeting and working with visitors and
while engaged in other public contact such as interpretive talks and
public appearances. The ranger hat may be appropriate while
conducting recreational skills programs or in cases when the
campaign hat is not appropriate. The appropriateness of wearing
the unisex ranger hat will be determined by management using the
following guidelines: safety, comfort, or duties. Hats are to be kept
clean and worn straight away and will not be tipped forward,
backward, or to either side. The brim of the hat naturally 'dips' in
the front and back and is worn in this fashion. The chin cord may be
removed from the hat; if it is not removed, it should sit on the back
brim of the hat and proceed down through the two holes to wear
under the chin either cinched tight or hanging loose. It may also be
placed up over the back brim with the bead loosely cinched so as
not to deform the brim.

FPS Cap - Caps are provided for day-to-day field operations and may
not be appropriate while meeting and working with visitors and
while engaged in other public contact such as interpretive talks and
public appearances. The appropriateness of wearing the FPS cap is
determined by management using the following guidelines: safety,
comfort and duties. Caps are to be kept clean and worn straight
away and should not be tipped forward, backward, or to either side.
The brim of the hat should not be excessively rolled.

FPS Fleece Cap — The cap is specifically for cold weather use and
should only be worn outdoors. The logo should face forward while
being worn.

T-Shirts - The appropriateness of wearing the t-shirt is determined by
management. The FPS uniform t-shirt may only be worn in instances
where it would be impractical to wear the uniform due to the nature of
the work task, but when FPS identification is necessary. The t-shirt
should not be worn during the course of normal park duties when public
contact is likely. It should not be worn where visitor interaction is a
primary component of the activity such as manning the ranger station,
interpretive activities or public appearances.

Footwear and Socks

Class A and B (with Long Pants) - Shoes or boots worn with long
pants should be black, polishable or patent leather. Shoes or boots
should be closed-toed, plain-toed, and should not have any
contrasting feature such as stitching, brand logos, etc. Pumps should
be flat or medium heel; no high heels should be worn. Pant legs
should be kept outside of the boots at all times.

Class A - Shoes or boots should be worn highly polished and well
maintained.
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4.2.8.17.

4.2.8.18.

e Class B - Work and hiking boots should be in good condition and
shined.

e Class B (with Shorts) - Shoes worn with shorts should be closed-toed
black, leather or canvas athletic style. Black hiking boots may be
worn with black crew socks and shorts. Patent leather shoes should
not be worn with shorts.

e C(Class C — Footwear and socks should follow the same guidelines as
Class B footwear, but staff may wear specialized job-specific
footwear at park management discretion.

e Socks - Only black socks should be worn. Ankle socks should be worn
with shorts and low quarter shoes. Black crew socks should be worn
with black hiking boots.

o Nylon Hosiery - May be worn with skirts and must be skin-toned,
plain and free of runs, seams, patterns, and any other
embellishments.

FPS Wear - Described as any article of clothing or accessory with the FPS
logo or text relating to FPS. The purpose of FPS wear is to identify staff at
times when the uniform may not be appropriate or to promote the FPS.
Staff wearing FPS wear should use discretion when purchasing or
consuming alcoholic beverages, or entering establishments or engaging
in activities that might reflect unfavorably on the Division. FPS wear may
be purchased from VF Imagewear using personal funds. Directions for
purchasing can be found here.

Public Events

Public events should call for higher standards of uniformity, conduct and
appearance than normal duty. This is especially true for ceremonies and
in the presence of the media. In general, uniformed staff should look as

similar as possible at special events.

o The park manager or designee should make a special effort to have
all uniformed staff wear a prescribed uniform of the day. Staff
performing similar duties should wear the same uniform. For
example, employees performing public contact work may wear a
Class A uniform, while employees performing maintenance may
wear a Class B uniform. All metal components should be highly
lustrous and properly aligned.

e Garments should be clean and pressed.

o All leather items should be highly polished.

e Campaign hats should be worn by authorized staff.
e Qutdoor Ceremonies:

o Hats should remain on under the following circumstances:
playing of the national anthem, recitation of the Pledge of
Allegiance, presentation of colors, raising and lowering of the
flag and the playing of "Taps."

o Atnotime is a hand salute appropriate.
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4.2.9.

o During prayers and benedictions, all uniformed staff should
keep the hat on with heads bowed. Hands should be held
together in front.

e Indoor Ceremonies:

o All uniformed staff should remove their hats and face the flag or
music. Billed caps should be held by the bill in the left hand,
campaign hats should be gripped on the front edge of the rim
with the left hand and rest the hat body on the left forearm,
keeping the forearm parallel with the ground. This would apply
during the following circumstances: Playing of the national
anthem, recitation of Pledge of Allegiance, presentation of
colors, raising and lowering of the flag and the playing of
“Taps.”

o At no time is a hand salute appropriate.

o During prayers and benedictions, uniformed staff should
remove their hats, hold them as noted above, and bow their
heads. Hands should be held together in front.

Uniform Exceptions (FTE, OPS, Volunteer)

4.2.9.1.

4.2.9.2.

4.2.9.3.

4.2.9.4.

4.2.9.5.

Management may make temporary exceptions of uniform standards
during special occasion events, certain emergencies, or situations to
ensure staff safety or to accomplish official duties. If longer exemptions
are required, the bureau chief may make extended exceptions to
uniforms and personal appearance standards.

When attending a funeral or memorial service and the uniform is
appropriate, FTEs may wear a black elastic mourning band approx. %
inch wide horizontally across the center of the badge. Efforts should be
made to ensure uniformity in the wearing of the band at a specific event.

Appropriate protective clothing/equipment (e.g., coveralls, safety vest,
aprons, safety glasses, chaps, hard hats, etc.) must be worn when
performing hazardous jobs or handling hazardous materials and return
to regular uniform upon completion of tasks.

Appropriate period clothing/equipment should be worn when
performing living history interpretation and return to regular uniform
upon completion of assignment.

Mixing of the uniform and non-uniform clothes or accessories is not

acceptable; however, there are two exceptions:

e The FPS cap and unisex ranger hat that can be worn as appropriate
business attire on official field outings.

e In periods of extreme cold or inclement weather staff may provide
their own appropriate color coordinated clothing for additional
comfort.
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4.2.9.6.

Appropriate Business Attire — Sometimes staff will need to attend a
meeting, conference, training or other event where a uniform is not
appropriate. At the discretion of management, they may be asked to
dress in attire other than the uniform. When this occurs, they may be
asked to dress in Business Dress, Business Casual, or Casual.

e Business Dress - Dress shoes, dress pants/skirts/dresses, dress
shirt/blouse, tie and sport coat or suit jacket as deemed appropriate.

e Business Casual - Nice shoes (no sneakers), nice pants/skirts/dresses
(no jeans or shorts) and nice shirt (no t-shirts) or blouse.

e Casual - Casual pants/shorts/skirts or dresses, casual pull-over shirt
or blouse, and casual shoes.

4.2.10. Care, Maintenance and Replacement of Uniforms

4.2.11.

4.2.10.1.

4.2.10.2.

4.2.10.3.
4.2.10.4.

4.2.10.5.

4.2.10.6.

The care and cleaning of uniform items is the responsibility of the
individual who was issued the items.

Uniforms should be maintained according to the care instruction label
sewn inside each garment. The careful cleaning of the fabric is necessary
to increase the longevity of the uniform.

Uniform shirts and pants should be worn wrinkle free.

If sleeves are to be creased, creases should be in the middle of the
shoulder patch extending vertical to both ends of the sleeve.

In the case of an improper uniform fit, the uniform items should be
returned to the supervisor who will make arrangements for alterations
or returns. Employees are not permitted to radically alter uniform items.

Loss or theft of any uniform item purchased by the Division must be
reported immediately to the supervisor.

Reclaiming/Redistribution of Uniforms

4.2.11.1.

4.2.11.2.

4.2.11.3.

4.2.11.4.

4.2.11.5.

All uniforms, uniform insignias and uniform accessories bought by the
Division are the property of the Division.

All uniforms, uniform insignias and uniform accessories will be
transferred with staff upon transfer within the Division.

The supervisor is required to reclaim all uniform items purchased by the
Division in the possession of staff upon separation from the Division.
Under no circumstances is the FTE or OPS final paycheck (including
electronic deposit) to be given to the employee until all uniform items
issued to the employee have been returned to the Division in a clean and
neat condition.

All reclaimed serviceable uniform items will be inventoried by type and
size, and returned to the district office or other location designated by
the respective district bureau chief for storage and reissue.

Non-serviceable uniform items must first have Division identification
removed before being donated to an appropriate non-profit
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4.3,

organization, destroyed, used as wipe rags, etc. The supervisor is
responsible for the disposition of all non-serviceable uniform items.

4.2.12. Uniform Records and Procedures

4.2.12.1.

4.2.12.2.

4.2.12.3.

4.2.12.4.

The supervisor must approve uniform orders for all staff under his/her
supervision.

Uniform orders should be processed according to current contract
guidelines. Items in district’s stock should be reissued whenever
possible, and these items should be deducted from issue requests. The
supervisor must hold all invoices for payment of uniform orders until all
items are received.

Uniformed FTE are authorized to receive an annual shoe allowance. The
shoe allowance is paid once a year through a supplemental payroll in
June. For those employees hired after the supplemental payroll date,
they will receive a shoe allowance during the next June’s supplemental
payroll distribution. Near the end of each fiscal year, DRP Human
Resources will notify supervisors of the procedure for submitting shoe
allowance requests. Shoe allowance is a perquisite and is available based
on funding availability.

Staff may purchase some non-insignia uniform and non-uniform items
directly from the uniform contractor using the employee purchase order
option.

Uniformed Personal Appearance Requirements

Persons choosing to accept a uniformed position are required to minimize personal
accessories and adornments while wearing the FPS uniform.

4.3.1. Accessories

4.3.1.1.

4.3.1.2.

4.3.1.3.

4.3.1.4.
4.3.15.

4.3.1.6.

Earrings — Uniformed employees may wear one plain, solid color ear
stud/ring per ear lobe, not over % inch (6mm) in any dimension. Colors
should be limited to silver, gold, brown, black, pearl and diamond.

Body Piercings — Rings and studs associated with body piercing may not
be visible while in uniform.

Hair Accessories — Hair accessories should be silver, gold or black or a
color that harmonizes with the uniform or blends with the hair.

Undergarments - Undergarments should not be visible.

Other Jewelry - If a necklace is worn, it should not be visible. Other
jewelry must not unreasonably detract from the overall appearance of
the uniform. Excessive numbers, large size, and bright or contrasting
colors of jewelry may create an unprofessional appearance. In addition,
supervisors and managers may have to limit jewelry wear for safety
reasons.

Sunglasses - Sunglasses worn with the uniform should have frames that
are matching or harmonious with the uniform. Mirrored or multi-
colored lenses should not be worn while in uniform. Only professional
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4.3.2.

43.1.7.

4.3.1.8.

4.3.1.9.

4.3.1.10.

4.3.1.11.

4.3.1.12.

looking, not fad or eccentric styled sunglasses, should be worn. Sunglass
retainer straps should be a dark blending color. Sunglasses will not be
attached to the uniform at any time. Since eye contact is an essential
part of the Park Ranger’s image, sunglasses that are dark enough to
make it difficult or impossible to see the employee's eyes should not be
worn when speaking with visitors.

Pens — Up to two matching writing pens may be worn in the left shirt
pocket. The exposed portion of the pens should be gold, silver, or black
(for OPS). FTEs wearing silver badges should wear silver or black pens.
FTEs wearing gold badges should wear gold or black pens.

Knives and Tools - A knife or belt tool should be contained in a black case
and the case should not exceed five inches in length. Knives with a
pocket clip are also permitted to be worn. The clip should be a dark color
to blend with the pants. The knife should be worn on the inside of the
pocket so that only the top of the knife and clip show. These accessories
may only be worn with the Class B and C uniforms.

CPR Pouch - A small CPR pouch may be worn on the belt as deemed
appropriate by management.

Phones — Cell phones may be worn with the uniform. Cell phones should
be worn in a black case.

Other Personal Electronic Devices — These devices (e.g. Bluetooth, iPods,
MP3 Players, headphones, etc.) should not be worn. Devices that
enhance safety intended for hands free driving are acceptable.

No other accessories or personal effects (e.g., keys, combs, tobacco
products, etc.) should be visible while wearing the uniform.

Personal Appearance

43.2.1.

4.3.2.2.

4.3.2.3.

Fingernails must be trimmed to not be over % inch long. Uniformed
employees may wear polish that is a neutral color.

Employees may have tattoos visible while in uniform or business attire
provided the tattoos are not obscene or harmful to minors as defined in
Chapter 847.001, F.S. Employees with tattoos that meet the definition of
Chapter 847.001, F.S., should keep them covered while in uniform or
business attire.

Elective body modifications may detract from the image the Florida Park

Service is trying to present. Body modifications to any area of the body

visible while wearing the uniform or business attire are prohibited. Body

modifications include but are not limited to:

e Tongue splitting or bifurcation

e The complete or trans-dermal implantation of any object(s) other
than hair replacement

e Abnormal shaping of the ears, eyes or nose

e Abnormal filing of the teeth
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e Branding or scarification

4.3.2.4. Uniformed Employee Hair and Facial Hair Standard
e Hair

o Hair must be clean and neat.

o Hair length must not interfere with regularly assigned duties
and/or be a safety hazard in the performance of those duties.
Hair must not obscure the employee’s eyes and face.

Hair must not obscure the badge or name bar/tag.

Sideburns must be no longer then the bottom of the ear.
Coloration not normally found in human hair, or any coloration
which is employed to produce unnatural hair patterns through
contrasting hair colors is prohibited.

0O O O O

e Facial Hair
o Beards will be neatly trimmed, combed, clean and free of
ornaments. Beard length must not interfere with regularly
assigned duties and/or be a safety hazard in the performance of
those duties.
o Moustaches must be neatly trimmed.

4.4. Non-Uniformed Staff Personal Appearance (FTE, OPS, Volunteer)

4.4.1.

4.4.2.

4.4.3.

4.4.4.

4.4.5.

Supervisors will advise their staff of appropriate attire for the work area. Sometimes
non-uniformed FTEs will need to attend a meeting, conference, training, or other
event that might be an exception to the daily attire. When this occurs, you will be
asked to dress in Business Dress, Business Casual, or Casual.

e Business Dress - Dress shoes, dress pants/skirts/dresses, dress shirt/blouse, tie
and sport coat or suit jacket as deemed appropriate.

e Business Casual - Nice shoes (no sneakers), nice pants/skirts/dresses (no jeans
or shorts) and nice shirt (no t-shirts) or blouse.

e Casual - Casual pants/shorts/skirts or dresses, casual pull-over shirt or blouse,
and casual shoes.

Staff may purchase some non-insignia uniform and non-uniform items directly from
the uniform contractor using the employee purchase order option.

FPS Wear - Described as any article of clothing or accessory with the FPS logo or text
relating to FPS. The purpose of FPS Wear is to identify staff with the Florida Park
Service. Staff wearing FPS Wear should use discretion when purchasing or
consuming alcoholic beverages, or entering establishments or engaging in activities
that might reflect unfavorably on the Division. FPS Wear may be purchased from VF
Imagewear using personal funds. Directions for purchasing can be found here.

The magnetic nameplate, FPS cap, unisex ranger hat, and unisex windbreaker are
the only uniform items that can be worn by non-uniformed staff while in business
attire on official field outings.

Staff members may have tattoos, branding or ornamental scarification visible
provided the tattoos, branding or ornamental scarification are not obscene or
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4.4.6.

4.4.7.

4.4.8.

4.4.9.

harmful to minors as defined in Chapter 847.001, F.S. Staff members with tattoos,
branding or ornamental scarification that meets the definition of Chapter 847.001,
F.S., will keep them covered.

Elective body modifications may detract from the image the Florida Park Service is
trying to present. Body modifications to any area of the body visible are prohibited.
Body modifications include but are not limited to:

e Tongue splitting or bifurcation

e The complete or trans-dermal implantation of any object(s) other than hair
replacement

e Abnormal shaping of the ears, eyes, or nose

e Abnormal filing of the teeth

e Branding or scarification

The hair, including facial hair, will be neatly groomed, not extreme in style or cause
a distraction in the workplace. In all cases, the bulk or length of hair will not
compromise staff’s safety.

Jewelry items may be worn as long as they do not cause a distraction in the
workplace and will not compromise staff’s safety.

Undergarments (except undershirts) will not be visible.

FLORIDA PARK SERVICE AWARDS »
UPDATED NOVEMBER 1, 2020

This section provides information for formally recognizing full-time and part-time employees and
volunteers of the division for outstanding contributions and for noteworthy personal achievement
or actions. The criteria is implemented in accordance with Title X, Chapter 110.1245 of Florida

Statute.

5.1. Purchase of Awards

All purchases must be documented by the Non-cash Authorization form (DEP-54-507), which
must be signed by the appropriate bureau or statewide awards coordinator and placed with
the receipt in the P-Card folder. The value of a single award may not exceed $100.00, plus
applicable taxes, per recipient.

5.2. Division Awards Program

5.2.1.

Awards Administration

5.2.1.1.  The Division Awards Administration Committee consists of the Division
Awards Coordinator and five District Awards Coordinators as selected by
district bureau chiefs and the Division Director. This committee oversees
the processes related to and management of the Division Awards
Program.

5.2.1.2. A Division Awards Process Map will be maintained by the Division
Awards Coordinator. The nomination and selection window will open
within the first quarter of each fiscal year and run for eight weeks.
Nominations may be submitted for any work which occurred during the
nomination period. The nomination period is defined as the time
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5.2.1.3.

between the opening of the previous nomination window and current
nomination window.

All nominations must be submitted through the Division Awards
Nomination Form. A four-week nomination drafting window will begin
with a Director’s Message to all staff. At the end of the four-week
nomination drafting period, Awards Coordinators will have two weeks to
review nominations from their respective areas and assist nominators in
revisions. Nominees will then be approved by Human Resources and the
District and Central Office Committees will have one week to select
appropriate award recipients and approve nominations for statewide
consideration. District and Central Office award recipients and approved
statewide nominations will then be provided to the Division Awards
Coordinator. Statewide Selection will follow the appropriate processes
over a two-week period. The vote of each selection committee must be
unanimous for a nominee to receive an award. Communications will
follow a communications plan developed by Interpretive Services which
provides details about awards announcements and ceremonies.

5.2.2. Selection Committees

5.2.2.1.

5.2.2.2.

5.2.2.3.

The Statewide Selection Committee should consist of four members to
be appointed by the Assistant Director of Field Operations based on
recommendations of the Division Award Coordinator and with the
approval of the Division Director.

e The committee selects the statewide Award for Excellence in
Administration, Award for Excellence in Maintenance, Award of
Valor, Distinguished Service Award, Division Team Award, Employee
of the Year Award, Fish and Wildlife Office of the Year Award, Hank
Smith Award for Excellence in Research, Lifesaver Award and Public
Service Award.

A District Selection Committee, consisting of three members each, must
be established by each district. Members for district committees must

be appointed by the respective district bureau chief. The district bureau
chief has final approval of all district awards and statewide nominations.

e This committee selects the district Award for Excellence in
Administration, Award for Excellence in Maintenance, Award for
Excellence in Volunteer Management, Employee of the Month,
Employee of the Year Award and Fish and Wildlife Officer of the Year
Award.

e This committee approves the district nominations for the Award of
Valor, Distinguished Service Award, Division Team Award, Florida
Park Service Director’s Award, Hank Smith Award for Excellence in
Research, Lifesaver Award, Public Service Award and The Sandra A.
Cook Lifetime Achievement Award.

The Central Office Selection Committee, consisting of three members,
must be established by the central office. Members for the central office
committee will be appointed by the Assistant Directors of Central Office
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5.3. Awards
5.3.1.

5.3.2.

5.2.2.4.

5.2.25.

5.2.2.6.

5.2.2.7.

5.2.2.8.

and Business Operations, based on the recommendations of the Division
Awards Coordinator.

e This committee selects the Central Office Employee of the Month
Award and Employee of the Year Award.

e This committee approves Central Office nominations for the Award
fore Excellence in Administration, Award of Valor, Distinguished
Service Award, Division Team Award, Florida Park Service Director’s
Award, Hank Smith Award and The Sandra A. Cook Lifetime
Achievement Award.

The District Interpreter of the Year Selection Committee consists of the
district bureau chief or designee, the district interpretive chairperson
and the previous year's recipient of the District Interpreter of the Year
award. If the Interpreter of the Year from the previous year no longer
works for the Florida Park Service, any previous winner may be selected
to sit on the committee.

e This committee selects the district Joe Kenner Award for Interpreter
of the Year.

The Statewide Interpreter of the Year Selection Committee consists of
the Assistant Director of Field Operations, the Interpretive Services Team
Manager and Programs Manager and the previous year’s recipient of the
Statewide Interpreter of the Year Award. If the Interpreter of the Year
from the previous year no longer works for the Florida Park Service, any
previous winner may be selected to sit on the committee.

e This committee selects the statewide Joe Kenner Award for
Interpreter of the Year from the pool of the district winners.

The Statewide Volunteer Management Award Committee consists of the

Friend Groups & Volunteer Program Manager and the five district Park

Program Development Specialists.

e This committee selects the Statewide Award for Excellence in
Volunteer Management from the pool of district winners.

The Sandra A. Cook Award Selection Committee will be chosen by the

Director and will consist of one Assistant Director and 3-6 Bureau Chiefs.

e This committee selects for The Sandra A. Cook Lifetime Achievement
Award.

The Division Director selects recipients of the Florida Park Service
Director’s Award and approves all statewide awards.

Eligibility Criteria for All Awards

5.3.1.1.

Nominees must not have received a valid complaint of disciplinary action
during the nomination or award eligibility period.

Award for Excellence in Administration
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53.2.1.

5.3.2.2.

Criteria

Awarded to an employee or volunteer who, in their everyday job
performance, have made significant administrative contributions
which relate to the success over and above Division standards and
goals during the nomination period.

Efforts should be measurable, above normal expectations,
substantial in impact, promote the FPS, or otherwise bring favorable
attention to the Division over the course of the nomination period.
Contributions must: require a high degree of personal initiative,
professionalism, leadership, effort or skills; present a significant
benefit to the Division.

Anyone can submit a nomination for this award; however, a person
may not nominate him/herself.

The award allows for a single recipient from each district and a single
statewide recipient per nomination period.

Award

Recipients of the District Award will receive the following, to be
presented at the district park managers meeting: A certificate signed
by the District Bureau Chief and/or another appropriate
acknowledgement.

Recipient of the Statewide Award will receive the following, to be
presented at the Division Awards Presentation: A Certificate signed
by the Division Director, a uniform pin and/or another appropriate
acknowledgement.

5.3.3. Award for Excellence in Maintenance

5.3.3.1.

5.3.3.2.

Criteria

Awarded to an employee or volunteer who, in their everyday job
performance, has made significant maintenance contributions which
relate to the success over and above Division standards and goals
during the nomination period.

Efforts should be measurable, above normal expectations,
substantial in impact, promote the FPS, or otherwise bring favorable
attention to the Division over the course of the nomination period.
Contributions must: require a high degree of personal initiative,
professionalism, leadership, effort or skills; present a significant
benefit to the Division.

Anyone can submit a nomination for this award; however, a person
may not nominate him/herself.

This award allows for a single recipient from each district and a
single statewide recipient per nomination period.

Award

84 |Page
Return to TOC



Recipients of the District Award will receive the following, to be
presented at the district park managers meeting: A certificate signed
by the District Bureau Chief; and/or another appropriate
acknowledgement.

Recipients of the Statewide Award will receive the following, to be
presented at the Division Awards Presentation: A certificate signed
by the Division Director; and a uniform pin and/or another
appropriate acknowledgement.

5.3.4. Award for Excellence in Volunteer Management

5.3.4.1. Criteria

Awarded to an employee or volunteer who, in their everyday job
performance, has made significant volunteer management
contributions which relate to the success over and above Division
standards and goals during the nomination period.

Efforts should be measurable, above normal expectations,
substantial in impact, promote the FPS, or otherwise bring favorable
attention to the Division over the course of the nomination period.
Contributions must: require a high degree of personal initiative,
professionalism, leadership, effort or skills; present a significant
benefit to the Division.

Anyone can submit a nomination for this award; however, a person
may not nominate him/herself.

This award allows for a single recipient from each district and a
single statewide recipient per nomination period.

5.3.4.2. Award

5.3.5. Award of Valor

Recipients of the District Award will receive the following, to be
presented at the district park managers meeting: A certificate signed
by the District Bureau Chief and/or another appropriate
acknowledgement.

Recipient of the Statewide Award will receive the following, to be
presented at the Division Awards Presentation: A certificate signed
by the Division Director, a uniform pin and/or another appropriate
acknowledgement.

5.3.5.1. Criteria

Awarded to any employee or volunteer for preventing or attempting
to prevent the death of a person through direct personal action
under dangerous and life-threatening conditions.

Examples might include: a swimming rescue of a drowning victim, a
boat rescue under extremely adverse weather conditions or rescuing
occupants of a burning building or vehicle.
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e Anyone can submit a nomination for this award; however, an
individual may not nominate him/herself. The nomination must
include details of the rescue and conditions under which the action
was performed. Eligibility for this award is retroactive to any
previous act that meets the criteria.

e This award allows for multiple statewide recipients per nomination
period.

5.3.5.2. Award

e Recipients will receive the following, to be presented at the Division
Awards Presentation: A certificate signed by the Division Director, a
uniform pin and/or other appropriate acknowledgement.

5.3.6. Distinguished Service Award
5.3.6.1.  Criteria

e Qutstanding personal contributions to the division by a current or
former employee with at least 12 months consecutive service; and

e  Contribution must require a high degree of personal initiative,
professionalism, leadership, effort, or skill; and

e Contribution must represent a significant benefit to the division.

e Contribution must be made on a voluntary or special assignment
basis completely above and beyond the requirements of the
employee's position description. Work can be performed while on or
off duty.

e Examples of contributions might include:

o Extensive research that significantly adds to management's
ability to fulfill the division's responsibilities.

o Outstanding achievements in the advancement of the
organizational, educational and developmental areas in the art
of interpreting the natural and cultural environment.

e Anyone may submit a nomination for this award; however, an
individual may not nominate him/herself. The nomination must
include detailed written comments. Eligibility for this award is
retroactive to any previous act that meets the criteria.

e This award allows for multiple statewide recipients per nomination
period.

5.3.6.2. Award

e Recipients will receive the following, to be presented at the Division
Awards Presentation: A certificate signed by the Division Director, a
uniform pin and/or another appropriate acknowledgement.

5.3.7. Division Team Award

5.3.7.1. Criteria
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Awarded to a team of division employees (two or more persons)
who have made specific significant contributions that relate to the
success over and above division standards and goals during the
course of the previous year. Volunteers may be included as team
members, but the intent is to recognize employee performance.
Team efforts must be measurable and above normal expectations,
substantial in impact, promote the FPS or otherwise bring favorable
attention to the division over the course of the nomination period.
Team efforts should be worthy of recognition by the Division
Director, independent of input from staff (i.e., stand-alone
accomplishments significant enough to attract the attention of the
Division Director).

Anyone can submit a nomination for this award. The nomination
must include detailed written comments outlining the nominees’
efforts and successes.

This award allows for a single statewide recipient team per
nomination period.

5.3.7.2. Award

Recipients will receive the following, to be presented at the Division
Awards Presentation: A certificate signed by the Division Director, a
uniform pin and/or another appropriate acknowledgement.

5.3.8. Employee of the Month Award (District/Central Office)
5.3.8.1.  Criteria

One award may be presented monthly in each district and the
central office to an employee who continually exhibits an attitude of
dedication to the FPS, enthusiasm for the job, self-motivation, and
cooperation in dealing with others.

The nominee must have satisfactory service with the division and
routinely contribute to the accomplishment of the FPS' objectives,
goals, and responsibilities.

Anyone may submit a nomination for this award; however, an
individual may not nominate him/herself. Nominations for each
district should be submitted directly to the chairperson of the
district/central office awards committee for review by the
district/central office awards committee and approved by the
appropriate bureau chief or the division director in the case of a
central office employee. Nominations will be retained for six
months. The nominees must continue to meet the criteria for
selection. If the employee has not been selected after six months,
the nomination may be resubmitted.

This award allows for a single monthly recipient from each district
and the central office.
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5.3.9.

5.3.10.

5.3.8.2.

Award

Recipients will be presented with a Certificate of Recognition to the
employee by the bureau chief and the name will be engraved on the
Employee of the Month plaque.

Employee of the Year Award

5.3.9.1.

5.3.9.2.

5.3.9.3.

Criteria

This award should be presented to an individual who best
exemplifies the qualities and attributes recognized in the
district/central office. The award may be presented annually to one
of the previous year's employees of the month for each district as
well as the central office.

Nomination Procedure

District/Central Office Employee of the Year Award: Selection must
be made by the district/central office awards committee from
among the list of people who were selected as district/central office
employee of the month in that district or office during the
nomination period.

Florida Park Service Employee of the Year Award: Selection must be
made by the Statewide Awards Committee from the list of
employees who were selected as district/central office employees of
the year during the nomination period.

The award allows for a single recipient from each district, a single
recipient from the central office and a single statewide recipient.

Award

Recipients of the District Award will receive the following, to be
presented at a district park managers meeting: A certificate signed
by the Assistant Director of Field Operations and/or another
appropriate acknowledgement.

Recipients of the Central Office Award will receive the following, to
be presented at a central office meeting: A certificate signed by the
Assistant Directors of Central Office and Business Operations and/or
another appropriate acknowledgment.

Recipients of the Statewide Award will receive the following, to be
presented at the Division Awards Presentation: A certificate signed
by the Division Director, a uniform pin and/or another appropriate
acknowledgement.

Fish and Wildlife Officer of the Year Award

5.3.10.1.

Criteria

Awarded to the officer with a never-ending dedication to their
profession and genuine commitment to the agency and the public
they serve. This should include continued communication with park
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5.3.11.

5.3.12.

staff, an improvement to the service they provide the park and
resource protection within the park. The officer will be recognized
for their: work ethic, quick response, heroism, courage and placing
the safety and welfare of the people above all other considerations.

e Any sworn FWCC officer regardless of rank or position is eligible.

e Anyone can submit a nomination for this award; however, a person
may not nominate him/herself.

e This award allows for a single recipient from each district and a
single statewide recipient per nomination period.

5.3.10.2. Award

e Recipients of the District Award will receive the following, to be
presented at a district park managers meeting: A certificate signed
by the District Bureau Chief and/or another appropriate
acknowledgement.

e Recipients of the Statewide Award will receive the following, to be
presented at the Division Awards Presentation: A certificate signed
by the Division Director, a nameplate on a permanent plaque located
in the Director’s Office, and/or another appropriate
acknowledgement.

Florida Park Service Director’s Award

5.3.11.1. Criteria

e This award is meant to recognize employees, volunteers,
governmental and non-governmental partners who demonstrate
exemplary contributions or support to the mission of the Florida Park
Service.

e Anyone may submit a written nomination to the Division Director for
consideration.

e This award allows for multiple recipients per nomination period.

5.3.11.2. Award

e Each recipient will receive an appropriate award or other
acknowledgement. The awards will be presented at the Division
Awards Presentation or other appropriate venue as determined by
the Division Director.

FPS Burn Boss of the Year
5.3.12.1. Criteria

e Determined by Natural Resources Tracking System (NRTS) records to
the burn boss who has managed the greatest number of burns in a
fiscal year. BNCR will review the records annually to determine who
meets the criteria and will develop and present the appropriate
recognition at a district or statewide meeting.

5.3.12.2. Award
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The recipient of this award will receive a personalized award and
other appropriate acknowledgement. This award will be presented
at the Division Awards Presentation or other appropriate venue as
determined by the Division Director.

5.3.13. Hank Smith Award for Excellence in Research

This award was inspired by the significant and substantial contributions of Hank
Smith, who conducted and directed countless research projects encompassing a
diverse array of Florida natural resource management issues and motivated many
others to do the same.

5.3.13.1. Criteria

Awarded to any individual employee or volunteer for conducting and
completing research that provides informed direction to improve the
natural resource management program of the Florida Park Service.
The research must have been conducted to address documented
priority natural resource management needs (i.e., the outcome of
the research must be applicable and provide the potential for Florida
State Parks to improve management and conservation of natural
resources).

The term “research” also includes monitoring projects that meet all
the stated criteria.

Anyone may submit a nomination for this award; however, an
individual may not nominate him/herself.

This award allows for a single statewide recipient per nomination
period.

5.3.13.2. Award

Recipients will receive the following, to be presented at the Division
Awards Presentation: A certificate signed by the Division Director, a
uniform pin and/or another appropriate acknowledgement.

5.3.14. Joe Kenner Award for Interpreter of the Year

5.3.14.1. Criteria

Awarded to a career service employee with frontline, public contact
responsibility who has made outstanding contributions to the FPS
interpretive programming during the previous year. Examples might
include: personal programs, non-personal programs, exhibits,
publications, etc.

The nominee's work must demonstrate continued excellence in the
practice of interpretation.

The employee's work must meet the division's interpretive goal of
instilling in the general public an understanding of, and an
appreciation for, division areas and the natural and cultural

values that they possess.
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The nomination must clearly state how the nominee's work uses
Tilden's Principles of Interpretation in all aspects of interpretive
programming and be clearly outlined on the nomination form.
Anyone may submit a nomination for this award; however, an
individual may not nominate him/herself. There is no limit on the
number of nominations from each park.

The award allows for a single recipient from each district and a single
statewide recipient per nomination period.

5.3.14.2. Award

Each District Award will include the presentation of a framed 8" x 10"
print of Joe Kenner's work matted to 11" x 14”. This award will be
presented at the district park manager’s meeting.

The Statewide Interpreter of the Year Award will include the
presentation of a framed 11" x 14" print of Joe Kenner's work matted
to 16" x 20", a nameplate on a permanent plaque, and a uniform pin
or other appropriate acknowledgement. This award will be
presented at the Division Awards Presentation.

5.3.15. Lifesaver Award
5.3.15.1. Criteria

Awarded to an employee or volunteer for saving the life of another
person at no significant personal risk to the rescuer.

Examples might include: administering CPR with successful results,
saving a drowning victim with reach pole or life ring, stopping severe
arterial bleeding or any act that is directly attributable to saving the
life of a person.

Anyone may submit a nomination for this award; however, an
individual may not nominate him/herself. The nomination must
include detailed written comments. Eligibility for this award is
retroactive to any previous act that meets the criteria.

5.3.15.2. Award

Recipients will receive a certificate signed by the Division Director
and a uniform pin or other appropriate acknowledgement. This
award will be presented at an appropriate statewide meeting.

5.3.16. Public Service Award

5.3.16.1. Criteria

This award is used to recognize employees who, in their everyday job
performance, exemplify the FPS image of service to the public (an
attitude of friendliness and cheerful public service) during the
nomination period.

The nominee must exhibit this attitude as a habit and personal trait.
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5.3.17.

5.3.18.

e Anyone may submit a nomination for this award; however, an
individual may not nominate him/herself. The nomination must
include detailed written comments.

e This award allows for a single statewide recipient per nomination
period.

5.3.16.2. Award

e Recipients will receive the following, to be presented at the Division
Awards Presentation: A certificate signed by the Division Director, a
uniform pin and/or other appropriate acknowledgement.

The Sandra A. Cook Lifetime Achievement Award

The Sandra A. (Sandy) Cook Lifetime Achievement Award is named for Sandy Cook
who served in the Florida Park Service from 1973-2008. Sandy was the first female
park manager, and demonstrated an extraordinary degree of personal initiative,
professionalism, and leadership during her 35-year career at all levels of the Division.
Following retirement, Sandy continued to support the Division of Recreation and
Parks and the Florida Park Service staff through personal volunteer and financial
contribution, outreach and promotion of the Florida Park Service Ranger Association,
establishment of the FPS/FPSRA Family Fun Day, and tireless promotion of the James
Cook (no relation) Memorial Relief Fund dedicated to Florida Park Service staff
assistance due to personal hardship or natural disasters, greatly enhancing the
opportunity to assist staff in need.

5.3.17.1. Criteria

e Significant professional and personal contribution to the Florida Park
Service that has a lasting positive affect on the Division or culture of
Florida’s State Park System by current or former employees of the
Division. The standard is intended to recognize those few individuals
that may be considered true legends of the Division. It is not
anticipated this would be awarded every year, although it is possible
to award more than one in any given year.

e Anyone can submit a nomination for this award at any time, except
that the person may not nominate him/herself. The nomination
must support the award criteria through narrative.

e This award allows for multiple statewide recipients per nomination
period.

5.3.17.2. Award

e Recipients of the Sandra A. (Sandy) Cook Lifetime Achievement
Award will receive a nameplate on a permanent plaque at Division
Headquarters and receive statewide recognition. The award will be
announced at the Division Awards Presentation or other appropriate
venue as determined by the Division Director.

Jim Stevenson Resource Manager of the Year
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This award is a multi-agency award and follows its own nomination and selection
process. However, the recipient will be recognized at the Division Awards
Presentation with the following: A certificate signed by the Division Director, a
uniform pin and/or another appropriate acknowledgement.

5.4. Milestone Awards

5.5.

5.4.1.

5.4.2.

Retirement Award

5.4.1.1. Criteria

e Given to all employees who retire from the division who retire with a
minimum of six years of consecutive or aggregate service with the
State of Florida. Employee must have completed all required
documentation and be eligible to collect benefits from the Florida
Retirement System as verified with the Division of Retirement.

5.4.1.2. Award
e Letter from the Division Director to be provided by DRP Human
Resources to the bureau chief or designee for presentation to the
employee.
e Other tokens of recognition to be determined and obtained through
the respective bureau.

Years of Service Certificates

5.4.2.1. Criteria
e Given to employees as they achieve increments of five years of
satisfactory service with the division and upon retirement.
e DRP Human Resources determines when an employee completes
five-year increments of service and is responsible for preparation of
the Years of Service certificates.

5.4.2.2. Award

e Recipients will receive a Certificate of Years of Service signed by the
Division Director and a service pin to be presented at an appropriate
meeting.

State Parks Award to Recognize Visitor/Co-Worker Service (SPARCS)

SPARCS may be presented by any employee or volunteer to another employee or volunteer
to recognize service or assistance rendered to them or to another, either from within or
outside the division or department. This award is intended to provide an immediate "thank
you" to the employee/volunteer and does not require formal/written nominations or
approvals.
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CHAPTER 1.6 VOLUNTEERS

. PURPOSE

. VOLUNTEERS PURPOSE AND AUTHORITY

. FPSEMPLOYEE VOLUNTEERS

. VOLUNTEER REQUIREMENTS (SEE CSO HANDBOOK CHAPTER 5)

. RISKPROTECTION

. BACKGROUND CHECKS

. SEXUAL PREDATORS AND OFFENDER’S REGISTRATION CHECKS

. UNIFORMS AND PERSONAL APPEARANCE

. TRAINING AND PROFESSIONAL DEVELOPMENT

. FREE ENTRY TO AREAS ADMINISTERED BY THE DIVISION

1. ADMISSION OF REGULAR SERVICE VOLUNTEERS TO PARKS

. VOLUNTEER ID CARD

. SPECIALVOLUNTEER ANNUAL PASS

. VOLUNTEER CAMPING POLICIES

. VOLUNTEERS OPERATING STATE VEHICLES, WATERCRAFT AND EQUIPMENT (SEe OM CHAPTER 1.2)
. VOLUNTEERS —SCUBA DIVING AND SNORKELING

. VOLUNTEER RECOGNITION

. VOLUNTEER TIME RECORDS

. VOLUNTEER TERMINTATION

. COURT ASSIGNED COMMUNITY (PUBLIC) SERVICE WORKERS & INMATES
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1. PURPOSE »
UPDATED OCTOBER 1, 2018

The purpose of this chapter is to allow for consistent application of procedures for administering
Volunteers, and Court Assigned Community (Public) Service Workers and Inmates for the Division of
Recreation and Parks (Division).

2. VOLUNTEERS PURPOSE AND AUTHORITY »
UPDATED OCTOBER 1, 2018
2.1. Purpose

The purpose of this section is to allow for consistent application of procedures for
administering volunteers to the Division of Recreation and Parks (Division).

2.2. Authority

The Florida Park Service (FPS) Volunteer Program is governed by Chapters 110, 440, and 768,
Florida Statute (F.S.). Additional information about requirements as well as best
management practices (non-requirements) can be found in the Volunteer Handbook.

3. FPS EMPLOYEE VOLUNTEERS *

3.1. An FPS employee can serve as a volunteer in a state park as long as the duties are not the
same type of duties for which he or she is paid.

3.2. Once a volunteer has been placed into an Other Personnel Services (OPS) employee status,
the new OPS employee cannot alternate between volunteer and employee status.
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4,

5.

10.

11.

VOLUNTEER REQUIREMENTS (see CSO Handbook Chapter 5)

4.1. The Volunteer Agreement (DRP-059) must be completed annually by all individuals serving as
a regular service volunteer, including CSO officers and board members (see CSO Agreement).
This must not include occasional service volunteers who are involved in a group-sponsored,
one-time project. The form should be completed through VSysLive.

4.2. The Group Volunteer Application and Agreement (DRP-057) must be completed by all groups
who are performing volunteer projects in the park. The agreement must reflect all names of
the participants serving as volunteers in the group. The form should be completed through
VSysLive.

4.3. The U.S. Department of Justice National Sexual Offender Public Website must be used to
check all new regular service volunteer applications. See OM Chapter 1.5.

RISK PROTECTION ~

5.1. Volunteer Liability
See Chapters 110 and 768, F.S.

5.2. Volunteer Workers' Compensation
See Chapters 110 and 440, F.S.

5.3. CSO’s board members or other volunteer groups working for the park system receive the
same liability and workers’ compensation eligibility as employee, when working on park
related projects. A CSO’s employees are not eligible for State of Florida workers’
compensation (see CSO Agreement).

BACKGROUND CHECKS »

UPDATED OCTOBER 1, 2018

See OM Chapter 1.5 for complete information about background checks, which applies to both
volunteers and paid personnel.

SEXUAL PREDATORS AND OFFENDER’S REGISTRATION CHECKS ~

UPDATED OCTOBER 1, 2018

See OM Chapter 1.5 for complete information about sexual predators and offender’s registration
checks, which applies to both volunteers and paid personnel.

UNIFORMS AND PERSONAL APPEARANCE *

UPDATED OCTOBER 1, 2018

See OM Chapter 1.5 for complete information about uniforms and personal appearance, which
applies to both volunteers and paid personnel.

TRAINING AND PROFESSIONAL DEVELOPMENT 7

UPDATED OCTOBER 1, 2018

See OM Chapter 1.7 for complete information about training, which applies to both volunteers and
paid personnel.

FREE ENTRY TO AREAS ADMINISTERED BY THE DIVISION »

See OM Chapter 1.2.

ADMISSION OF REGULAR SERVICE VOLUNTEERS TO PARKS *
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11.1.

11.2.

Regular service volunteers and their families (children, siblings and parents) should be
admitted to the park where they are currently serving as a volunteer for the purpose of
recreational use, after they have contributed a minimum of 100 hours to that park.
Admission to the park should be given upon presentation of a valid volunteer ID card, which
has been endorsed for free admission by the park manager.

The free admission endorsement should be renewed annually provided that the volunteer
has contributed 100 additional hours during the period following the date of the prior
endorsement and before the renewal endorsement is approved. No more than one
endorsement per individual volunteer should be made in a calendar year. All hours used
toward this admission must be contributed to the park where the volunteer is admitted.

12. VOLUNTEER ID CARD *

12.1.

12.2.

A volunteer ID card must be issued to all regular service volunteers by the unit in which they
volunteer. This card expires on December 31 of each year. New ones must be issued to all
park volunteers who continue as regular service volunteers.

The volunteer ID card must be returned to the park by the volunteer upon termination of
their status as a volunteer at that park. Campground hosts and volunteers must return their
ID card when they are terminating their volunteer involvement at a park, even when moving
to volunteer at another state park.

13. SPECIAL VOLUNTEER ANNUAL PASS »

13.1.

13.2.

13.3.

13.4.

13.5.

13.6.

A Special Volunteer Annual Pass may be issued to volunteers who have contributed a
minimum of 500 hours to one or more Florida State Parks. This pass is issued to the
volunteer by the Bureau of Operational Services upon request by the park manager.

The Special Volunteer Annual Pass is valid for a period of one year from the date of issue and
is recognized by all parks, the same as the Annual Family Entrance Permit, and is valid for full
admission to Homosassa Springs State Wildlife Park. It is not valid for other special user fees
charged at some state parks.

The park manager must complete a Request for a Special Volunteer Annual Pass Form (DRP-
069) and submit this form to the Bureau of Operational Services for processing. The form
must bear the signature of the park manager or park managers where the volunteer
currently works or most recently worked. This signature certifies that the volunteer has
contributed the required number of hours and that records, including time sheets supporting
this certification, are maintained at the park.

If a volunteer provides services to a number of state parks, a Request for a Special Volunteer
Annual Pass Form (DRP-069) must be completed for each park and bear the signature of that
park manager.

Upon receipt of the Special Volunteer Annual Pass Form, the Bureau of Operational Services
issues a Special Volunteer Annual Pass directly to the volunteer.

Issuance of an additional pass to a volunteer may be made upon the request of the park
manager who has contributed an additional 500 hours. However, these hours must have
been worked during the period following the date the volunteer requests the prior issued
pass. No more than one pass is issued in a one year period to any volunteer.

14. VOLUNTEER CAMPING POLICIES 7
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14.1. Volunteers are permitted to occupy a campsite for the term of the Volunteer Agreement
(DRP-059) with no charge (see OM Chapter 1.2). All other fees for tours or museums should
be waived to encourage familiarity with park programs. Volunteers are not permitted to
construct, or locate on the site, any permanent or semi-permanent structure. The campsite
must be continuously maintained to standards set by the park manager. Encroachment on
the buffer zone will not be permitted for any reason.

14.2. Camping parks may establish additional facilities for volunteers in shop areas or other
appropriate areas in the park.

14.3. Parks, which do not have campgrounds, may provide appropriate facilities for volunteers in
shop areas or other appropriate areas in the park.

14.4. In providing such facilities, parks must use abandoned or vacant resident sites where water,
electric and sewer hook-ups are available. Any new campsites developed, other than on
abandoned or vacant sites, must not be established by the park without first consulting with
the district environmental specialist Ill, the Office of Park Planning, and the Bureau of Design
and Construction. Final approval must be obtained from the district.

14.5. Unless already cleared and leveled, no clearing of native vegetation or trees can proceed
without the approval of the district environmental specialist Il and district bureau chief.

14.6. Host sites in the camping area must be designated. This allows for maximum observation of
activity in or near the campground. The host site is designated by a standard park sign, reads
"Campground Host." There should be a maximum of one campground or volunteer host site
designated per 30 existing park campground sites.

14.7. Parks are authorized to waive camping fees for use of youth camp facilities for boy scouts,
girl scouts, and other youth and adult groups for performing volunteer work in the park.
District bureau chiefs may waive camping fees for purposes of short-term group volunteers
performing volunteer work in park.

14.8. No volunteer should occupy any site in a park in excess of sixteen weeks during a fiscal year.
The district bureau chief, through written approval, may waive this requirement.

14.9. In establishing minimal work standards for volunteers occupying campsites, parks may only
establish work hour requirements based on occupation of the site, not by the number of
individuals occupying the campsite. The minimum number of work hours an occupied
campsite must contribute for the campground host position is 20 hours per week.

14.10. Volunteers who become either FTE or OPS employees should not be allowed to
maintain free campsites, unless their spouse continues to volunteer the required number of
hours to qualify for such site. These cases should be reviewed by the district bureau chief to
ensure there is not an appearance of favoritism.

15. VOLUNTEERS OPERATING STATE VEHICLES, WATERCRAFT AND EQUIPMENT (see OM
Chapter 1.2) »

15.1. Any volunteer operator must have a current Volunteer Agreement Form (DRP-059) on file at
the state park or complete it as part of the volunteer’s profile on VSysLive (see OM Chapter
1.5) and meet additional training requirements found in OM Chapter 1.5.
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15.2. Volunteers who are age 18 and older may transport volunteers, employees and park visitors.
Volunteers who are under the age of 18 may transport volunteers and employees, but may
not transport park visitors.

16. VOLUNTEERS - SCUBA DIVING AND SNORKELING »
See OM Chapter 3.2.

17. VOLUNTEER RECOGNITION 2

See OM Chapter 1.5 for complete information about awards which applies to both volunteers and

paid personnel.

17.1. This policy provides for minimum recognition. Park managers are encouraged to seek other
ways to provide recognition beyond these standards.

17.2.

17.1.1.

17.1.2.

17.1.3.

17.1.4.

Hours of service recognition pins should be presented to each volunteer who has
contributed hours to the FPS beginning when that volunteer contributes their first
100 hours. The volunteer will then receive recognition pins at 250, 500, 1,000
contributed hours of service. Thereafter, volunteers should receive pins in 1,000-
hour increments.

Boy Scouts and Girl Scouts

17.1.2.1. Any Boy Scout, Explorer or Girl Scout unit whose members provide at
least 250 hours of service to Florida State Parks should be presented a
special scout service ribbon and each participating unit member should
receive the special unit citation patch. This should include participation
by Girl Scouts in the Girl Scouts U.S.A. Statewide Adoption Program and
Camp-A-Round Program.

17.1.2.2. Any Boy Scout, Explorer or Girl Scout who performs six hours of
volunteer service to Florida State Parks should receive the scout service
patch.

Volunteers are also eligible for specific awards as part of the Employee Recognition
and Awards Program (contact the Director’s Office awards coordinator for more
information).

CSOs and volunteers are eligible for annual awards sponsored by the statewide CSO,
Friends of Florida State Parks, Inc. (contact the organization for more information).

Irene DeLaby Award

17.2.1.

17.2.2.

17.2.3.

The Irene DelLaby Award recognizes volunteers who have contributed 10,000 hours
to the FPS. The Award should be given throughout the year soon after a nomination
is received.

Nominations are submitted in writing by the park manager to the district office. The
nomination must include the volunteer’s name, address, park manager’s verification
of the volunteer’s 10,000 hours contribution and a brief description of the
volunteer’s contribution.

The volunteer should be recognized by a congratulatory letter and certificate signed
by the director and the volunteer’s name placed on the official plaque displayed in
the Division’s central office.
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17.2.4.

The district office should prepare the congratulatory letter and certificate from
approved templates. The letter and certificate should be sent to the park manager
for presentation. The district must copy the letter to the Bureau of Operational
Services, who is responsible for updating the plaque in the central office on an
annual basis at a minimum.

18. VOLUNTEER TIME RECORDS »
UPDATED FEBRUARY 2, 2016

18.1. VSys Live is the system used to maintain all volunteer time records.

18.2. Volunteers should use VSys Live to record their service hours. Hours must be recorded in
VSys Live no later than the 10th of the following month. The park is responsible for ensuring
volunteer hours are recorded in VSys Live monthly. If the volunteer is unable to use VSys
Live, the volunteer must keep a time record and provide it to the park manager or supervisor
as required.

18.3. A CSO is required to track the service hours of its Board of Directors and officers contributing
to its park(s) each year. The Division requires the board’s total hours of service contributed
to the park as a part of the CSO’s Annual Financial Report, Statement of Accomplishments
and Goals (see CSO Handbook chapter 5).

18.3.1.

If a volunteer works for more than one (1) CSO or park the individual must record
and submit hours to each separately.

19. VOLUNTEER TERMINTATION »

The park manager has the authority to terminate a volunteer upon appropriate notice (see
Volunteer Agreement [DRP-059]).

20. COURT ASSIGNED COMMUNITY (PUBLIC) SERVICE WORKERS & INMATES »
UPDATED FEBRUARY 2, 2016
20.1. Authority

Court assigned community (public) service workers are governed by Chapters 948 and 440,
F.S. Additional applicable authority is referenced in the subject matter paragraphs.

20.2. Introduction

20.2.1.

20.2.2.

Court assigned community service workers can be an excellent source of manpower
augmentation for state parks. Community service work as used in this section refers
to “required work an offender is ordered by the sentencing or releasing authority to
perform without pay for the benefit of the community.” Community service workers
require close supervision when utilized in state parks to ensure the protection and
safety of park visitors, personnel and property.

The Division may refuse to accept any community service worker because of the
nature of the past offense, the workers attitude, appearance or dress. The potential
impact to the experience of park visitors, personnel and property should be
paramount in the decision whether to accept or retain community service workers.
Additional information can be found in Chapters 948 and 440, F.S. See section 7
below regarding coverage for DUI offenders.

20.3. Sexual Predator’s Registration Checks
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20.4.

20.5.

20.6.

20.7.

See OM Chapter 1.5.
Agreements

20.4.1. Park Specific Agreement

To ensure community service workers have a clear understanding of the
expectations of the requirements of the Division and to ensure all community service
workers adhere to the rules and policies at the park in which they are working, a
park-specific work policies and rules agreement must be signed by the worker and
supervisor.

20.4.2. Work Site Agreement

The entity providing the workers may require a work site agreement for their records
in addition to the park-specific agreement referenced above.

Time Records
20.5.1. Official time sheets must be provided by the worker prior to beginning the work.

20.5.2. The park staff supervising the worker must sign the time sheet each day worked.
Hours worked must be included in the VSys Live (see OM Chapter 1.5).

Inmate Supervision
20.6.1. The employee supervising inmates must be assigned on a voluntary basis only.

20.6.2. An employee who volunteers to work inmates does so with full knowledge that he
or she will not be allowed to carry a firearm and will not qualify for special risk
retirement as a result of this duty.

20.6.3. Before assigning inmate supervision duties, it is the park manager's responsibility to

ensure that the employee has:

e Demonstrated a basic understanding of the principles of supervision.

e The qualities and ability to conduct himself or herself in a professional non-
personal manner while supervising inmates.

e The ability to remain calm and apply sound judgment and reason under
pressure.

e Adequate knowledge of the tasks to be performed to properly supervise the
project.

20.6.4. When at all possible, this duty should be rotated among employees so that a project
does not get interrupted due to one employee's absence. This practice might
promote a professional relationship between the supervisor and the inmates and
reduce the likelihood that inmates would solicit favors.

Workers’ Compensation

20.7.1. Risk Management covers all governmental bodies (state and county) in the State of
Florida, thus proof of workers’ compensation is necessary only for other entities.

20.7.2. Pursuant to Section 948.036, F.S., and Section 440.09, F.S., offenders performing
community service hours as a condition of state probation are covered under
workers’ compensation due to personal injury, with the exception of offenders on
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supervision for Driving Under the Influence (DUI) offense as provided in Section
316.193, F.S.

20.7.3. Anyone convicted of a DUl is not compensable through the State of Florida and
therefore is ineligible for community service work in state parks.

20.7.4. Department of Corrections or other entity ordering the community service work is
responsible for reporting an injury.

101 |Page
Return to TOC



CHAPTER 1.7 TRAINING

1
2.
3.

DIVISION RESPONSIBILITIES

MANDATORY TRAINING PROGRAMS

1.

PURPOSE *

1.1.

1.2.

1.3.

The purpose of this chapter is to allow for consistent application of procedures for
administering Training and Professional Development for the Division of Recreation and
Parks (Division).

The purpose of this section is to establish the scope and accountability for training and
professional development opportunities available to Division employees and regular service
volunteers.

The Division provides training and professional development opportunities to employees and
regular service volunteers.

DIVISION RESPONSIBILITIES »

The responsibilities of central office bureau chiefs and office heads, district bureau chiefs and Park
managers for staff training and professional development are as follows:

2.1.

2.2.

2.3.

Ensure that all employees and regular service volunteers have successfully completed
mandatory and suggested training and professional development programs within the
approved time limits.

Report training and professional development program attendance of all employees and
regular service volunteers to the appropriate section (i.e., training manager, district office,
etc.).

Monitor training and professional development programs to ensure compliance with this
chapter and the criteria and goals outlined in the Training Manual.

MANDATORY TRAINING PROGRAMS ~

3.1.

3.2.

Department Programs — Division of Administrative Services

All employees are required to successfully complete the following courses within 30 days of
hire or email notice from the Training Section. For detailed information, refer to the DEP
Online Course Training Catalog and the Online Training Instructions.

e FTE (or OPS) New Employee Orientation

e DEP Civil Rights Training

e DEP Code of Ethics

e DEP Public Records

Workplace Diversity Awareness

Workplace Harassment Prevention for Employees
e DEP Information Security Awareness

[ ]
[ ]
Other Department Programs

3.2.1. Procurement Training
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3.3.

3.2.1.1. Attendance: Employees making purchases.

3.2.2. Purchasing Card Training

3.2.2.1.  Attendance: Employees identified by Division/district to receive a
purchasing card.

3.2.3.  Purchasing Card Travel Training

3.2.3.1.  Attendance: Employees requiring travel.

3.2.4. Sexual Harassment Awareness and Prevention

3.2.4.1.  Attendance: All employees and regular service volunteers.
Mandatory Division Programs - Bureau of Operational Services
3.3.1. Ranger Academy

3.3.1.1.  Attendance: All new park rangers must attend and successfully complete
the earliest possible Academy — exceptions from attending the first
scheduled academy are granted only by the assistant division director —
other employees and regular service volunteers approved by the district
bureau chief may also attend — attendees are required to stay the entire
two weeks.

3.3.1.2.  Schedule: Semi-annually (April and October).

3.3.1.3.  Scope: This seven-day training is to provide a foundation to new park
rangers to assist in their understanding of the skills, knowledge and
abilities required to assist in managing Florida's diverse state park
system.

3.3.2. Park Managers Meeting
3.3.2.1.  Attendance: All park managers and bureau chiefs.
3.3.2.2.  Schedule: Annually.

3.3.2.3.  Scope: This meeting includes presentations by FPS staff and guest
speakers in current topics related to park management.

3.3.3.  Assistant Park Managers Meeting
3.3.3.1.  Attendance: All assistant park managers.
3.3.3.2.  Schedule: Annually.

3.3.3.3.  Scope: This meeting includes presentations by FPS staff and guest
speakers on current topics related to park management.

3.3.4. Administrative Workshop

3.3.4.1. Attendance: All administrative assistants, secretary specialists and
administrative secretaries — management and other administrative
support staff may attend.

3.3.4.2.  Schedule: As scheduled by Department.
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3.3.5.

3.3.6.

3.3.7.

3.3.8.

3.3.9.

3.3.4.3.  Scope: This meeting provides updates and training on new and basic
administrative procedures including personnel and budget practices.

Business Management Meeting
3.3.5.1.  Attendance: Concessionaires and park managers from these sites.
3.3.5.2.  Schedule: Annually.

3.3.5.3.  Scope: This meeting includes presentations by FPS staff and guest
speakers on current topics related to managing visitor service
operations.

CSO Meeting

3.3.6.1. Attendance: CSO representatives and park managers managing CSO's or
interested in forming a CSO.

3.3.6.2.  Schedule: Annually.

3.3.6.3.  Scope: This meeting includes presentations by FPS staff and guest
speakers in current topics related to citizen support and organization
management.

Volunteer Management Training

3.3.7.1. Attendance: Volunteer coordinators and park managers managing
volunteer programs.

3.3.7.2. Schedule: As scheduled.

3.3.7.3.  Scope: This meeting includes presentations by FPS staff and guest
speakers on current topics related to volunteer management.

Statewide Interpretive Training

3.3.8.1. Attendance: Employees and regular service volunteers responsible for
preparing or conducting interpretive programs and materials.

3.3.8.2. Schedule: As scheduled.

3.3.8.3.  Scope: This training includes specialized topics that vary each year
according to the latest needs identified by these involved in providing
interpretive services - topics may be related to living history, interpretive
techniques, Pre-Columbian Native Americans and natural resources.

Historic Weapons Firing Safety Training

3.3.9.1. Attendance: Park staff and regular service volunteers at sites conducting
weapons firing demonstrations.

3.3.9.2.  Schedule: Annually.

3.3.9.3.  Scope: This training program includes procedures associated with firing
historic weapons (safety, inspection and firing, weapons charges, and the
FPS requirements for purchasing, storing, and distribution of black
powder). Multiple division-level trainings and park-level trainings are
offered. Refer to the FPS HWFSP Training Courses listing in the Historic
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Weapons Firing Safety Program Resource Library for additional
information.

3.4. Division Programs - Bureau of Natural and Cultural Resources

3.4.1.

3.4.2.

3.4.3.

3.4.4.

3.4.5.

Cultural Resource Management (CRM)

3.4.1.1.

3.4.1.2.
3.4.1.3.

Attendance: All employees including management and regular service
volunteers who are responsible for the management, protection, use,
and planning of cultural resources.

Schedule: Annually.

Scope: This meeting includes specialized topics that vary each year
according to the latest needs identified by those involved in cultural
resource management - experts in cultural resource management are
chosen to speak from the FPS, other state and federal agencies, and the
private sector.

CRM — Archaeological Resources Management

3.4.2.1.

3.4.2.2.
3.4.2.3.

Attendance: All employees including management and regular service
volunteers whose activities may adversely impact archaeological
resources.

Schedule: January, May and September.

Scope: This training provides participants with appropriate management
practices for archaeological resources and certifies them to conduct
limited monitoring activities in compliance with review and compliance
recommendations.

CRM - Collections Management

3.4.3.1.

3.43.2.
3.4.3.3.

Attendance: All employees including management and regular service
volunteers who make decisions or conduct activities that may adversely
impact collections.

Schedule: Annually as scheduled.

Scope: This training includes Scope of Collections development, basic
accessioning and cataloging, responding to disasters, research, cleaning
and handling of objects.

CRM — Historic Properties Preservation

3.44.1.

3.44.2.
3.44.3.

Attendance: All employees including management who make decisions
or conduct activities that may adversely impact historic properties - all
sites with historic buildings and cultural landscapes shall have staff who
have attended this training.

Schedule: Annually as scheduled.

Scope: This training includes procedures and methods for preserving
historic buildings and cultural landscapes.

Resource Management Meeting
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3.4.5.1.
3.4.5.2.
3.4.5.3.

Attendance: All district and park biologists and environmental specialists.
Schedule: Annually as scheduled.

Scope: This meeting includes specialized topics that vary each year
according to the latest needs identified by those involved in natural
resource management - experts in natural resource management are
chosen to speak from the FPS, other state and federal agencies, and the
private sector.

3.5. Division Programs — Districts

3.5.1.

3.5.2.

3.5.3.

3.5.4.

Bloodborne Pathogens

3.5.1.1.

3.5.1.2.

3.5.1.3.

Attendance: All new employees and regular service volunteers identified
in Directive 457.

Schedule: Within 10 days of employment for positions assigned to tasks
covered by the Exposure Control Plan.

Scope: This training includes how to minimize exposure risk, discusses
Hepatitis B, HIV, effects & symptoms, preventing exposure, personal
protection equipment and safe first aid/CPR techniques.

District Orientation

3.5.2.1.

3.5.2.2.
3.5.2.3.

Attendance: All new park and district employees and regular service
volunteers.

Schedule: Within 60 days of employment.

Scope: This training provides an introduction to the staff and procedures
of the district — Service Integrity Training Program will be included for
the new employees.

CPR/Basic First Aid

3.5.3.1.
3.5.3.2.

3.5.3.3.

Attendance: All park personnel.

Schedule: Completed within six months of employment and requires that
certification be kept up to date.

Scope: This training equips personnel with skills to provide emergency
first aid assistance until professional help arrives.

ATV/UTV/LSV Operator and Trainer

3.54.1.

3.54.2.
3.54.3.

3.5.44.

Attendance: All employees and regular service volunteers who operate
an ATV/UTV/LSV are required to attend training.

Schedule: Prior to use of equipment.

Scope: Operator training will consist of safe practices, field exercises, and
written exams.

Trainer Checklist: Trainer will be designated by park manager. The
trainer:

e Must have experience as an ATV/UTV/LSV operator.
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3.5.5.

3.5.6.

3.5.7.

e Is encouraged to complete the Free ATV Safety Institute (ASI) E-
Course at www.atvsafety.org (may be waived by park manager).

o The ATV Safety Institute (ASI) course addresses basic ATV safety
principles.

o Choose the adult course specific to Florida.

o The course may take up to 2 hours to complete. You may stop
at any point and your progress will be saved so that you can
return and finish at a later time.

o Upon completion, take the practice quiz. After you pass the
quiz, print out a certificate stating you completed the ATV
Safety Institute E-Course and provide to the park manager.

o The course and practice quiz are free. You are not
required to obtain the $25 state certificate.

e Must administer ATV/UTV/LSV course plans and written exams to
operator trainees.

Watercraft Operation

3.5.5.1.

3.5.5.2.
3.5.5.3.

Attendance: All new employees and regular service volunteers who
operate and/or trailer Department Watercraft including motorized and
non-motorized canoes, boats, tour boats and air boats.

Schedule: Prior to use of equipment.

Scope: This training includes safe boat operation to comply with the boat
education portion required and the Watercraft & Trailering Operation
Checklist for individuals trailering boats.

Basic Interpretive Training

3.5.6.1.

3.5.6.2.
3.5.6.3.

Attendance: All new park rangers are required to attend — other staff
and regular service volunteers responsible for interpretation as well as
individuals involved with visitor services that need to increase their
interpretive skills may be approved by the district bureau chief to attend.

Schedule: Annually.

Scope: This training includes classes in interpretation, preservation
ethics, program design, communication skills and presentation and
evaluation techniques.

S130 (Firefighter Basic Training Course), $190 (Introduction to Wildland Fire
Behavior) and Standards for Survival Prescribed Fire Courses

3.5.7.1.

3.5.7.2.

3.5.7.3.

Attendance: All personnel involved in prescribed burning — Burn Bosses
and Line Boss crew positions are required to attend these courses prior
to the Interagency Basic Prescribed Fire Course.

Schedule: Prior to participating in a prescribed burn - courses are offered
as often as demand warrants and are held together at several locations
throughout the state.

Scope: This training provides personnel with skills required to participate
in prescribed burning - courses include basic firefighting skills, firefighter
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3.5.8.

3.5.9.

3.5.10.

safety and equipment, an introduction to fire behavior and basic fire
suppression methods.

Engine Academy

3.5.8.1.

3.5.8.2.
3.5.8.3.

Attendance: All employees and regular service volunteers involved in
prescribed burning.

Schedule: Semi-annually.

Scope: This training includes proper equipment use for prescribed fire
activities.

Interagency Basic Prescribed Fire Course

3.5.9.1.

3.5.9.2.

3.5.9.3.

Attendance: Burn Bosses and Line Boss crew positions are required to
attend this course after completing the $130, S190 and Standards for
Survival prerequisite courses.

Schedule: The course is offered as often as demand warrants and is held
at several locations throughout the state.

Scope: This training provides personnel with the training required to
become a certified prescribed burn manager - courses will include
preparing prescription forms, weather, ignition techniques, fire safety,
and on-site fire coordination.

Maintenance Skills Training

3.5.10.1.

3.5.10.2.
3.5.10.3.

Attendance: Employees and regular service volunteers involved in park
maintenance.

Schedule: As scheduled.

Scope: This training includes a park project to teach various maintenance
skills that may include basic carpentry, plumbing or electrical training.

3.6. Division Programs — Parks

3.6.1.

Park Orientation

3.6.1.1.

3.6.1.2.
3.6.1.3.

Attendance: All new employees and regular service volunteers will
attend a park orientation session in the park prior to performing duties
that involve public contact.

Schedule: Within the first week of employment.

Scope: This training includes a park tour, discussion of significant
features and resources, a brief history of the park, review of the "First
Impressions" booklet and review of the OM.
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3.6.2.

3.6.3.

3.6.4.

Workers' Compensation

3.6.2.1.
3.6.2.2.
3.6.2.3.

Attendance: All new employees and regular service volunteers.
Schedule: Within 10 days of employment.

Scope: This program outlines workers' compensation procedures in
Directive 450.

In-Park Training

3.6.3.1.

3.6.3.2.

3.6.3.3.

Attendance: Employees and regular service volunteers identified by the
park manager — parks with concession operations should invite the
concessionaire's employees to attend appropriate in-park training
sessions.

Schedule: The park staff shall attend at least four in-park training
programs per year — are in addition to any district or statewide training
programs.

Scope: This training includes any topics that the district bureau chief and
park manager determine to be job-related — any on-going program to
train in the basic maintenance skills of carpentry, plumbing, electrical,
and any other maintenance skills needed to perform maintenance duties
should be conducted.

Additional Programs

3.6.4.1.

3.6.4.2.

3.6.4.3.

3.6.4.4.

Other: Training and professional development options offered by outside
entities can be attended based on supervisor approval and job relevance.

Department: Contact the Division of Administrative Services for
additional Department opportunities such as MyFlorida Marketplace
training options.

Division: Contact the training manager for additional programs available

statewide.

Park: Contact the park manager for information concerning specialized
training and professional development courses offered in your park and
local area.
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CHAPTER 1.8 FISCAL PROCEDURES & PARK BUSINESS SYSTEM

. PURPOSE

. REVENUE COLLECTION PROCESS

. REVENUE RECONCILIATION PROCESS

. REVENUE CONTROLS

. OTHER REVENUE COLLECTION GUIDANCE

. INVENTORIES

. DONOR RECOGNITION REQUIREMENTS

. GRANTS SOLICITATION AND MANAGEMENT

[

NS U B e N ]

0o

COVID-19 Temporary Revenue Collection Procedures (Effective 5/4/2020-Until Further Notice)

Safety, health and wellbeing of visitors, staff, volunteers and concessionaires are priorities for Florida State Parks.
Certain measures including contactless park entry protocols have been established as a means to protesct
employees and visitors entering parks during the COVID-19 event. Please refer to the COVID-19 Park Re-Opening
Temporary Revenue Collection Procedures and district guidance for park-specific processes.

1. PURPOSE 7
UPDATED DECEMBER 1, 2020

To document procedures that will provide for adequate internal fiscal controls, park revenue
collections and management of grants and donations.

2. REVENUE COLLECTION PROCESS »
UPDATED DECEMBER 1, 2020

2.1. Opening Process

To be completed by the Shift Operator staffing the Ranger Station or point of revenue
collection.

2.1.1. Receive shift change fund box (provided to you by Park Management or
Administrative Staff) and your Daily Worksheet (DRP-082).

2.1.2. Record opening information on your Daily Worksheet (DRP-082).

e Shift Operator Name

e Date

e Day

e Shift/Register Location

o Weather

e Beach Warning Flag Flown (if applicable to your park)

e Record Merchandise Inventory beginning quantity for each merchandise item (if
applicable to your park)

e Record Pre-Numbered Items beginning inventory (numbers and quantity) for
each pre-numbered item (if applicable to your park)

2.1.3.  Unlock shift change fund box.

2.1.4. Count change fund to verify if it contains the correct documented park change fund
amount.
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2.2.

2.1.5.

2.1.6.

2.1.4.1.  If change fund does not contain the correct documented park change
fund amount, count it again.

2.1.4.2.  If change fund still does not contain the correct documented park
change fund amount, enter the actual amount of funds currently in the
change fund box on your Daily Worksheet (DRP-082) as the Opening
Change Fund amount and return change fund box to Park Management
for additional direction.

e Park Management will complete an Incident Report (DRP-016)
reflecting the missing change fund information.

e Park Management will email RevenueParkReceipts@FloridaDEP.gov,
with the Incident Report (DRP-016) attached to the email to inform
Finance and Accounting of the incident.

2.1.4.3.  If change fund does contain the correct documented park change fund
amount, enter Opening Change Fund amount on your Daily Worksheet
(DRP-082).

Log into the Park Business System (PBS) — Store Manager or Field Manager — using
your individual username/password/PIN and place the change fund in the cash
drawer.

In the event an absence in excess of 15 minutes is required from the PBS operator’s
station by the person assigned that duty, a change-over will be conducted. At no
time will more than one person routinely work the same cash drawer. If warranted,
two funds may be used for collection of fees — one for entrance fee and one for
overnight fees.

Collection Process (Completing Transactions)

To be completed by the Shift Operator staffing the Ranger Station of point of revenue
collection.

2.2.1.

2.2.2.

Camping and Cabins Transactions

2.2.1.1.  Allrevenue collected by the park for overnight accommodations must be
entered into the PBS.

2.2.1.2.  Overnight accommodation fees charged, and discounts applied are
based on the approved FPS Fee Schedule.

2.2.1.3.  Refer to the Park Business System Resource Library for training and
reference guides about how to enter camping and cabin transactions
into the PBS.

2.2.1.4. Avreceipt will be printed and given to the visitor to document the correct
fees collected for:

e Walk-in camper registration
e Advanced reservation made by the park
e Change to existing reservation is made by the park

Day Use Transactions
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2.2.2.1.

2.2.2.2.

2.2.2.3.

2.2.2.4.

2.2.2.5.

2.2.2.6.

2.2.2.7.

All revenue collected by the park for day use fees (admission, annual
entrance passes, rentals, tours, etc.) must be entered into the PBS.

Day use fee charged, and discounts applied are based on the approved
FPS Fee Schedule.

Refer to the Park Business System Resource Library for training and
reference guides about how to enter day use transactions into the PBS.

A receipt will be printed and given to the visitor to document the correct

fees collected when:

e When an entrance fee is paid at a staffed entry point

e When an entrance fee is not collected at a staffed entry point due to
“free entry” or annual entrance pass holder entry

Receipts do not need to be provided for:

e After-hours special event visitors and performers, demonstrators,
non-FPS organizing staff, concessionaires and exhibitors at special
events.

e Boaters actively recreating in park boundary waters counted via
visitation estimation methodology.

e Occupants traveling on through-traffic public roadways maintained
by the Division or other agencies.

e Visitors who enter the park and utilized limited facilities without
reaching the ranger station or fee collection area.

e Staff (FTE, OPS, Volunteers) on duty.

e Resident park staff and resident volunteers and visitors of resident
park staff and resident volunteers.

e Contractors on business.

e Community Service Workers.

e Concession personnel on business.

e Delivery, sales or service personnel on business.

e Representatives of any federal, state, municipal or county agencies,
who must enter the park in performance of their official duties.

In emergency situations, when the PBS is inoperative, pre-numbered
tickets should be issued for each vehicle, pedestrian or bicyclist entering
the park. A minimum of two, one thousand ticket rolls are to be
maintained at each park. One roll for individual admission fees and one
roll for vehicle fees, each roll being a different color.

In those cases where a visitor drives off without the receipt, the proper
handling of the receipt will be to mark it "SOLD" in indelible ink and place
it in the cash drawer. The receipt will be checked out and destroyed by a
supervisor or designee at the close of the shift.

2.3. Shift Closing Process
To be completed by the Shift Operator staffing the Ranger Station or point of revenue

collection.
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2.3.1.

2.3.2.
2.3.3.

2.3.4.

2.3.5.

2.3.6.

2.3.7.

2.3.8.

If operating Store Manager, fully sync Store Manager to upload data. If Store
Manager does not sync successfully, try again. If Store Manager still does not sync
successfully, contact Park Management for additional direction.

Log out of the Park Business System (PBS) and remove cash drawer.

Count total cash and checks on hand at end of shift. Record the following

information on your Daily Worksheet (DRP-082):

e Amount of Cash collected (This amount is your total amount of cash in your cash
drawer at the end of your shift minus your Opening Change Fund amount.)

e Amount in Checks collected

e Closing Change Fund

e Number of Refunds associated with any Cash transactions

e Number of Refunds associated with any Check transactions

e Number of Voids associated with any Cash transactions

e Number of Voids associated with any Check transactions

Record Credit Card Summary information on your Daily Worksheet (DRP-082). A
Batch Report may be pulled from the credit card terminal, if needed, to determine
this information.

e Amount in Credit Cards collected

e Number of Refunds associated with any Credit Card transaction

e Number of Voids associated with any Credit Card transaction.

Record notes for all Refunds and Voids completed during your shift on your Daily
Worksheet (DRP-082). Be as specific as possible, including transaction numbers
when possible.

Record closing inventory information on your Daily Worksheet (DRP-082) (if

applicable for your park).

e Record Merchandise Inventory ending quantity, quantity sold and quantity on
hand for each merchandise item.

e Record Pre-numbered Items inventory ending number, quantity used and
quantity on hand for each pre-numbered item issued/used during your shift.

Complete and sign a bank deposit slip. Record the Deposit Slip number on your
Daily Worksheet (DRP-082).

Place depositable revenue collected during your shift (cash and checks) and the
completed/signed bank deposit slip into a disposable bank deposit bag. Do not seal
the bag at this time.

2.3.8.1.  Record bank deposit information on the disposable bank deposit bag and
receipt tab at top of the bag. Record disposable bank deposit bag and
coin bag number (if applicable) on your Daily Worksheet (DRP-082).
e Customer Name = Park Name
e Store Number = Park Number
e Date
e Deposit Prepared By = Name of Person Who Prepared Deposit
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2.4.

2.3.9.

2.3.10.

2.3.11.

e Said to Contain = Cash, Checks, Total
2.3.8.2.  Sign the disposable bank deposit bag (as the Operator).

Sign and date (as the Operator) on the Verification section of your Daily Worksheet
(DRP-082).

Deliver the following items to a secondary staff member for verification. If a
secondary staff member is not immediately available, secure the contents of your
cash drawer in the safe. Park Management will verify as soon as possible.

e Disposable bank deposit bag (completed as described in section 2.4.8 above)
e Park copies of all credit card receipts generated during shift

e Credit card terminal batch report (if used)

e Completed Daily Worksheet (DRP-082)

If you are completing the final shift of the day:
2.3.11.1. Secure all unused pre-numbered items and inventory.
2.3.11.2. Make sure all safes are closed and locked.

2.3.11.3. Turn lights off, lock the doors and have a good evening.

Verification Process

To be completed by a Secondary Staff Member other than the Shift Operator.

2.4.1.

2.4.2.

2.4.3.

Receive the following items directly from the Shift Operator or retrieve from the
safe (in the case when verification was not immediately possible following the close
of a shift).

e Disposable bank deposit bag (completed as described in section 2.4.8 above)
e Park copies of all credit card receipts generated during shift

e Credit card terminal batch report (if used)

e Completed Daily Worksheet (DRP-082)

Count and verify information recorded on the Daily Worksheet (DRP-082) is
complete and accurate.

2.4.2.1.  Cash collected during shift. If amount counted doesn’t match amount
recorded on the Daily Worksheet (DRP-082), make a note on the Daily
Worksheet (DRP-082).

2.4.2.2.  Checks collected during shift. If amount counted doesn’t match amount
recorded on the Daily Worksheet (DRP-082), make a note on the Daily
Worksheet (DRP-082).

Log into the Park Business System — Field Manager — and retrieve the Shift
Operator’s open Financial Session.

To minimize process when entering information into PRA, FIN Sessions should be
closed on the same day they were opened when possible. If a FIN Session is closed
the next day or after and a cash on hand adjustment is made, this adjustment will
not be reflected on the day of the FIN Session and it will cause a “difference”
between the POS and the verified deposits, requiring an explanation to be entered. If
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2.5.

2.4.4.

2.4.5.

2.4.6.

you need to create the deposit later and there is a deposit adjustment, note that in
the comments section.

2.4.3.1. Record the Financial Session ID on the Daily Worksheet (DRP-082).

2.4.3.2.  Enter the Total Cash and Checks On Hand. If the amounts entered do
not match the amounts shown by the PBS, record notes on the FIN
Session and the Daily Worksheet (DRP-082).

2.4.3.3.  Verify the Total On Hand listed for Credit Card transactions matches the
amount recorded on the Shift Operator’s Daily Worksheet (DRP-082) and
on the Credit Card terminal batch and settlement reports. If the
amounts do not match, record notes on the FIN Session and the Daily
Worksheet (DRP-082).

2.4.3.4. Record the following on the Daily Worksheet (DRP-082):
e Total Bank Deposit
e Shift Total
e Total FIN Session Amount
e QOverage/Shortage

2.4.3.5.  Click Close Session (for the Financial Session).

Overages/Shortages

2.4.4.1.  All overages or shortage, regardless of the amount will be documented
by completing the Overage Shortage Report portion of the Daily
Worksheet (DRP-082).

2.4.4.2. Communicate with the Shift Operator to determine the reason for the
overage or shortage and record the Shift Operator’'s comments onto the
Daily Worksheet (DRP-082).

2.4.4.3. If there were any overages or shortages greater than 1% of the shift total

or $10.00, the Overage Shortage Report portion of the Daily Worksheet
(DRP-082) must also be completed by the Shift Operator’s Supervisor (or
delegate). If you are not the Shift Operator’s Supervisor, contact that
supervisor at this time and advise them of the overage or shortage. See
section 2.5 below for more details.

Complete the Verification portion of the Daily Worksheet (DRP-082) by printing your
name, position title and date, then signing — as the First Verification.

Continue to either the Overage/Shortage Supervisor Verification Process (if needed)
or to the Deposit Process.

Overage/Shortage Supervisor Verification Process

To be completed by the Shift Operator’s Supervisor (or delegate).

2.5.1.

If there were any overages or shortages, the Overage Shortage Report portion of
the Daily Worksheet (DRP-082) must be completed by the Shift Operator’s
Supervisor (or delegate) prior to completing the verification process.
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2.6.

2.5.2.

2.5.3.

2.5.4.

Communicate with the Shift Operator to determine the reason for the overage or
shortage and record the Operator’s comments along with Supervisor’'s Comments.

Record your name, signature, position and date on the Daily Worksheet (DRP-082)
(in the Supervisor Name/Signature portion of the Overage Shortage Report).

It is the responsibility of park management to be aware of and investigate any
inordinate number of overages or shortages occurring during an employee’s shift,
and the take necessary corrective action.

Deposit Process

To be completed by a Secondary Staff Member other than the Shift Operator.

2.6.1.
2.6.2.

2.6.3.

2.6.4.

2.6.5.
2.6.6.

Timely deposits of revenue will be done pursuant to Chapter 116, F.S.

Log into the Park Business System — Field Manager and create a Deposit from each
operator’s closed FIN session. Generate a Deposit Summary Report from this
Deposit.

2.6.2.1.  If this step is not done the same day as the FIN Session and there is a
Deposit Summary adjustment, the same issue will occur as when the FIN
session is not closed on the same day it was opened. Ideally the park
would open the FIN Session, close the FIN Session and create the Deposit
all on the same day.

Sign the bank deposit slop to verify actual bank deposit (cash and checks) match the
bank deposit slip.

2.6.3.1. Do NOT make ANY corrections on the bank deposit slip.
2.6.3.2.  All copies of bank deposit slips must be legible.

2.6.3.3.  If corrections are necessary, write “VOID” across the deposit slip; attach
all copies of voided deposit slips to your daily shift documentation; and
create a new deposit slip.

2.6.3.4. Since each deposit slip can only be attributed to one day within the Parks
Revenue Application (PRA), you cannot combine revenue from multiple
days on one deposit slip. You will need to create one or more deposit
slip(s) for each day that you collect revenue.

Place bank deposit and deposit slip in the disposable bank deposit bag; tear off
receipt tab at top of bag and seal the deposit bag. Attach the deposit bag receipt to
the Daily Worksheet (DRP-082) and drop disposable deposit bag into Deposit Safe
slot.

Make sure all safes are closed and locked.
Take deposit to the bank.

2.6.6.1. Make a daylight hour deposit after the A.M. shift has closed out if park
receipts, excluding change fund, credit card receipts, etc., amount to
$1,000 or more.
e When the bank is within a reasonable distance of the park, a deposit
should be made daily as standard operating procedure.
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2.6.6.2.

2.6.6.3.

e Obtain a VERIFIED/VALIDATED bank deposit slip from the bank (not
just a copy of what was sent to the bank). For those deposits placed
in the drop box, the park can obtain the VERIFIED/VALIDATED bank
deposit slip during the next trip to the bank.

For park receipts collected after the A.M. deposit has been made:

e Secure overnight in the park office safe, providing the total of park
receipts, excluding change fund, credit card receipts, etc., to be
retained does not exceed $2,000.

e If park receipts do exceed $2,000, complete a night bank deposit
(when security and employee safety can be assured). Any deviation
from this procedure will require prior written approval of the
assistant division director.

o Obtain a VERIFIED/VALIDATED bank deposit slop from the bank
(not just a copy of what was sent to the bank). For those
deposits placed in the drop box, the park can obtain the
VERIFIED/VALIDATED bank deposit slop during the next trip to
the bank.

When making any deposit, especially at night, safety or employees is
paramount. If there are circumstances that cause concern for the
employee’s safety, return the deposit to the park, immediately notify
Park Management, and complete an Incident Report (DRP-016).

3. REVENUE RECONCILIATION PROCESS »
UPDATED DECEMBER 1, 2020

Complete the daily and monthly Park Revenue Application (PRA) reconciliation process. Refer to the
Financial Information Network page for additional resources and training.

3.1.

Daily Tasks

3.1.1. Balance and Settle Credit Card Transactions

3.1.1.1.

3.1.1.2.

3.1.1.3.

All credit card transactions must be balanced and settled at the close of
each day.

A settlement report showing a detailed breakdown of card type and
totals for each day should be printed from the credit card terminal. This
report automatically prints from the credit card terminal at most parks.

At the end of the day, secure the individually signed credit card slips
together and put them in an envelope labeled “Month End”. These credit
card slips are necessary in case Finance and Accounting needs to submit
these as proof of the transaction when disputing a credit card
chargeback.

e Slips should be legible and neatly organized with the batch for each
day attached to the settlement for that day, placed in date and batch
number order with the earliest date on top.

3.1.2. Enter Bank Deposits
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3.1.3.

3.1.2.1.  Verified Bank Deposits tab (in PRA) — Park User enters deposit slip
information.

3.1.2.2.  This step differs for parks depending on their bank (Treasury or Clearing).
Treasury Parks will assign their bank deposit slips to the date the sales
were entered into the PBS by entering the PBS Transaction Date.
Clearing Parks will enter their deposit slip number, deposit slip amount,
and PBS Transaction Date for when the sales were entered into the PBS.

Upload Documents
3.1.3.1. Documentation Upload tab (in PRA) — Park User uploads documentation

3.1.3.2.  The following documents are required to be uploaded into PRA:

o Daily Worksheets (DRP-082)

e Validated Deposit Slips

e Additional Documents (may be uploaded as supporting
documentation)

3.2. Monthly Tasks

3.2.1.

3.2.2.

3.2.3.

Manage Credit Card Receipts

3.2.1.1. Atthe end of the month, the “Month End” envelope you have created
with all of the individually signed credit card slips secured for each day
should be labeled “Month End” with the park name and month/year.

3.2.1.2.  Either retain credit card receipts for the month or mail to Finance and
Accounting.

e [fretaining at the park, retain credit card receipts for the month
(secured by day) for the required retention period.

e If mailing to Finance and Accounting, mail all credit card receipts for
the month (secured by day) to Finance and Accounting at:
Florida Department of Environmental Protection
Bureau of Finance and Accounting
3900 Commonwealth Blvd. MS 77
Tallahassee, FL 32399

3.2.1.3. Do not label the outside of the envelope “credit cards” for security
purposes. Also, do not mail any additional reports or other information
in this envelope to F&A as it may remain sealed for added security.

Revenue Audit Comments

Details tab (in PRA) - Once the Export File containing the transactional information
has been imported into PRA (usually around the 5™ of the following month), Park

User adds comments to explain daily differences between PBS/Bank Deposits and
PBS/Credit Card Reports.

Enter Change Fund on Hand

Details tab (in PRA) — Park User enters amount of “Change Fund on Hand” at the
park.
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3.2.4.

3.2.5.

3.2.6.

Submit Monthly Revenue Details to Park Manager

Details tab (in PRA) - Park User clicks “Submit to Park Manager,” then notifies park
manager to acknowledge revenue.

Park Manager Acknowledges Monthly Revenue to Finance and Accounting

3.2.5.1. Acknowledgement tab (in PRA) - Park Manager audits and then follows
prompts to “Acknowledge” monthly revenue to Finance and Accounting.
This Acknowledgement step indicates the park has completed the review
and Finance and Accounting can begin the auditing process.

3.2.5.2.  This acknowledgement is due by the 15" of the month following the
reporting period. For example, May 2020 Revenue Report is due by June
15,

3.2.5.3.  If the Park Manager is not available to Acknowledge the Revenue Report,
a designee may do so on their behalf. This designee must not be the
same individual that submitted the Report and must not be an individual
who has collected revenue associated with the Revenue Report. A
Delegation of Authority will need to be uploaded into PRA as part of the
supporting documents.

Maintain hardcopies of all documents uploaded into PRA for one year. The system
will insert these uploaded documents into Oculus which will be held for the
remainder of the retention period. Other hardcopies that are not uploaded into
PRA will need to be kept at the park per the records retention schedule.

4. REVENUE CONTROLS »
UPDATED DECEMBER 1, 2020

4.1. Separation of Duties

4.2,

4.1.1.

4.1.2.

4.1.3.

There must be a clear separation of duties regarding collection and recording of
revenue, including through the Park Business System (PBS).

Park staff responsible for collecting revenue and verifying validated bank receipts
will not be responsible for the documentation supporting the deposited amount. If
staffing levels do not allow for separation of duties, alternate operational
procedures must be approved by the Assistant Director.

Park manager or designee will ensure that employees with access over cash are not
assigned the responsibility of closing PBS Financial Sessions or clearing credit card
machines. If there are not enough staff at that park to allow for a clear separation
of duties, the Park manager may verbally direct staff to close the staff person’s PBS
Financial Sessions and run credit card batch settlement reports.

Routine Receipt Checks

4.2.1.

4.2.2.

Park managers should make spot checks of entrance receipts in the park on a
routine basis. This may be handled by a delegated staff on patrol in addition to
occasional mandatory checks by supervisors.

Documentation of spot checks should be by memoranda or notes to the park file
indicating the results of the checks.

119 |Page
Return to TOC



4.3. Annual Compliance Review

4.4,

4.5.

4.3.1.

4.3.2.

An annual compliance review shall be conducted at least once each fiscal year by
each district office's designated fiscal employee to verify compliance with the fiscal
procedures in this chapter and related accounting transactions.

The district offices will utilize the Fiscal Compliance Review form (DRP-100) to
conduct their reviews at each park in their district. The completed fiscal compliance
reviews are to be kept on file.

Park Manager Exit Interview

4.4.1.

4.4.2.

4.4.3.

Each time there is a change in park managers at a park, the Bureau Chief (or
designee) will conduct a park manager exit interview with the outgoing park
manager. The purpose of these discussions is to ensure a smooth transition and
provide an overview of park operations necessary for the proper and successful
transfer of management.

These reviews will be completed no more than 30 days prior to the outgoing park
manager’s departure and will be documented on the Park Manager Exit Interview
Checklist (DRP-034). The Park Manager Exit Interview will include but is not limited
to a discussion of ongoing projects, park change fund verification, budget review
and overview, staff and management issues, property management, and residence
inspections, if applicable.

The completed Park Manager Exit Interview Checklist (DRP-034) will be kept on file
at the District Office and will be provided to the incoming park manager within 30
days of their start date.

Accounting Procedures for Pre-Numbered Items

4.5.1.

4.5.2.

Pre-numbered items used in any way to account for revenue, refunds, inventory,
permits, or anything of any value must have all usage accounted for and
documented.

4.5.1.1. All types of pre-numbered items are to be secured by lock and key at all
times. Only the minimum number of park staff should have access to
these items.

4.5.1.2.  Only the minimum amount of pre-numbered items will be issued to the
ranger station park staff. The amount of pre-numbered items will be
based on expected daily use; however, rolls of tickets or books of
receipts are not to be broken in the issuing process. Daily amounts
issued will be inventoried on the Daily Worksheet (DRP-082).

4.5.1.3. Atthe close of business each day, the employee who is accountable for
the shift will secure all unused pre-numbered items.

4.5.1.4. All pre-numbered items will be inventoried monthly on the Monthly
Merchandise & Numbered Document Inventory Tracking Form (DRP-131)
and maintained on file at the park with a copy being sent to the district
office.

Pre-Numbered Receipts (PNR)
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4.6.

4.7.

4.8.

Refer to direction established by the Bureau of Finance and Accounting, available in
the Park Revenue Collection Procedures. Available information includes:

e When to use a PNR
e How to order PNR books

e PNR accountability

Park Business System (PBS) Displays and Signage
At staffed fee collection points, the PBS Station requirements will normally include:
4.6.1. Avisual display facing visitors when visitors are completing the transaction within

view of the PBS Station. This cannot typically be done in locations where the POS is
inside the ranger station or the toll booth, and the visitor is in a vehicle.

4.6.2. Asign will be conspicuously posted at eye level of the park visitor, which reads
“PLEASE OBTAIN A RECEIPT.” This sign will be displayed at all staffed fee collection
points and will be comprised of letters no larger than one and one-half inches in
height.

Bank Accounts and Deposits

Refer to direction established by the Bureau of Finance and Accounting, available in the Park
Revenue Collection Procedures. Available information includes:

e Florida Treasurer’s Consolidated Bank Account vs. Local Bank Clearing Accounts
e Bank correspondence

e Ordering deposit slips and bank bags

e Preparing deposit slips and bank bags

Change Fund Accountability

Refer to direction established by the Bureau of Finance and Accounting, available in the Park
Revenue Collection Procedures. Available information includes:

e Establishing a change fund
e Change fund increase

e Change fund decrease

e Verification process

4.8.1. The purpose of a change fund is to have enough cash in the drawer for making
change to customers. The change fund is not used for refunds (i.e. cash refunds can
only be made from cash revenue collected during a shift) and shall not be deposited
as revenue.

4.8.2. All change funds must be kept locked in the park safe in separate boxes, drawers, or
bank bags depending on dimensions and design of the safe.

4.8.3. The responsible park staff will verify all change funds prior to beginning the shift
operation.

4.8.4. The evening shift employee will verify the day shift's change fund.

4.8.5. If another employee is on duty along with the evening shift employee, they will
verify the change fund. Otherwise this will be verified at the beginning of the next
day's business by management or a designated park staff.
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4.9.

4.10.

4.8.6.

4.8.7.

All irregularities regarding the change fund will be reported immediately to park
management and documented on the applicable Daily Worksheet (DRP-082).

4.8.6.1. Park Management will complete an Incident Report (DRP-016) reflecting
the missing change fund information.

4.8.6.2.  Park Management will email RevenueParkReceipts@FloridaDEP.gov,
with the Incident Report (DRP-016) attached to the email to inform
Finance and Accounting of the incident.

A single change fund may be established for parks under the same park manager, if
necessary, that can be moved or reassigned to other units under the park manager
if an emergency exists.

Taxes and Tax-Exempt Sales

4.9.1.

4.9.2.

Refer to the Park Business System Resource Library for training and reference guides
about how to enter tax-exempt sales into the PBS.

Refer to direction established by the Bureau of Finance and Accounting, available in
the Park Revenue Collection Procedures. Available information includes:

e Tax notifications
e Tax-exempt sales process
e Tax-exempt certification verification process

Monroe County Surcharge Collection

4.10.1.

4.10.2.

Based on Florida Statute 380.0685, Florida State Parks are required to collect a
surcharge on admission and overnight accommodations at state parks in certain
areas of critical concern. Currently Monroe County is the only county where this
surcharge is applied.

This surcharge is collected in addition to applicable standard park admission, Annual
Entrance Pass and overnight accommodation fees as listed in the FPS Fee Schedule.

4.10.2.1. Admission

e Collect $0.50 per person per day. This applies to all types of park
admission revenue, including revenue collected through Honor
Envelopes.

e Do not collect the surcharge when no park admission fee is collected
(i.e. children under 6 years of age, educational field trips, statewide
free days, etc.).

4.10.2.2. Annual Entrance Passes

e Collect $0.50 per person per day when the visitor enters a park with
an Annual Entrance Pass, or charge a visitor a one-time $5.00 fee on
their Annual Entrance Pass to cover the cost of the surcharge. The
one-time $5.00 fee may be applied to Family Annual Entrance Passes
and Individual Annual Entrance Passes.

e Do not collect the surcharge for Annual Entrance Passes where no
fee is collected when the pass is issued (i.e. Lifetime Military
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4.10.3.

4.10.4.

Entrance Passes, free passes for Licensed Family Foster Homes, free
passes for Families Who Adopt Special Needs Children).

4.10.2.3. Camping and Cabins

e Collect $2.50 per night per campsite or cabin.

e Do not collect the surcharge when no base campsite fee is collected,
or for overnight use by nonprofit groups of organized group camps,
primitive camping areas or other facilities intended primarily for
organized group use.

Refer to the Park Business System Resource Library for training and reference guides
about how to enter the Monroe County Surcharge into the PBS.

The Bureau of Finance and Accounting is responsible for determining the monthly
amount of surcharge collected and for remitting payments to the applicable
recipients.

4.10.4.1. Monroe County Land Authority receives payment for the surcharge
collected at Bahia Honda State Park, John Pennekamp Coral Reef State
Park, Dagny Johnson Key Largo Hammock Botanical State Park and Long
Key State Park.

4.10.4.2. Islamorada, Village of Islands receives payment for the surcharge
collected at Indian Key Historic State Park, Lignumvitae Key Botanical
State Park and Windley Key Fossil Reef Geological State Park.

4.10.4.3. City of Marathon receives payment for the surcharge collected at Curry
Hammock State Park.

4.10.4.4. City of Key West receives payment for the surcharge collected at Fort
Zachary Taylor Historic State Park.

4.11. Refunds and Voids

4.11.1.

4.11.2.

4.11.3.

Refer to the Park Business System Resource Library for training and reference guides
about how to enter refunds and voids into the PBS.

Refer to direction established by the Bureau of Finance and Accounting, available in
the Park Revenue Collection Procedures. Available information includes:

e When to process a void

e When to process a refund

e Types of refunds (cash refunds, credit card refunds, Tallahassee refunds,
camping refunds)

e Refund status

e Expenditure refunds

When an error is made on a completed transaction in the PBS, a transaction void
will be done.

4.11.3.1. The Void transaction process should be completed through Store
Manager or Field Manager by the operator.
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4.11.3.2.

4.11.3.3.

The receipt will be marked "VOID" in indelible ink, and the reason for the
void will be written on the original receipt and placed in the cash drawer.

The original receipt and the voided transaction will be stapled together
and saved with the Daily Worksheet (DRP-082).

4.12. Check and Credit Card Acceptance Processes

Refer to direction established by the Bureau of Finance and Accounting, available in the Park
Revenue Collection Procedures. Available information includes:

Procedures for accepting a check

Procedures for returned checks (bad checks)

Types of credit cards accepted

Credit card transaction procedures

Daily/weekly/monthly processes for batch and settlement reports
Credit card terminals and supplies

4.13. Payment Card Industry Standards (PCl)

Payment Card Industry (PCI) Data Security Standards (DSS) are technical and operational
requirements set by the Payment Card Industry Security Standards Council (PCISSC) to
protect cardholder data. The standards globally regulate all merchants and organizations that
accept payment cards.

4.13.1. PCI Self-Assessment Questionnaire (SAQ)

4.13.1.1.

4.13.1.2.

To comply with the PCI DSS, the Bureau of Operational Services (BOS)
coordinates the completion of the applicable annual SAQ and Attestation
of Compliance.

e The Statement of Payment Card Industry (PCl) Data Security
Standards Requirements (DSS) for Compliance form (DRP-083) is
used to collect park and district compliance information.

e Parks that do not accept payment cards are not subject to
completing the SAQ or Attestation of Compliance.

It is the responsibility of Concessionaires and CSOs who accept credit
card payment to complete their own annual SAQ and Attestation of
Compliance.

4.13.2. PCI DSS Requirements for Compliance

4.13.2.1.

Applicable Standards set by the Payment Card Industry Security
Standards Council (PCISSC) are followed, including

e Strong access control measures are used to restrict access to card
holder data.

o All employees using state-owned computers and the PBS shall
follow policies as outlined in DEP Directive 390, including being
assigned a unique user ID.

e  Only credit card terminals and equipment approved by Finance and
Accounting may be used for park revenue collection. The district
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offices shall contact BOS prior to purchasing or upgrading any
payment application that will be operated within a park.

e Protect card holder data by restricting physical access to data.

o Credit Card payments accepted via fax or phone must be
received and kept in a secure, locked location with limited
access.

o Credit Card information must be shredded upon receipt and card
holder information kept in a secure, locked location and purged
as outlined in DEP Directive 390.

o Credit Card records are kept as outlined in DEP Directive 390 and
DEP Directive 335.

o At no time may full credit card number information (from the
magnetic stripe, equivalent data contained on the chip or
elsewhere), card validation/verification code or PIN block data
be retained during credit card transactions.

4.14. Park Safes and Combinations

4.14.1.
4.14.2.

4.14.3.

4.14.4.

Safe combinations will be changed at minimum, annually.

Safe combinations shall be changed when a turnover in park staff who have the
combination has occurred. Park safes should be located in a secure area with as
little access as possible.

Discretion will be used in disseminating the combination of the park safe to park
staff. This should normally be park management and no more than two additional
employees.

Park safes must be secured to a wall or structure and have an inner
compartment that can be locked to provide additional access restrictions. A drop
compartment is recommended so shift deposits may be dropped into the safe
without having to have the safe opened.

5. OTHER REVENUE COLLECTION GUIDANCE »
UPDATED DECEMBER 1, 2020

5.1. Honor Fee Envelope and Box Procedures

5.1.1.

Honor Fee Envelopes

5.1.1.1. Honor Fee envelopes allow park visitors a convenient way to pay
entrance fees at unstaffed park entrances and obtain proof of payment.

5.1.1.2.  Honor fee envelopes are located at entrances for the convenience of
visitors and are restocked as needed periodically as determined by the
manager.

5.1.1.3.  Honor fee envelopes are distributed to parks by the district office in such
guantities as the manager determines necessary to keep an adequate
supply on hand and kept in a secure location.
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5.1.1.4.

Honor fee envelopes are printed by the Bureau of Operational Services
and shipped in bulk quantities to each district office for distribution to
parks.

5.1.2. Honor Lock Box

5.1.2.1.
5.1.2.2.

5.1.2.3.

5.1.2.4.

5.1.25.

5.1.2.6.

5.1.2.7.

5.1.2.8.

5.1.2.9.

5.1.2.10.

Honor fee lockboxes allow parks to collect and secure fees.

Honor fee internal lockboxes are changed out by designated park
employees at least weekly and more often when revenue amounts
warrant.

Keys to honor fee external lockboxes are maintained in a secure fashion.
They are either kept in a secure central location within the park ranger
station, park office, or other appropriate park location, or they are
assigned to an individual with other park keys. If secured in a central
location, each external lockbox key is logged, and the key returned as
soon as practicable.

External lockboxes may be unlocked by a single employee who is
assigned to perform the task.

Retrieved internal honor fee lockboxes are transported as directly as
practicable to the park ranger station, park office, or other appropriate
park location.

Keys to internal honor fee lockboxes are kept in a secure location,
removed only to unlock the internal lockbox and returned promptly to
the secure location.

Internal lockboxes may only be unlocked in the presence of two
employees who are assigned to perform the task.

Honor fee envelopes may only be removed, emptied and the contents
counted in the presence of two employees who are assigned to perform
the task.

Honor fee envelopes contents, and other cash and check contents found
within the lockbox, are to be counted promptly.

By January 1, 2020, all honor lockboxes must either include an internal
honor fee lockbox within the external lockbox, or the external lockbox
may only be unlocked in the presence of two employees (who are
assigned to perform the task).

5.1.3. Cash Handling

5.1.3.1.

5.1.3.2.

5.2. Donations

Cash and checks are deposited following standard park procedures as
honor entrance revenue (Object Code 001002) unless specifically
designated otherwise.

Used honor fee envelopes should be disposed.

Donations are to be treated like other revenue as outlined in this chapter. A contributor may
identify the donation specifically for the park or the FPS under the Help Our State Parks
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5.3.

5.4.

5.5.

program (HOSP). The park manager may authorize the park's CSO to place donation boxes in
the park, giving visitors the option of donating to the park through HOSP or to the park's CSO.
Additionally, any forms of payment toward HOSP donations may be accepted.

5.2.1. Donation Boxes

Donation boxes may be established in a park. These boxes shall be of a design to
ensure a reasonable amount of security and be locked. Boxes are to be checked
regularly by park management or other authorized personnel and the revenue
collected in the box entered into the PBS (as a HOSP donation) and added to the shift
deposit. Park Management and park staff should not check, remove or deposit
donations collected in CSO donation boxes.

5.2.2. Solicitation for HOSP Donations

Park staff may provide park visitors with information about HOSP and may actively
solicit HOSP donations in a professional manner, conducting themselves with
integrity and in a manner that reflects a positive Florida Park Service image.
Solicitations may occur in fee collection and other areas designated by the park
manager. Examples may include asking visitors if they want to round up their
transaction to the next whole dollar amount to "Help Our State Parks" or if they want
to donate dollars to "Help Our State Parks." Revenue collected will be entered
into the PBS (as a HOSP donation) and added to the shift deposit.

5.2.3.  Online Solicitation for HOSP Donations

Visitors may have the option to make a HOSP donation either as part of an online
purchase/reservation or through a standalone donation.

5.2.4. Spending Authority

Parks wishing to obtain spending authority for donations made to the HOSP fund
shall direct a request for such authority through the district office with their annual
budget request. Requests will be considered at other times of the year if spending
authority is still available. All state regulations governing expenditure of funds will
apply, but parks should be sure that the funds are spent for the purpose for which
they were donated as required in Chapter 258, F.S.

Revenue from Other State Agencies

Refer to direction established by the Bureau of Finance and Accounting, available in the Park
Revenue Collection Procedures.

Surplus Property Sales

Refer to direction established by the Bureau of Finance and Accounting, available in the Park
Revenue Collection Procedures.

Park Recycling Revenue

5.5.1. Revenue derived from recycled materials, if materials are collected by state
employees on state time, is to be handled as miscellaneous revenue for the park or
entered under the Help Our State Parks (HOSP) category (unless revenue is from the
surplus of property that has an identifying DEP property number).
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5.5.2.

5.5.3.

Revenue derived from recycled materials that has an identifying DEP property
number, if materials are collected by state employees on state time, must be
recorded as a sale of surplus property (object code 029004).

The park manager may authorize the park's CSO or other appropriate non-profit
organization to manage the recycling program. Upon authorization, recycling
materials must be collected, handled and recycled by the CSO or other appropriate
non-profit organization, and not managed by park staff.

6. INVENTORIES »
UPDATED DECEMBER 1, 2020

6.1. Pre-Numbered Items

6.2.

6.3.

6.4.

6.1.1.

6.1.2.

Pre--numbered items used in any way to account for revenue, refunds, inventory,
permits, or anything of any value must have all usage accounted for and
documented. See Operations Manual, Chapter 1.8, Section 4.5 for accounting
procedures.

All pre-numbered items will be inventoried monthly on the Monthly Merchandise &
Numbered Document Inventory Tracking Form (DRP-131) and maintained on file at
the park with a copy being sent to the district office.

Monthly Bulk Gasoline and Oil Inventory

6.2.1.

6.2.2.

Park managers are responsible for ensuring adequate control of bulk gasoline and
oil inventories. Bulk gasoline is defined as gasoline or diesel fuel purchased in bulk
and maintained at the park in an approved tank. Bulk oil is defined as motor oil and
two cycle oil purchased and kept on hand at the park to perform preventative
maintenance, to add oil to ensure accurate levels are maintained in park vehicles
and equipment, and for fuel mixtures required to operate some equipment.

The Monthly Bulk Gas and Oil Inventory Report (DRP-022) is to be submitted to the
district office at the end of each month. The Monthly Bulk Fuel and Qil Issue

Log (DRP-101) is to be utilized to track the use of bulk fuel and oil. Bulk Fuel and Qil
logs are to be kept on file at the park with the corresponding Monthly Bulk Gas and
Oil Inventory Report.

Park Merchandise Inventories

6.3.1.

6.3.2.

6.3.3.

Physical inventories of park merchandise are to be taken monthly and reconciliation
documented by park staff on the Monthly Merchandise & Numbered Document
Inventory Tracking Form (DRP-131).

The completed report should be submitted to the park's respective district office
within seven working days after the end of each month.

This inventory report is to be used for park specific merchandise for resale, such as
those items sold at ranger stations and small park operated resale operations.

Annual Supply Inventory

6.4.1.

The Bureau of Finance and Accounting is required to record supply inventory (of
bulk gas and oil, herbicides and park merchandise) existing at fiscal year-end in
FLAIR as assets for Statewide Financial Reporting.
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6.4.2.

6.4.3.

In order to report this information, each park completes an Annual Supply Inventory
form reflecting items on hand as of June 30 of each year.

The Bureau of Operational Services coordinates this inventory process annually and
submits a consolidated inventory report to the Bureau of Finance and Accounting.

7. DONOR RECOGNITION REQUIREMENTS »
UPDATED NOVEMBER 2016

7.1.

7.2.

7.3.

The Division requires the method of donor recognition be agreed to, in writing, by the CSO

and the Park Manager prior to the acceptance of the donation (see Chapters 1.4 and 1.6). It
is imperative to set appropriate expectations for recognition in advance of a donation. This

includes donations to CSOs.

Donor recognition requirements include:

7.2.1.

7.2.2.

7.2.3.

7.2.4.

7.2.5.

Division employees or volunteers cannot place donor recognition on clothing or
accessories.

Historic fabrics or structures cannot have any form of donor recognition
permanently affixed to them.

The Division and/or CSO are not obligated to maintain or replace any onsite
recognition if it is vandalized, lost, stolen, otherwise destroyed, or needs to be
relocated because of necessary park operations.

Natural, cultural, and recreational resources of any kind will not be named for, or in
honor of, an individual, organization, or business because of a donation.

The display of recognition must not degrade the natural, cultural, recreational, and
interpretive resources of a park or otherwise interfere with the visitor’s enjoyment
of a park’s aesthetic value.

Recognition Requirements for Some Additional Donation Types

7.3.1.

7.3.2.

7.3.3.

Traditional and Social Media.

The Division and/or CSO can publicly recognize donors and partners and elaborate
upon the details of contributions through traditional media such as press releases,
articles in internal and external electronic newsletters, and social media, etc. The
CSO is required to work with its park managers to set up the public recognition of
donors with its district and the central office.

Logos and Text Lines.

Can be placed on donor-funded items such as audio, video, or film products,
information kiosks, or equipment that will remain on park grounds either temporarily
or permanently. No logos can be placed on the FPS website. However, text lines can
be placed on individual park websites or in the park manager’s message. For example
text can read, “Made possible through the generous donation from,” including the
name of the company, individual, organization, name script, and/or logo.

Short-term Displays

Banners or signage acknowledging donors can be displayed temporarily during a
fundraising event, ribbon cutting ceremony, or other similar events. Banners can also
be displayed prior to an event to encourage public attendance.
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7.3.4.

7.3.5.

7.3.6.

7.3.7.

7.3.8.

7.3.9.

Donor Boards and Walls

Can be placed in visitor centers and other visitor facilities with approval from the
park manager. These long-term displays are appropriate for significant donations. It
is a requirement donors be advised of the display and informed the display is not
permanent and can be removed at any time.

Benches, Bricks, or Paving Materials

Can be used when deemed appropriate and tasteful by the park manager. The
duration of this recognition can vary depending on the project, donation, and
location. Their use must be consistent with a park’s natural and cultural resources
and Unit Management Plan.

Markers

Natural rock boulders (limestone or coquina) can be used only if the rock type occurs
naturally in the park. Use must be consistent with a park’s cultural and natural
resources. The park manager will determine the most appropriate location for the
marker.

Interpretive Programs

Can identify the donor and how the donation is used when a donation is integrally
related to the park, the existence of the park, or what is being interpreted.

Trees and/or Plantings

Can be planted in recognition of a donor and must be native plants that occur
naturally in the park. The park manager will determine the most appropriate
location. Recognition cannot be placed on a tree, but rather can be listed on a donor
recognition board or appropriate nearby public location.

Artifacts

Must be appropriate to the park’s interpretive program and be consistent with the
park’s Scope of Collections Statement. Gifts of artifacts can be recognized by letters
of appreciation, publicity, events, donor boards, or interpretation when the artifact,
collection, or donor is closely associated with the park. However, in extraordinary
circumstances such as with donations of exceptional nature or of substantial value or
scale, as determined by the Division’s Bureau of Natural and Cultural Resources,
recognition can be inconspicuously and appropriately provided in a manner that
does not distract visitors or detract from the display or the interpretation of the
artifacts.

7.4. ltisimperative to thank the donor and report on the good works coming from the donation.
A donor’s wishes for anonymity must be respected in all forms of recognition. The following
are IRD requirements for recognizing donors:

7.4.1.

7.4.2.

Per IRS Publication 526, Charitable Contributions, never state the value of the
contribution because the donor is responsible for determining the value for the IRS.

IRS publication 1771 (March 2016) provides guidance to organizations receiving
donation and the acknowledgement requirements.

8. GRANTS SOLICITATION AND MANAGEMENT ~
UPDATED FEBRUARY 26, 2015

130 | Page
Return to TOC


http://www.irs.gov/pub/irs-pdf/p526.pdf
http://www.irs.gov/pub/irs-pdf/p1771.pdf

8.1.

8.2.

8.3.

8.4.

Purposes

8.1.1. Chapter 258, F.S. authorizes the Division to receive grants and donations in support
of state parks and other needs.

8.1.2. Agrantis defined as a sum of money provided by a government or private entity to
be used to fund building construction and repairs, studies, or any other item that
furthers the interests of the state park system and requires the Division to meet
certain criteria for acceptance of such funds.

8.1.3. Adonation is defined as a gift or something given voluntarily and does not require
the division to go through a competitive process for funding or to meet certain
criteria for acceptance.

Development of Proposals

All proposals for grants developed by Division staff and Citizen Support Organizations (CSO)
shall be consistent with Division goals and policies and the applicable unit management plan.
All projects that are funded through grants shall be subject to the same approvals as required
for normally funded projects.

Budget Requirements

The Division unit applying for a grant shall identify adequate matching funds required by the
grantor prior to requesting grant funding and clearly identify the source on the Grant Review
Form (DEP 53-401). The identified matching funds may come from anticipated future
appropriations.

Division Approval of Grant Applications (40 Day Approval Process)

The Office of the Secretary must approve all grant applications/agreements before applying
to any awarding agency/entity or executing a grant agreement with any awarding
agency/entity, regardless of funding source. This does not include projects which are funded
by another agency/entity and the contractor is paid directly by the agency/entity. It does
include CSO grants.

8.4.1. DEP Directive 150, Delegation of Authority requires the division director or designee
approve all grant proposals, including those submitted by CSO’s on behalf of the
division, to ensure compliance with the appropriate Unit Management Plan, to
ensure the application is consistent with the Division’s goals and objectives, and to
ensure no restrictions are placed on state lands without prior approval from the
Division of State Lands, Board of Trustees. No grant agreement or contract shall
encumber any state-owned land prior to approval by the Board of Trustees.

8.4.2. Requests for approval and comment shall be submitted to the following central
office bureaus/offices: Park Planning, Bureau of Natural and Cultural Resources,
Office of Greenways and Trails, Bureau of Design and Construction, Bureau of
Financial Management, as well as the Director’s office. A Grant Review Form (DEP
53-401) should accompany all requests and shall be submitted a minimum of 40
working days before the grant application is submitted to a grantor. This should be
completed by the District office. If the applying district/bureau has difficulty
providing a complete proposal to the other bureaus by the deadline, or if the
application is submitted electronically, it shall provide at a minimum a short
summary of the proposed project. This summary shall include cost estimates by the
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8.4.3.

deadline set forth above, with written notification the bureau chief supports the
proposal. Upon approval by all bureaus, the final application for grant funding and a
copy of the Grant Review Form will then be submitted to the Bureau of Financial
Management to secure spending authority.

Upon approval of Central office bureaus identified above, the grant application will
be submitted to the Office of the Secretary by the Division Director’s Office. Please
refer to the DEP Grant Application for Secretary Approval Instructions, Definitions
and Helpful Tips for guidance.

8.4.3.1.

8.4.3.2.

8.4.3.3.

When submitting grant packets for approval, please include:

e DEP Grant Application Form for Secretary Approval; and
e Draft grant application/agreement, which will be submitted to the
awarding agency/entity

Grant packets should be submitted to the contact indicated on the DEP
Application Form for Secretary Approval 30 days before the submission
deadline.

After approval, the final application will be submitted to the granting
agency by the bureau applying for the funds.

8.5. Administrative Procedures for Approved Grants

The following procedure shall only apply to Division sponsored grants.

8.5.1.

8.5.2.

Upon approval by the granting agency, the following steps shall take place:

8.5.1.1.

8.5.1.2.

8.5.1.3.

8.5.1.4.

The bureau applying for the funds shall send agreements to the bureau
chief and the Bureau of Financial Management prior to execution.

The Bureau of Financial Management shall forward the agreement to the
Office of General Counsel, and the division director or designee,
whichever is applicable based on the Delegations of Authority.

The Bureau of Financial Management will return all agreements to the
granting agency.

The request for approval of the grant agreement will include a request
for additional spending authority to include a budget, detailing the
needed amounts and allocations to specific organization and object
codes, a revised Grants Review Form (DRP-019) outlining the budget and
fiscal years and the in-kind certification form and Project Summary
Sheet, if applicable.

The Division shall follow the guidelines set forth in DEP Grant Policies and
Procedures (April 2013).
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CHAPTER 2.1 GENERAL MAINTENANCE

1
2.
3.
4.

MAINTENANCE PLANNING

ROUTINE MAINTENANCE

PREVENTIVE AND CORRECTIVE MAINTENANCE

PURPOSE *

The purpose of this chapter is to guide the maintenance program required to provide effective and
efficient utilization of facilities that support the Florida Park Service (FPS).

MAINTENANCE PLANNING ~

2.1.

2.2.

Maintenance Objectives

Even though some maintenance tasks are of an emergency nature requiring immediate
attention, the FPS intends that the vast majority of maintenance tasks will be planned and
systematically scheduled in order to obtain the best possible results from limited resources.
The objectives of the FPS maintenance program are:

2.1.1. To have a maintenance program in each park that will ensure an efficient and
continuous programmed effort, easy to manage and minimally affected by
personnel changes.

2.1.2. Identify maintenance budget requirements adequately, realistically, and fairly, in
order to ensure equitable distribution and efficient use of all maintenance
resources.

Maintenance Program Development

The optimum level of maintenance cannot always be determined with precision. Excessive
maintenance is unnecessary and counterproductive, while insufficient maintenance leads to
rapid deterioration and costly repairs. To a great degree, the type and extent of maintenance
required to maintain any facility is a matter of judgment. A carefully planned and executed
preventive maintenance program will improve maintenance standards, and reduce corrective
repair costs. The FPS maintenance program can be divided into three major components:

2.2.1. Routine Facility Maintenance
Those maintenance tasks that are performed on a daily basis and can be referred to
as housekeeping of buildings, grounds, structures, trails, signs, etc.

2.2.2. Preventive Maintenance

Those maintenance tasks that are performed on a scheduled basis on vehicles,
buildings, equipment, utility systems and other facilities to ensure their continued
performance and use.

2.2.3. Corrective Maintenance

Those larger and more costly maintenance tasks or projects required to renew
facilities and equipment.
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2.3.

Budgeting for Maintenance

A major advantage of programming and scheduling maintenance activities is the capacity to
more accurately budget for the necessary work. The maintenance program developed in
each park should assist with requesting funds for the park's maintenance needs. The
maintenance budgets from all parks will be comparable in the way they are developed so the
process will facilitate the evaluation and prioritization of requests.

2.3.1.

2.3.2.

2.3.3.

2.3.4.

Annual Maintenance Budgets

Maintenance and repair activities are accomplished primarily from two budget
categories, expense and fixed capital outlay (FCO). The annual maintenance budget
consists of two components. One is the recurring maintenance expenses that are
necessary for the year (i.e., the routine facility maintenance and preventive
maintenance tasks normally funded through the park expense budget). The other
component is the extraordinary or non-routine major repair items, which are
normally administered through the FCO program.

Routine Maintenance Budgets

Routine maintenance budgets are funded in the expense category of the park's
operating budget under several object codes. Since the expense budget category is
typically funded the same as the previous budget year, plus price level increases,
parks must request additional funding if a substantial increase is necessary.

Corrective Maintenance Budgets

Corrective maintenance budgets are requested and funded as projects from FCO
category of the Division or district budget. Evaluation of projects will be
accomplished by application of definitional criteria by the district bureau chief
and/or the Bureau of Design and Construction (BDC) to determine who will
administer/fund the project. Projects administered by BDC follow the guidelines
contained in OM Chapter 1.3.

New Facilities and Major Repair Budgets
New facilities and major repair work projects are normally accomplished through the
FCO budget. Statewide FCO and code compliance appropriations commonly include a
budget amount for statewide repair and code compliance as well as for new park
development. The statewide repair funds are allocated to districts and are available
for major repairs/code compliance projects. The FCO budget for new park
development has traditionally been used for constructing new parks and for adding
new facilities to existing parks. See OM Chapter 1.3.

2.3.4.1. Examples of FCO Work Projects
e Major Repair/Code Compliance Projects
Major renovation of camper bathhouse
Repaving park drive
Replacement of sewage system
Replacement of campground electric system
Major repair of historic structure
Connecting existing water/sewer lines to municipal/utility
company system

O O 0O O O O
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2.4.

2.5.

2.6.

2.3.5.

o Asbestos removal from park building
e New Park Development/Construction Projects

o Development of new park
o Construction of new building, utility system, etc.

o Construction of new roads, bridges, parking, etc.

o Construction of new picnic areas, campgrounds, etc.
o Fabrication of new interpretive systems, exhibits, etc.

Budget Requests for Work Projects

Park managers prepare budget requests for work projects by preparing a priority list
of projects for the upcoming fiscal year, estimating the costs of each project and
recommending how the project will be completed (i.e., staff, OPS, contractor or a
combination of these).

Project Administration

2.4.1.

2.4.2.

BDC Administered Projects

These are typically larger or more complex projects that are funded, monitored,
managed and tracked using the resources and expertise of BDC. A project manager
will be assigned from the BDC that will work closely with park or district staff to
ensure a smooth, timely completion to the project.

Park or District Administered Projects

These projects are funded from the annual district FCO allocation for facility repairs.
The park manager or a district designee is typically named as the project manager
and the project is funded, monitored, managed and tracked using the resources and
expertise of the individual park (or less often, district) staff. On very rare occasions a
park manager will be tasked to manage a project normally managed and tracked by
the BDC. This will only be done with the concurrence of BDC, the park manager and
the district.

Project Tracking and Reporting

2.5.1.

2.5.2.

Field assigned project expenditures and work progress are reported by the park to
district. A summary of expenditures should be provided to the district as soon as the
project is complete.

Projects administered by BDC are reported on the bi-weekly Development Project
Status Report.

Additional Project Requirements

2.6.1.

2.6.2.

Emergency repairs are occasionally required during the budget period due to
lightning, storms or unforeseen equipment failures. Funding for these needs is
allocated on a case-by-case basis by district bureau chief. All projects, whether
emergency or not, shall go through any required permitting application process.

Historic structure modifications or major repairs shall have the prior approval of the
Office of Park Planning, Bureau of Natural and Cultural Resources, Department of
State, Division of Historical Resources, and the State Fire Marshal.
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2.6.3.

Interpretive exhibits and displays will be repaired or modified by the Bureau of
Operational Services, Park Programs Section staff or a qualified contractor.

3. ROUTINE MAINTENANCE *

Routine facility maintenance is those "housekeeping" activities concerned with the care of property
and equipment, keeping such items clean and neat, giving them an orderly appearance and making
them more attractive and useful. Good housekeeping ensures a pleasant, safe area to be enjoyed by
the visitor and an efficient, safe area in which the park staff can work. It also encourages visitors to
leave the areas cleaner. Poor housekeeping on the other hand invites litter, vandalism and
accidents.

3.1. Planning for Routine Maintenance

Each park manager is responsible for planning housekeeping functions in the park. Adequate
plans involve the following:

Definition of need

Application of standards of routine maintenance and employee performance
Standard methods of accomplishment

Availability of proper materials, equipment and supplies

Provisions for employee training

Development of work schedule - adequate time must be provided to orient and
train employees (permanent and seasonal) relative to the tasks, methods, supplies,
materials, and tools necessary to ensure efficient attainment of the standards.
Establishment of priorities

Provision for adequate inspection and follow-up actions to ensure standards are
met.

3.2. Standards for Routine Facility Maintenance

3.3.

All FPS facilities shall be kept clean, safe and useable. The following standards spell out
exactly what is meant by clean, safe and useable.

3.2.1.

3.2.2.

3.2.3.

Clean

The absence of foreign material and offensive odors. Dust or handprints on walls,
paper or standing water on floors and litter on grounds or road shoulders are all
foreign material and must be removed to meet standards of cleanliness.

Safe

While cleanliness is a first step toward safety, all areas and facilities must be
inspected for conditions such as faulty electric equipment, damaged or slippery
walks, or other conditions that present hazards to park visitors and/or park
personnel. Until such conditions are corrected, an area is not safe.

Useable

An area or facility is useable when it is clean and safe. When all equipment is in
operating condition and known hazards are repaired or clearly marked to prevent
injury or loss to visitors or employees, an area or facility is useable.

Standard Indicators for Facility Maintenance

3.3.1.

Indicators for facility maintenance standards are provided to establish acceptable
conditions for facilities managed by the FPS. They will serve as a yardstick by which
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3.3.2.

3.3.3.

3.3.4.

routine facility maintenance can be measured and will be used when public use and
support facilities are being inspected or evaluated.

Building Exteriors

3.3.2.1.
3.3.2.2.
3.3.2.3.
3.3.2.4.

3.3.2.5.
3.3.2.6.
3.3.2.7.
3.3.2.8.

3.3.2.9.

Roof and rain gutters clean and in good repair
Building void of cobwebs and mud dauber nests
Building exterior clean, free of graffiti and paint in good condition

Approach-way to buildings are aesthetically pleasing - clean and free of
litter

Sufficient signs to identify building
Exterior lights adequate and functioning
Drinking fountains clean, rust-free and functioning

Emergency phone numbers posted at all camper bathhouses along with
location of nearest phone

All doors, windows, screens and associated hardware clean, rust-free
and functioning properly

Building Interiors — Restrooms (following cleaning)

3.3.3.1
3.3.3.2.

3.3.3.3.
3.3.3.4.
3.3.3.5.
3.3.3.6.

3.3.3.7.
3.3.3.8.
3.3.3.9.

3.3.3.10.
3.3.3.11.
3.3.3.12.

Cabins
3.3.4.1.
3.3.4.2.

3.3.4.3.

Have sufficient toilet paper and paper towels

All surfaces (tile, concrete floors, counter tops, etc.) clean, dry and in
good condition

All surfaces free of soapy film and mildew
All plumbing clean and in operating condition
All floor drains clean and functional

Fixtures (towel dispenser, clothes hooks, soap dish, etc.) are clean,
adequate and functional

All hardware (door locks, door closers, etc.) clean and operational
Free of offensive odors

Trash receptacles (including feminine hygiene holder) free of odors and
empty

Pipe chase/storage area is clean, neat and properly stocked
Lights clean, adequate and functioning

Heater and A/C units in good working order

Restroom (see restrooms above)

Equipment, fixtures and furniture operable, clean and present a good
appearance

The assigned amount of utensils is in each kitchen and clean
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3.3.5.

3.3.6.

3.3.7.

3.3.8.

3.3.9.

3.3.4.4. All appliances clean and in operating condition
3.3.4.5.  Proper amount of cleaning supplies provided and stored properly

3.3.4.6.  All surfaces free of dust, clean and with appropriate items neatly
arranged

3.3.4.7. Waste baskets cleaned when emptied
3.3.4.8. Floors clean and waxed and carpets vacuumed and cleaned if needed

Residence

Meet criteria of standard resident inspection as contained in OM Chapter 1.2.
Ranger Station/Toll Booth/Office
3.3.6.1. Interior neat and presenting a welcome appearance

3.3.6.2.  Brochures and other pertinent information displayed in a neat and
orderly fashion

3.3.6.3.  Only approved signs posted

3.3.6.4. No inappropriate personal items

3.3.6.5.  Bulletin boards kept neat and current
3.3.6.6. Dust covers on equipment when not in use
Storage Buildings

3.3.7.1.  All materials stored/stacked neatly, have easy accessibility, labeled and
inventoried.

3.3.7.2.  Hazardous material labeled when stored and building exterior should
have sign indicating hazardous material inside.

3.3.7.3.  If hazardous materials are stored, all monitoring equipment, alarms and
safety equipment are in good working order.

Recreation Hall (following cleaning)

3.3.8.1. Restrooms—maintain to established standards

3.3.8.2.  All surfaces clean

3.3.8.3.  Kitchen clean and well maintained (see cabins)

3.3.8.4.  Trash receptacles cleaned when emptied

3.3.8.5. Adequate amount of cleaning supplies provided and stored properly

3.3.8.6. Interpretive d