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NEW YORK STATE
OFFICE OF PARKS, RECREATION AND HISTORIC PRESERVATION

Randy Simons
Commissioner Pro Tempore

Dear Seasonal Employee:

Congratulations and welcome to the New York State Office of
Parks, Recreation and Historic Preservation! You are now part
of the dedicated workforce that makes this the best system of
state parks and historic sites in the country.

As the proud stewards of New York’s dynamic natural, recre-
ational and historic resources, our responsibilities are great.
You are joining a staff who maintain a system that encompass-
es 360,000 acres and now serve more than 88 million visitors
each year. With 250 parks, historic sites, recreational trails, golf
courses, boat launches and marinas across the state, the Office
of Parks, Recreation and Historic Preservation is a diverse and
exciting organization, presenting many opportunities for learn-
ing and discovery.

We are committed to excellence — protecting and preserv-

ing the valuable environmental and historical heritage of the
Empire State, while providing patrons with fantastic and memo-
rable visits. We work with pride and respect and welcome you
and all of our seasonal employees to the OPRHP team. You
bring a fresh perspective to our work and with your help, we
can make this system even better!

Sincerely,

Y/

Commissioner Pro Tempore



Mission Statement

The Mission of the Office of Parks, Recreation and Historic
Preservation is to provide safe and enjoyable recreational and
interpretive opportunities for all New York State residents and
visitors and to be responsible stewards of our valuable natural,
historic and cultural resources.

Guiding Principles
Fundamental to the successful achievement of our mis-
sion is the dedication of our employees and the adherence to
a common set of values. These guiding principles serve as a
pledge to the people we serve and a commitment to ourselves
and to each other.

A Commitment to People. We are committed to serving
and protecting the public to the best of our ability, with cour-
tesy and respect. We are committed to our employees and vol-
unteers, encouraging teamwork, self-improvement and mutual
support.

A Commitment to Preservation. State parks and historic
sites are unique and irreplaceable public assets. We are com-
mitted to wise acquisition, planning, and, where appropriate,
development; timely and professional care and maintenance;
and a responsibility to future generations in whose trust we
manage our resources. We are committed to providing encour-
agement and guidance to all agencies and individuals to iden-
tify, evaluate and protect historic, natural and cultural resources
and to be a leading agency on the forefront of sustainability
and decarbonization efforts.

A Commitment to Serve. The availability of recreational,
educational and cultural opportunities to all is vital in today’s
society, recognizing individual needs and interests. We are
committed to safety, security, creativity and accountability in
providing our programs and services.

A Commitment to Leadership. We recognize the preemi-
nence of the New York State Park and Historic Site System. We
are committed to excellence, innovation and professionalism.
We are committed to forging partnerships with others who
are responsible for providing recreational, historic and cultural
services.



All Are Welcome
Statement

As an agency, we strive to provide safe and enjoyable rec-
reational and interpretative opportunities for all New York State
residents and visitors. We will continuously commit ourselves
as an agency to ideals of freedom, diversity, and equality by
making our parks and historic sites accessible and welcoming
to all.

We welcome people of all ages, abilities, gender identities,
race/ethnicities, and sexual orientations. Our agency equally
values human diversity, commonalities, and differences. When
we include all people, allow access to all, then our combined
experience is better and more powerful.

As an agency, we strive to provide the same for our em-
ployees — a safe, supportive, inclusive work environment
where all belong and are included and valued. We endeavor
for our workforce to reflect the diversity of the communities we
serve.

We know that if we are to realize our mission to manifest
our diversity, equity, inclusion, and accessibility values, we
need to stay committed to striving to do our very best. While
we may make mistakes along the way, we will adapt and con-
tinue to learn. We all have a role to play.



Forward

Seasonal workers in OPRHP are employed primarily from
Memorial Day through Labor Day and are assigned to one
of a variety of fields such as:

+ Maintenance

« Operations

« Water safety

» Recreation

» Historic preservation

+ Public safety

Your specific duties will be explained to you in detail by
your supervisor.

This handbook has been carefully prepared to give you
the basic essential information about your responsibili-
ties and benefits. It also outlines the rules and regulations
which you are expected to follow in the performance of
your duties. You should read this handbook very carefully
and become familiar with its contents. It will assist you in
successfully becoming a valued team member who is be-
ginning what should be a rewarding experience.

If you have any questions about your job, what you do in
unfamiliar situations, or if any sections of this handbook
are unclear to you, ask your supervisor for help. They will
be able to help you or refer you to the proper place for
assistance.
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OPRHP Employee
Code of Conduct

As officers and employees of New York State, OPRHP employees are
held to high ethical standards for promoting integrity and account-
ability in public service. Equally important, OPRHP employees are
the face of the agency and are tasked with embodying the agency’s
mission of “providing safe and enjoyable recreational and interpre-
tive opportunities for all New York State residents and visitors and
being responsible stewards of our valuable natural, historic and
cultural resources.”

There are a number of laws, regulations, policies and guidance docu-
ments that should shape your behavior on and off the job. This code
of conduct summarizes these governing documents and the stan-
dards to which you are expected to adhere.

1. OPRHP Mission and Guiding Principles: Whenever you are in

a State park facility, site or office, whether on or off duty, you are
expected to maintain a professional, and helpful demeanor and treat
all visitors, patrons and fellow employees with courtesy and respect.
You are expected to refrain from the use of profane, vulgar, demean-
ing or discriminatory language while at work or when visiting our
facilities. When working, you should perform all assigned duties and
responsibilities with integrity and honesty. In this way, you will further
the agency’s mission by helping to cultivate a positive work environ-
ment and an atmosphere that will encourage our visitors to return
again and again. See, GOV-POL-001, Mission Statement and Guid-
ing Principles.

2. Customer Service: OPRHP is committed to providing the best pos-
sible visitor experience at each and every state park and historic site.
The five key principles that define this commitment are: 1) Pride in our
facilities; 2) Professional appearance; 3) Courteous, friendly and posi-
tive customer interactions; 4) Knowledge of our parks and historic
sites; and 5) Teamwork.

Practicing these five principles will enable you to provide excel-

lent customer service to our visitors as you carry out the agency’s
mission every day. You should review and become familiar with the
OPRHP Customer Service Policy found at: GOV-POL-021, Customer
Service Commitment, and GOV-PCD-022, Achieving the OPRHP
Commitment to Customer Service.
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3. Compliance with New York State Ethics Laws, Regulations and
Policies: New York’s ethics laws prohibit OPRHP employees from
having any personal or private interest or engaging in any outside
business or activity that is in substantial conflict with the proper
discharge of their official OPRHP duties. All OPRHP employees are
encouraged to review Public Officers Law (POL) sections 73, 73-a,
and 74 and their implementing regulations at 19 NYCRR Parts 930,
931, 932, 933, which may be found at this link: https://ethics.ny.gov/
system/files/documents/2024/10/coelig-laws-regs-book-final-sep-
tember-2024-for-posting.pdf

Specifically, Public Officers Law section 73 and 74 (and their imple-
menting regulations) limit and/or require agency approval for: (i)
engaging in certain outside activities, including, but not limited to,
outside employment, the sale of goods and services to state agen-
cies, political activities and service on boards even if you receive

no compensation; (ii) who you may supervise or be supervised by;
(iii) gifts you may accept; (iv) interviewing for private sector employ-
ment and (iv) your employment after leaving state service. Because
these ethics laws and regulations may apply based on your individual
circumstances, all employees with ethics questions are encouraged
to seek advice from the agency’s Ethics Officer. Important OPRHP
policies you should be aware of are: HR-POL-016, Employment of
Relatives of Agency Staff and HR-PCD-005, Outside Activities and
Employment.

4. Violence Free Workplace: OPRHP is committed to a violence free
workplace. Physical aggression of any sort is unacceptable and will
not be tolerated. Conflicts are to be resolved appropriately without
physical force, name calling, threats, intimidation or any actions that
can lead to violence. If you are unable to resolve a disagreement with
a coworker or a visitor, you should seek assistance from a supervisor.
You must report all instances of workplace violence to your supervi-
sor or higher level management. The agency workplace violence
prevention policies are contained in SFT POL-002, Workplace
Violence Prevention Policy and SFT-PRO-004, Workplace Violence
Prevention Program and HR-POL-013, Gender Based Violence in
the Workplace.

5. Discrimination and Harassment in the Workplace: Discrimination
and harassment in all forms; including on the basis of race, creed,
color, age, sex (including gender identity or gender expression),
national origin, religion, marital and familial status, disability (includ-
ing, pregnancy related condition and gender dysphoria), domestic
violence victim status, sexual orientation, veteran status, or on the
basis of a prior arrest or criminal conviction, are strictly prohibited.

If you believe you have been discriminated against or harassed
because you are a member of one of these protected classes or if
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you witness such behavior directed at another person, you should
immediately report it to your supervisor and the Office of Employee
Relations (OER) Anti-Discrimination Investigations Division (ADID).
The form for filing a complaint can be found at https://oer.ny.gov/
anti-discrimination-investigations. Supervisors and managers have

a special responsibility to report harassment and must report any
harassment that they observe or know of, even if no one is objecting
to the harassment. If a supervisor or manager receives a report of ha-
rassment, or is otherwise aware of harassment, they must promptly
report the behavior to the Anti-Discrimination Investigations Division
without exception; even if the supervisor or manager thinks the con-
duct is trivial, and even if the harassed individual asks that it not be
reported. If supervisors or managers have questions about whether
behavior that they have observed or learned about constitutes
harassment, they should consult with the Employee Relations Unit
in the Bureau of Human Resources. The statewide policy prohibiting
harassment and discrimination can be found at HR-POL-001, Equal
Employment Rights and Responsibilities Handbook for New York
State Employees.

6. Alcohol or Substance Use: Use of alcohol, illegal drugs and con-
trolled or other intoxicating substances by employees during work
hours is strictly prohibited as is reporting for work while under the
influence of such substances. If you are found to be in possession

of illegal or controlled substances or under the influence of drugs or
alcohol while at work, you may be subject to disciplinary action, up to
and including termination of employment and/or criminal penalties.
The agency policy on the use of drugs and alcohol is contained in
HR-POL-007, Drug and Alcohol Policy and HR-PCD-015, Implemen-
tation of Drug and Alcohol Policy.

7. Care and Use of Agency Equipment: OPRHP employees are
required to demonstrate reasonable care in the operation and use of
OPRHP equipment and vehicles. As a rule, you should treat OPRHP
equipment with the same or greater care than you would your per-
sonal property. You are authorized to use agency equipment, materi-
als, and supplies only in the course of performing agency business.
You are not permitted to borrow OPRHP tools or equipment and you
are prohibited from storing any OPRHP equipment or supplies at your
home. Personal use of agency equipment and resources is strictly
prohibited, except such incidental use as authorized in agency policy
OPR-POL-022, Prohibition on the Personal Use of State Equipment
and Resources and OPR-PCD-002, Use of State-Owned Vehicles.
Misappropriation of state equipment and resources is also a viola-
tion of Section 74 (Code of Ethics).
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8. Theft: OPRHP has a zero tolerance policy for theft. Theft/Larceny
of any OPRHP property, cash, equipment, supplies or other items,
including surplus materials and equipment, is strictly prohibited and
may subject you to criminal prosecution and/or internal disciplinary
action up to and including termination of employment. Other actions
that are considered theft/larceny include falsifying a time record to
be paid for hours not worked and using a State-issued travel card

or P-card for personal, non-business related reasons. In addition,
you may not keep any property found in a park or in the workplace;
it must be turned in to a supervisor or to the appropriate person
responsible for lost items. The agency policy on preventing theft and
fraud is contained in IA-POL-001, Fraud Prevention Policy and IA-
PCD-002, Fraud Reporting and Review.

9. Safety: You are required to comply with all safety and health
policies, laws, rules and regulations while at work such as wearing
required personal protective equipment (PPE) and properly using
seatbelts in state vehicles. If you are unsure of the appropriate safety
measures to be taken in any situation, ask your supervisor for assis-
tance or contact your regional safety manager.

10. Confidentiality: In the course of your employment you may have
access to data or information that is sensitive, personal or otherwise
not publicly available. You must be sure to take all necessary steps to
protect confidential information. If you have questions about whether
you can use or disclose agency information, please ask your supervi-
sor. Agency policies that outline confidentiality requirements include:
HR-POL-018, Protecting Employees’ Personal Information from Dis-
closure; and IT-PRO-008, Agency Social Media Site Guidelines.

11. Recordkeeping: Records kept in the course of OPRHP work,
including but not limited to time and attendance records and revenue
reports, are considered official documents and must be maintained
in an accurate manner. Intentionally forging or falsifying written
records in any manner or knowingly providing incorrect or inaccurate
information in official documents is prohibited and may subject you
to criminal prosecution and/or internal administrative action.

12. Time and Attendance: You are required to comply with time and
attendance policies such as: following call in procedures when you
will be absent unexpectedly; obtaining advance supervisory approv-
al for scheduled absences, schedule changes and for working over-
time; and providing medical documentation for absences related to
illness or injury. You must accurately record hours worked and leave
usage on your time sheet and must submit it to your supervisor for
approval within the required time frame. The time record is an official
document. Any attempt to falsify a time record is strictly prohibited
and may subject you to criminal prosecution and/or internal adminis-
trative action.



13. Dress and Appearance: You are expected to wear appropriate
clothing for your job and to wear a uniform when required. Uniforms
are designed to present a professional appearance to the public and
to identify you as an employee of the agency. The uniform should
not be altered or worn in a manner that would reflect negatively on
the agency. Always be careful to conduct yourself in a professional
manner when in uniform as you will be seen as a representative of
the agency, even if your shift has ended or you are on a break. Your
uniform should not be worn when you are off duty except when trav-
eling between work and home. If you do not have to wear a uniform
for your position, you are still required to wear clothing that is clean,
in good repair, and that presents a professional appearance to those
who you come in contact with in the course of your work day.

14. Internal Controls: Internal controls are the activities, plans, poli-
cies and systems that help an organization achieve its objectives and
mission in the most efficient and effective manner. The single most
important success factor in the Internal Control Program is a high
level of individual awareness and understanding. Internal controls
are everyone’s responsibility; therefore, we are all responsible for
knowing what internal controls exist and how to evaluate their ef-
fectiveness. Be sure to ask questions if you’re not sure what to do
and raise concerns if you see something that you don’t think is right.
Early recognition of a problem can prevent something small from
becoming big. If you have a concern, you should immediately re-
port it to your supervisor for appropriate action. You can also report
internal control related issues or problems to the Director of Internal
Audit, the Internal Control Officer, or you can email the OPRHP Fraud
Hotline at Report.Fraud@Parks.NY.gov. If you believe that the issue
is criminal in nature, you can report it to the Park Police. Agency poli-
cies related to internal controls are found at: GOV-PRO-014, Internal
Control Program; IA-PCD-002, Fraud Reporting and Review; and
IA-POL-001, Fraud Prevention Policy.

Abiding by these standards will result in a safe, ethical and professional
workplace and a park system free from discrimination. Conversely, fail-
ure to abide by these standards has consequences which may include
termination, civil fines and penalties and even criminal prosecution.
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About the
State Park System

For many New Yorkers, as well as for those who visit

this great state, the impression of open spaces, beautiful
scenery and the excitement inherent in the outdoors

is often first experienced in one of New York’s great
State Parks. Longer than any other state, New York has
been committed to the preservation and maintenance

of our natural heritage and our historic treasures. Today,
through the State Office of Parks, Recreation and Historic
Preservation, our State Park system stands not only as
the first of its kind, but as steward of these most treasured
resources.

The diversity of New York’s State Park system can be
found in more than individual 250 parks, state historic
sites, recreational trails, golf courses, boat launches
and more, as well as in the administration of varied
and complex grants programs, recreational, cultural
and athletic events, interpretive programs and historic
preservation initiatives.

The Office administers 11 State Park regions, each advised
by a Commission, whose members are appointed by

the Governor. Additionally, the Albany Office provides
administrative and program services to the public and to
the regions.



Payroll

You have been appointed temporarily to a seasonal posi-
tion. The number of hours you work in a given pay period can-
not be predicted in advance, so your payroll must be prepared
after you have completed work. After your work period is
recorded and verified, the information goes to the New York
State Comptroller’s Office in Albany where paychecks are pro-
cessed.

You will receive your first check (for your first two weeks
of work) approximately five weeks after you start. Thereafter,
you will be paid every second week, and you will receive a
paycheck after you finish work for the season. To be paid on
time, it is your responsibility to complete your time card on a
daily basis and submit your time card correctly and promptly
biweekly to your supervisor.

The following personnel forms are required and must be
completed by your first day of work so that you can receive
your first paycheck:

« Employment application
- Working papers, if you are under the age of 18

Failure to complete these forms may result in your not be-
ing scheduled to work. Providing incomplete, false or mislead-
ing responses may result in termination.

When you receive your first paycheck, please look at the
“stub” to find your hourly rate. If you have any questions con-
cerning your rate of pay, contact your supervisor immediately.
A sample paycheck stub follows on the next page with expla-
nations. Additionally, the NYS Comptroller’s Office encour-
ages all New York State employees to participate in the direct
deposit program. If you are interested in having your paycheck
directly deposited in a bank or credit union, you should contact
your regional business office.



Every PaySR paycheck
includes three parts:

1. Top Part — Stub
2. Middle Part — Paycheck

3. Bottom Part — Address Information

PaySR paychecks are folded and sealed on three sides.
Please follow the directions provided.

Fold, crease and tear along perforations. First remove
the two side edges, then the top edge.

Pay Group: ADE-Administration/Extra-lag
Thomas P. DiNapoli Pay Begin Date: 01/23/2025 Check #:
State Comptrotier Pay End Date: 021052025 Chock Date: @
Negotiating Unit: 03
Retirement System:
TAX DATA: Federal NY State NYC Yorkers
Employee ID: Tax Status: S E]
Department: Allowances: Q [
Location @ Add. Percent: NiA @
itle: .
Py Rate: Addl. Amount:
HOURS AND EARNINGS TAXES —
Current YT
Description Hours Earnings Hours Earnings | Description Current pan]
Regular Pay Hourly Employee 6.75 133.99 108.00 2,143.80 | Fed Withholdng 0.00 128.81
Medicare 1.95 31,09
Social Security 831 132,92
NY Withholdng 000 47.92
BEFORE TAX DEDUCTIONS AFTER TAX DEDUCTIONS
Descripfion Refund Current YTD | Description Refund Current Y10
GSEA Hourly Dues 0.00 174 27.87
[ TOTAL GROSS FED TAXABLE GROSS NET PAY
!Currem 133.98 133.99 12199
YTD 2,143.80 2,143.80 1.775.19

Sample PaySR check

You will notice that the sample PaySR check is numbered.
Listed below are numbers which coincide with the num-
bers on the sample PaySR check, giving you an explana-
tion of each section:



Name.

Pay group, beginning and ending date of pay period
for which payment is made, the negotiating unit you
have been assigned, and your retirement system.

Paycheck Number and Paycheck Date.

Employee ID (Unique identifier used to identify an
employee in PaySR), agency code, location, job title
and pay rate.

. Tax Data — This section of the stub summarizes

federal, state and local tax status data (i.e., single or
married, number of exemptions, etc.).

Hours and Earnings — This section of the stub item-
izes all types of earnings for the current pay period
and year-to-date.

Taxes — This section of the stub identifies tax with-
holdings for the current pay period and calendar
year-to-date for each tax category (i.e., federal, state,
local, social security, Medicare, etc.).

Before Tax Deductions — This section of the stub
identifies deductions from pre-tax income for the cur-
rent pay period and year-to-date.

. After Tax Deductions — This section of the stub item-

izes deductions from post-tax income (i.e., union
dues, SEFA, etc.).

NOTE: Benefits may also be listed for which no employee
contribution is made, such as non-contributory member-
ship in ERS. In those cases, the benefit will be listed with
no amount.

Please notify your Regional Business Office/Albany Personnel Office
immediately if you find any information on your paycheck that is incor-
rect, or if you change your name or address.

4



Benefits

NYS Employees’ Retirement
System Membership

As an hourly employee, you have the option of joining
the NYS Employees’ Retirement System. Should you join,
you will be required to contribute from your wages to that
system and a deduction will be taken from your biweekly
paycheck.

Social Security Coverage

All seasonal employees will have social security deduc-
tions taken from their paychecks.

Health Insurance Coverage

If your employment is for more than six months, you
should contact your regional business office regarding
eligibility for the health insurance benefit as prescribed by
your contract. You have 28 days to sign up for this ben-
efit if you are in a benefits eligible position.



Workers Compensation
Coverage

All seasonal employees are covered by the NYS workers
compensation statutory provisions. Benefits, including
pay, generally do not begin for the first seven days follow-
ing an “on the job” accident which results in your being
absent from work.

Seasonal employees in positions represented by UUP and
NYSCOPBA may be eligible for leave with pay for injuries
sustained in the line of duty. Use of such leave is to be
held to a minimum and, in no event, is it to exceed 3 days
or 24 hours pay per year, whichever is less.

Other Benefits

There are various benefits to which you may be entitled
as a seasonal employee. Among them are: the Employee
Assistance Program, tuition assistance, and the Deferred
Compensation Plan. For more information about these

or other benefits for which you may be entitled, ask your
supervisor or contact your regional business office/Albany
Personnel Office.



Employment Information

Duration of Employment

As a seasonal employee, we need you to help meet the
high standards and expectations of service that our pa-
trons deserve. You should understand, however, that your
employment relationship with the Office of Parks, Rec-
reation and Historic Preservation is temporary. It may be
terminated at any time, either by you or by the agency, for
any reason and without prior notice. The appointment let-
ter that you receive provides approximate dates for your
temporary employment which were based on operational
needs. It should not be interpreted as an expressed or
implied contract for continuing employment. The actual
duration of your employment may vary from the dates indi-
cated when you were hired. Factors such as the weather,
attendance and continued availability of funding can influ-
ence these estimates.

We will make every attempt to give you as much advance
notice as possible if your employment will be terminated
prior to any end date that may have been indicated when
you were hired.

We also expect that you will give us the same consid-
eration if you leave prior to the date that was discussed
when you were hired.



Union Representation

Your position is represented by one of four employee or-
ganizations: CSEA, PEF, NYSCOPBA or UUP. Union dues
or agency shop fees may be taken from your salary if you
choose to join one of these organizations.

If you have any questions, contact your regional business
office or your local union representative.

Pre-Shift Briefing Pay

Employees in Park Ranger positions are eligible for pre-
shift briefing pay if they are employed on a normal 35 to
40 hour work week schedule.

Orientation and Customer
Service Training Program

Early in the season, you will attend an orientation training
program designed to give you an overview of the Office
of Parks, Recreation and Historic Preservation, detailed
information on your work site and the role you perform in
serving the public. This training will show you how to use
courtesy skills to make your job easier and to assure that
the use of our facilities is pleasant for our patrons.

You should also familiarize yourself with available bro-
chures about your park, region and the Office of Parks,
Recreation and Historic Preservation (particularly the
Guide to New York State Operated Parks, Historic Sites
and their Programs). You may be surprised by the variety
of questions State Park visitors ask... and you will find real
satisfaction in being able to help them.



Work Record and Rating

You will be assigned to work for a supervisor who will
show you your duties and how you must do your job. Your
supervisor will direct you, assess your daily performance
and report on the quality of your work to their immediate
supervisor. You will be rated at the end of the season on a
permanent record which will be reviewed if you apply for
re-employment.

Complaint Procedure

If you have a problem concerning working conditions or
some other aspect of your job, you should discuss it with
your supervisor. If you and your supervisor are unable to
come to a satisfactory solution, you can pursue the mat-
ter in writing to the next level of supervision. You always
have the right to consult with your union representative if
you feel your complaint is justified. They will supply you
with the necessary forms to file a formal grievance which
must be submitted within contractual time frames. In most
cases, issues should be addressed and resolved informally
with your supervisor.

Chain of Command

If you have any questions about your job, please see:
First: your immediate supervisor

Next: the Bureau Director, Park or Historic Site
Manager

Then: the Regional Business Office
(if you are a regional employee)
or
the Albany Personnel Office
(if you are an Albany Office employee)



Internal Controls

Internal control is defined as the integration of the activi-
ties, plans, attitudes, policies, systems, resources and
efforts of the people of an organization working together
to provide reasonable assurance that the organization
will achieve its objectives and mission. Internal controls
also help OPRHP promote orderly, efficient and effective
operations, and produce quality services consistent with
its mission.

Every employee has the responsibility to follow internal
controls and assist in the efficiency and effectiveness of
the agency’s operations. Internal controls are not limited
to management. Employees are responsible for complying
with internal controls by:

« successfully fulfilling the duties and responsibilities
established in their job description;

« monitoring work to ensure it is done properly and
that errors are corrected promptly;

« meeting applicable performance standards;

- taking all reasonable steps to safeguard assets
against waste, loss, unauthorized use and misappro-
priation;

- adhering to all applicable policies and procedures;

« complete mandatory training to increase awareness
and understanding; and

 reporting breakdowns in internal control systems to
your supervisor or manager.

The procedures you are given are an example of inter-
nal controls and are designed to reduce risk and ensure
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efficient and effective operations. Good supervision is an
important part of the Internal Control system. Your super-
visor will be watching closely to make sure that you are
following proper procedures when you do your job. Man-
agers, auditors, and other employees will also be conduct-
ing surprise tests to make sure that procedures are being
followed. If you think you can improve the procedures for
your job, please discuss your ideas with your supervisor.

Following procedures and improving them is the responsi-
bility of every employee!

Equal Employment
Opportunity

Like all employees, seasonal employees are protected
under the State’s Equal Employment Opportunity policy
to ensure a work experience and environment that is free
from restraint, intimidation, harassment, discrimination and
retaliation. The positive steps in the Equal Employment
Opportunity policy include policies and procedures to
reflect city, state and federal laws against discrimination.
The laws include the NYS Human Rights Law, Americans
with Disabilities Act and the Civil Rights Act, to name a
few. To ensure the benefits of employment and enjoyment
of our parks and services, it is the responsibility of all em-
ployees to know about and obey these laws.

Under these laws, every applicant for employment, em-
ployee and patron must be treated with equality regard-
less of their race, color, national origin, age, sex, marital
status, family status, pregnancy-related condition, religion,
creed, citizenship or immigration status, mental or physi-
cal disabilities, Military status, prior criminal record, arrest
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record, sexual orientation, gender identity or expression,
predisposing genetic characteristics, status as a victim

of domestic violence, other factors which discriminate
against an employee or patron or favor one group of indi-
viduals or employees over another.

Reasonable Accommodations

In keeping with state and federal law, OPRHP’s policy is to
provide reasonable accommodations for individuals with
disabilities who can perform the essential functions of the
job they are applying for or in which they are employed.

A reasonable accommodation is an adjustment or modifi-
cation made to a job or work environment that enables a
person with a disability to perform the functions of a job in
a reasonable manner. Some examples of reasonable ac-
commodation include:

- a modified work schedule;
« acquisition or modification of equipment;

« reassignment of the non-essential functions of the
job;
- provision of an accessible worksite.

All otherwise qualified applicants and employees are
entitled to reasonable accommodation of disability or
temporary medical condition, including pregnancy-related
conditions. Accommodation is required if it is reasonable
and will assist in overcoming an obstacle caused by the
disability that prevents the person from applying for the
position, from performing the essential functions of the
position, or from receiving equal terms, conditions or privi-
leges of the position.

Unless the disability is obvious (e.g. employee’s use of a
wheelchair) the applicant or employee must inform the
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agency of the need for accommodation. The employee
also must provide reasonable medical documentation as
requested by the agency and engage in an interactive
process with the agency in order to reach an effective and
reasonable accommodation.

If you require a reasonable accommodation, please con-
tact the OPRHP’s Designee for Reasonable Accommoda-
tion in the Albany Human Resources Office or complete a
Reasonable Accommodation Request Form which can be
found on OPRHP’s Intranet.

Sexual Harassment

It is the policy of OPRHP to prohibit sexual harassment of or
by its employees. Every employee, regardless of their title,
workplace setting or terms of employment, has the right to
a workplace free of sexual harassment.

Sexual harassment is defined as any unwelcome sexual
advances, requests for sexual favors or other verbal or
physical conduct of a sexual nature when:

1. Submission to the conduct is either an explicit or
implicit term or condition of employment; or

2. Submission to or rejection of the conduct is used as a
basis for an employment decision affecting the person
rejecting or submitting to the conduct; or

3. The conduct has the purpose or effect of unreason-
ably interfering with an affected person’s work perfor-
mance, or creating an intimidating, hostile or offensive
work environment.

Engaging in inappropriate conduct of a sexual nature that
can adversely affect an employee’s working conditions,
even if not a violation of the law, may nevertheless violate
this Policy.
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Examples of behavior that may violate the policy:

Inappropriate physical actions of a sexual nature such as
cornering, leering, whistling, grabbing, brushing against
the body or other suggestive contact.

Unwelcome sexual advances, requests for dates or prop-
ositions, or displays including sexually-oriented gestures,
noises, remarks, jokes.

Display of sexually explicit material or images whether
electronic via computer or printed such as pictures,
magazines and calendars, etc.

Comments about a person’s sexuality or sexual experi-
ence. These include those made verbally, and/or via the
Internet, e-mail or texting.

Preferential treatment, or promises of preferential treat-
ment, to an employee for submitting to sexual conduct,
including soliciting or attempting to solicit any employee
to engage in sexual activity for compensation or reward.

Subjecting, or threats of subjecting, an employee to un-
welcome sexual attention.

Inappropriate comments or behavior of a sexual nature
toward pregnant or breast-feeding mothers in the work-
place.

Intentionally making performance of the employee’s job
more difficult because of that employee’s sex, gender iden-
tity, or sexual orientation.

Retaliation for opposing or reporting sexual harassment
in the workplace.

When an employee experiences sexual harassment, the
employee should promptly report it using the discrimina-
tion complaint process outlined below. The employee
may also report such conduct to a supervisor, managerial
employee, or the Human Resources Office.
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Complaint and Investigation Process

Employees and other individuals covered by this Policy
who feel sexual harassment or illegal discrimination has
occurred have certain rights under the law and various

administrative and legal remedies available to them.

Any State employee who has been subject to any dis-
crimination, bias, prejudice, harassment or retaliation
based on any of the protected classes may file a dis-
crimination complaint with the Office of Employee Rela-
tions (OER). All complaints of employment discrimina-
tion, including sexual harassment complaints, are now
investigated by OER’s Anti-Discrimination Investigations
Division (ADID). The New York State Employee Discrimi-
nation Complaint Form (“Complaint Form”) is located at
https://antidiscrimination.oer.ny.gov. The Complaint Form
is a web-based, fillable form, and after inserting the
required information, employees can send the complaint
directly to OER. The Complaint Form is confidential and
should not be shared with your supervisory chain.

All employees with supervisory responsibility are re-
quired to report any discrimination that they observe or
otherwise know about. A supervisor who has received a
report of workplace discrimination has a duty to report
it to OER ADID, even if the individual who complained
requests that it not be reported. Any discrimination or
potential discrimination that is observed must be re-
ported, even if no complaint has been made. Failure to
comply with the duty to report may result in disciplinary
and/or administrative action.
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All discrimination complaints and investigations will be
kept confidential to the fullest extent possible. This con-
fidentiality extends to the person alleging inappropriate
behavior, the accused individual(s) and witnesses inter-
viewed in the course of any investigation. Breaches of
confidentiality may constitute retaliation, which is a sepa-
rate and distinct category of discrimination.
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Safety

The Office of Parks, Recreation and Historic Preservation
is committed to a policy of providing a safe environment
for its patrons and employees. This policy includes compli-
ance with Federal and State laws, rules and regulations
and also assures all employees of their fundamental right
to know the health hazards which may result from work-
ing with toxic substances, excessive noise and other
potentially harmful agents. It is also the intent of the safety
program to create a safe visit for the pubilic.

The responsibility for safety lies with each and every em-
ployee, regardless of title or position. The program is co-
ordinated statewide by the Agency Safety Director in the
Albany Office. Each region has a designated Safety Man-
ager and Safety Team to assist managers and employees
in fulfilling the Safety program requirements including
reviewing accident reports, investigating complaints of
unsafe practices, and inspecting facilities for action to cor-
rect unsafe conditions or practices.

As an employee of the Office of Parks, Recreation and
Historic Preservation, it is your responsibility to comply
with safety procedures, use appropriate protective equip-
ment and footwear, safely maintain your work area, and
immediately report unsafe working conditions or proce-
dures to your supervisors or Regional Safety Manager.
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Preventing Employee Accidents

The Office of Parks, Recreation and Historic Preservation
has an excellent safety record. We need the help of all
employees to continue that record. Here are some ways
you can help prevent accidents:

« Understand the safe way to do your job. If you aren’t
sure, ask.

- Follow instructions.

« Use appropriate personal protective equipment (PPE)
and gear when necessary and directed.

» Report all unsafe conditions, such as broken equip-
ment, loose wiring, etc., to your supervisor.

» Be careful! Avoid unsafe acts such as lifting heavy
loads improperly, handling tools carelessly, and
engaging in practical jokes or horseplay while on the
job.

+ Keep your work station neat and clean.

« Familiarize yourself with the Stop Work Policy and
the Near Miss Reporting Procedure.

Careful employees avoid accidents to themselves and to
others. Should you have a work-related injury or illness,
you must first report it to your supervisor. Next, you must
report it to NYS’s Accident Reporting System. This is
done by calling 1-888-800-0029. All injuries or acci-
dents must be reported immediately. Check your union
contract to see if you are eligible for wages if you are
unable to perform your duties as a result of a work-related
injury. If so, you must verify your absence(s) with medical
documentation. Also, you cannot return to work without
medical clearance.
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Preventing Workplace Violence,
Domestic Violence and Gender
Based Violence

The Office of Parks, Recreation and Historic Preserva-
tion has established a policy, as required by statute, to
promote the goal of a violence free workplace. A copy
of the policy is available on the Agency’s intranet and

is posted in your facility. That policy states that our staff
must be able to pursue their work-related responsibili-
ties free from workplace violence. Workplace violence
(“WPV?) is generally defined as a physical assault or act
of threatening or aggressive behavior occurring where a
public employee performs a work-related duty. OPRHP’s
objective is to take steps to minimize the likelihood that a
workplace violence incident will occur and, to the extent
possible, mitigate the effects if it does occur.

All supervisors and employees are responsible for maintain-
ing a safe and secure workplace, utilizing safe work prac-
tices, fostering mutual respect, and following all policies,
procedures, and health and safety program requirements.

The Director of Park Police (for Park Police personnel) and
the Director of Health and Safety (for Operations and non-
Park Police administrative staff) are responsible for conduct-
ing a workplace violence program, including provisions for
completing a workplace violence hazard assessment with
annual reviews, development of prevention strategies as
well as employee training. That program provides opportu-
nities to authorized employee representatives to participate
in the operation of the program.

Any WPV incident that poses an immediate threat to you
or to a visitor’s safety should be reported directly to the
NYS Park Police or other local law enforcement entity
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and then to your supervisor. If you have a concern about
workplace violence, you should discuss it with your immedi-
ate supervisor, facility manager or a representative of the
Health and Safety Committee. If you are unable to report

a WPV incident to your immediate supervisor, you may
report non-emergency incidents to the Director of Health
and Safety (for Operations: 518-474-9776 or Director of
Park Police: 518-474-4029).

In addition to the Workplace Violence Prevention policy,
OPRHP has also established a policy regarding Gender
Based Violence and the Workplace. A copy of the policy
is available on the Agency’s intranet and is posted in your
facility. Domestic and Gender Based Violence is a serious
issue that affects the lives and safety of its victims who
come from all walks of life. OPRHP’s policy assures that
support and assistance will be provided to domestic and
gender based violence victims. If you or a co-worker is

a victim of domestic or gender based violence, you may
seek the help of a support person who has been trained
in how to provide referrals and assistance. You will find
the names of support persons on posters which are avail-
able at numerous locations in your facility. Your supervisor
can also give you the name and contact information of a
support person.
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Conduct

During your employment, you are required to follow the Code
of Conduct (just before the Table of Contents) as well as the
other rules and regulations in this handbook. You must also
obey any revisions or additions to these workplace rules
whether issued verbally or in writing.

Tour of Duty

1. Your work day and work week will be scheduled by
your supervisor. You may be required to work differ-
ent shifts so that the public is served during times of
peak usage. You will be expected to work on week-
ends and holidays as scheduled. If there is an emer-
gency which requires overtime (working in excess of
40 hours per week), you must have prior approval of
the Park/Historic Site Manager. Conversely, there may
also be periods when your supervisor will reduce your
work schedule, cancel the remainder of your workday
or advise you not to report to work as scheduled, de-
pending upon operational needs.

2. You may be eligible to be paid Holiday Pay for time
worked on holidays provided you actually worked on
the holidays. Check your union contract for details
and eligibility requirements.

3. You must be at your work station, in appropriate
clothing, prepared to begin work at your scheduled
start time.

4. If you are unable to report to work due to illness or
other legitimate reason you must notify your super-
visor prior to your scheduled start time. You should
provide as much advance notice of your absence as
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10.

1.

possible to allow your supervisor time to secure a re-
placement employee to cover your shift if necessary.
Poor attendance or tardiness may result in dismissal.

Break times will be staggered so that stations are
properly covered at all times. Breaks are not an
entitlement. Your supervisor can assign you to work
through a break if operationally necessary. Rest
rooms, First Aid stations and offices are not to be
used for lounging. Breaks are to be taken in desig-
nated areas only.

You may not leave your assigned station without au-
thorization from your supervisor.

You may not wash up or leave your work area before
your prescribed quitting time.

No informal parties, social functions or group meet-
ings may be held during working hours.

Use of electronic devices (cell phone, wireless hand-
held, MP3 player, iPod, etc.) is prohibited while you
are on duty to ensure your safety and attention to
your work. You may use them during your breaks or
at meal times.

Employees who are on Agency grounds while off
duty are bound by the rules and regulations appli-
cable to all other patrons.

State vehicles are to be used for State business

only. No passengers of any sort are allowed in State
vehicles except when necessary for conducting State
business. Personal cars are to be parked in assigned
parking areas only. Service drives are not to be used
without permission. All traffic regulations must be
observed. Employees must maintain a valid driver’s
license appropriate for the class of vehicle they will
be driving.
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12. Non-job related use of Agency software and equip-
ment, including but not limited to telephones, fax
machines, computers, internet access and copy ma-
chines is strictly prohibited.

Apparel and Identification Cards

Your appearance plays a very important role in the image
created of this agency. If you are issued a hat and apparel
(including shirts with agency logo) you must wear them
appropriately at all times. It is also your responsibility to
keep issued apparel clean and in good condition. Employ-
ees who return damaged clothing or equipment at the end
of the season will be charged for it.

While you are on duty breaks, your full issued apparel
must be worn. Remember, you are still projecting an im-
age which reflects on your facility and the agency.

An identification card may be issued to you. If an identifi-
cation card is issued, it should be worn in a safe and cor-
rect manner while on duty. Your supervisor will advise you
of how your identification card should be displayed. Identi-
fication cards must be returned at the end of your employ-
ment. If your identification card is lost, you should report it
to your supervisor immediately. A new card will be issued
but there may be a replacement fee.
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Lost Property

As an employee of the State Office of Parks, Recreation
and Historic Preservation, you cannot be deemed a legal
finder of any article discovered within park/facility bound-
aries. It is a criminal misdemeanor to fail to turn in a lost
article. You must process articles you find within the con-
fines of the facility as follows:

1. Take items you find in the vicinity of your assigned
post to your supervisor.

2. Turnin items you find while off duty to the park office
or to your supervisor.

Vandalism

All cases of vandalism or damaged property must be
reported to your supervisor immediately. Your supervisor
will make certain the proper action is taken.

Media Contact

If you are approached by the news media with questions,
you must inform the inquirer, in a polite and tactful man-
ner, that you are not authorized to reply. You should refer
the inquirer to your supervisor by providing their name,
title and telephone number. Offer no further comment and
answer no further questions — no matter how persistently
you are pursued.

Personal Use of Social Media

While you may share personal views and express yourself
as a private citizen on social media, you should take care
when using personal social media accounts. You should
never speak on behalf of OPRHP or appear to represent
the agency or a facility in an official capacity on your
personal accounts. In addition, you must not share any
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confidential, private, preliminary, or sensitive information
pertaining to your employment, your coworkers, or job
activities. IT-PRO-008, Agency Social Media Site Guide-
lines.

Public Contact

If your job requires personal or telephone contact with the
public, please note that:

« Conversation with the public- should be brief, help-
ful and courteous:

Smile.

Be polite.

Listen to what the person has to say.

Be patient and compassionate.

Respect cultural differences and special needs.
Remember, you represent the agency.

Telephone Use

When speaking to callers on the telephone, remember
that this may be the only contact many people have with
our agency. Treat callers in a friendly and businesslike
manner. The way you respond on the phone becomes an
important part of communicating the image of our agency.
Also, remember telephones are provided for carrying out
the agency’s business and not for personal calls. When
you answer the phone, use a greeting like the examples
below:

Good morning, New York State Parks
Good afternoon, Taconic Region

Good evening, Wildwood State Park
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More Telephone Tips.. ..

« When visitors request information that you cannot
supply, do everything possible to obtain the answer
from your supervisor or other employees. If you can-
not obtain the answer, tell them that you don’t know,
but that you will find out and contact them with the
correct information.

« When dealing with hostility, don’t escalate the situa-
tion by frowning or yelling. Speak softly and calmly.
Try to understand the person’s feelings and attitudes.
Acknowledge obvious problems and, if necessary,
seek assistance.

« All complaints from patrons/visitors should be report-
ed to your supervisor, including the following informa-
tion: name and address, date and time of complaint,
details of complaint, disposition, names and addresses
of witnesses.

Reports of lost patrons should be referred immediate-
ly to the park or historic site office.

Misuse of Facilities and Privileges

All employees are expected to maintain high standards
of conduct while in a State park facility, historic site or
office, whether on or off duty. Below are some examples
of behavior which is prohibited and which can result in
discharge and/or possible criminal action:

- Insubordination — refusal or failure to follow supervi-
sory instructions

» Repeated tardiness or poor attendance
« Repeated breaching of park rules

» Discourteous behavior to patrons, supervisors or
coworkers
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« Major violations of rules (for example: possession
or consumption of alcoholic beverages or controlled
substances on duty, sharing of passwords, bringing
dangerous materials into the park, site or office)

« Fighting

« Participating in dangerous horseplay or violating
safety rules

« Failure to report an accident involving State vehicles or
equipment

« Theft of time or State property

« Use of agency equipment/resources for personal
reasons

« Accepting a tip, gift or bribe offered as a sign of ap-
preciation for performance of your required duties

« Committing other illegal acts

« Soliciting merchandise from a park concessionaire on
credit or without paying by any employee

« Entertaining friends during working hours or extend-
ing privileges to them

« Misuse of State vehicles and equipment

« Non-job related use of Agency software and equip-
ment, including but not limited to telephones, fax ma-
chines, computers, internet access and copy machines
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Report Fraud,
Waste and Abuse

Employees are required to report known or suspected
theft, fraud or other similar irregularities. Employees may
report concerns to their supervisor, the Fraud Hotline or
the NYS Inspector General via the methods noted below.

What Should You Report?

. Theft

Conflicts of interest

Misuse of Agency equipment or vehicles
Embezzlement

Bribes or kickbacks

Abuse of work hours

Inappropriate use of Agency credit cards

« Gross disregard of regulations, policies, controls

To Report Fraud, Please Contact:
Email: Report.Fraud@parks.ny.gov

Phone: (518) 474-0449

Mail: Fraud Prevention Committee
Attn: Director of Internal Audit
625 Broadway
Albany, NY 12238

or the NYS Inspector General at
https://ig.ny.gov/inspector-general-complaints
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