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Conduct

As a Palisades Interstate Park employee, you are expected to
conduct yourself in a manner that will reflect favorably upon you
and the organization. Refrain from conduct that impairs the
efficiency of, or causes the loss of public confidence in the Park.

DO:

Maintain decorum, command of temper, and exercise
patience and discretion.

Conduct yourself in a professional manner at all times.
Be respectful, friendly, professional and courteous
towards visitors, co-workers and supervisory personnel.
Devote your full time and attention to official duties.
Give your name to persons who request it.

Perform your duties fairly, impartially, and judiciously.
Maintain assigned equipment in good operating
condition, and immediately report any malfunctions or
damage to your supervisor.

Respond truthfully to questions asked by a supervisor in
connection with matters relating to the official business
of the Palisades Interstate Park Commission.

Report punctually for duty and assignments at the time
and place designated.

Report all injuries incurred on the job to your supervisor, and file
written report with the Administrative office within 24 hours.



Foreword

Each year over a million visitors enjoy the multitude of
recreational and educational opportunities available at the New
Jersey Section of Palisades Interstate Park. These visitors rely on
courteous and caring staff to provide them with information and
assistance.

Seasonal employees are hired to enhance the services and
programs our visitors have come to expect. This handbook was
prepared to provide you with employment information. Read it
carefully, then please sign the agreement enclosed and submit it to
the Park office to confirm that you have received and read this
handbook.

Who We Are

The New Jersey Section of the Palisades Interstate Park is
located on the Hudson River along the eastern edge of Bergen
County, New Jersey. We are part of the parklands and historic
sites maintained by the Palisades Interstate Park Commission. The
land in our care was the first that the Interstate Commission
acquired after its creation in 1900, following a long public
campaign led by the New Jersey State Federation of Women's
Clubs to halt the destruction of New Jersey's Palisades Cliffs by
quarry operations.

The New Jersey Section of the Park was formally dedicated
in 1909. It is about 13 miles long and half a mile wide at its
widest point. The Park encompasses about 2,500 acres of wild
Hudson River shoreline, including the dramatic Palisades Cliffs.
Within these geographic boundaries lie 30 miles of hiking trails,
two public boat basins, four riverfront picnic areas, a scenic
River Drive, a cliff-top Interstate Parkway with three scenic
overlooks, a nature sanctuary, historic sites, and mile after mile
of rugged woodlands and vistas just minutes from midtown
Manhattan.



Assignment

Seasonal employment may begin as early as May 1% and
continue through October 31*" , with the primary focus of seasonal
employment from Memorial Day weekend through Labor Day.

You will be notified of your title, pay rate, assignment and
supervisor. It is your responsibility to report to your supervisor at
the indicated time and place. Part of your supervisor's job is to
familiarize you with the area of the park in which you are working.
Any questions you have pertaining to your assigned duties should
be directed to your immediate supervisor.

Training
Your supervisor will identify the training necessary for you to
perform your job, and will provide and/or arrange for that training.

Work Schedule, Lunch Periods and Breaks

Your supervisor will advise you of your work schedule (the
hours and days which you are to work). Most Palisades Interstate
Park facilities are open seven days per week, and seasonal
employees are expected to work on weekends and holidays.

Seasonal employees are not eligible for benefit time (time off
with pay) nor health or dental benefits. If you work a seven or
eight-hour day, you are entitled to an unpaid lunch break, and two
paid breaks during the workday: one fifteen-minute break during
the first half of your shift and one fifteen-minute break during the
second half. Your supervisor will advise you of your scheduled
lunch and break periods.

Work Hours and Overtime

As a seasonal employee, you will be scheduled to work no
more than 40 hours per week. At certain times you may be asked to
work over 40 hours in a week. You will be compensated at a rate
of one and one-half times your regular hourly rate for any hours
you work over 40 in one week. Overtime must be pre-approved.
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Timesheets

Every other Friday, you are required to submit a completed
timesheet that reflects the hours you worked during the past two
weeks. Your supervisor will instruct you on how to properly fill
out your timesheet. It is your responsibility to ensure that your
timesheet is properly completed in blue or black ink and is
returned to your supervisor on time. The timesheet is used to
verify your hours and to generate your paycheck. Timesheets must
be received by the Director of Operations by noon on the day after
the pay period ends. It is not the responsibility of the supervisor to
collect your timesheet. Failure to hand in your timesheet at the
appropriate time can affect when you will receive your paycheck.

Paychecks

Pay periods are done in two-week intervals, starting on a
Saturday and ending on a Friday. Paychecks are distributed on a
Tuesday. You can expect your first paycheck 18 days after the last
day of your first pay period (If you start on the first day of the pay
period it will take a full month to receive your first paycheck). This
18-day interval will be consistent during your employment with
the PIPC. A payroll sheet specifying pay periods and check dates
will be available from your Supervisor.

Take a look at your paycheck to ensure all information is
correct (such as your social security number, name, address,
deductions, etc.) When your seasonal position ends, please ensure
that the Accounting Department has your correct address. Your
W-2 form will be mailed sometime in January to the address that
appears on your paycheck. If you need to correct your address,
just complete a new Federal W-4 form, attach a note stating
"Change of Address" and forward it to the Accounting
Department. All employees must sign up for direct deposit.
Paycheck stubs will be mailed to address provided. Keep in mind
that it takes two pay periods for direct deposit to take effect.



Equipment

All shop equipment, hand tools, power tools, materials,
supplies, etc., are for Park business only. If you are entrusted with
equipment it is your responsibility to keep the equipment running.
Report damage to any equipment to your supervisor immediately.
All office equipment, including copying machines, computers,
software, fax machines, etc., are for official business only and are
not to be used for personal business. No personal computer
equipment is to be hooked up to any park phone line. State
telephones are for official business only. Damage to any
equipment while under your use must be reported to your
supervisor immediately and form RM-1A must be completed.

Electronic Devices

Electronic devices of any kind are prohibited. Cell phone
use should be restricted to emergency use only. If you have not
been issued a two-way radio or your message recipient is out of
reach you may use your cell phone to relay the message.

Two-Way Radios

If a supervisor allows you to use a two-way radio you will
obey the following communications protocol: Open with your
vehicle number and name to other vehicle number and name of
person you are trying to contact, state your inquiry, close with

received.
e 106 Bruce Wayne to 107 Clark Kent
e  Whatis your E.T.A. to the Ross Dock Picnic area?
e  Thank you. Received.

Facility Out-of-Order

If a facility is out of order you must notify your supervisor or area
manager immediately. If there is a safety hazard, take immediate
action to properly secure it from public access such as lock stalls or
restrooms, post out of order signs, turn off water supply. When all
that is done notify your supervisor and the park police.




Park Familiarization

It is your responsibility to become familiar with the general
operations and facilities of the Park area in which you work. You
will be asked questions by visitors and will be expected to know
the answers to most of them. Ask questions. Part of your
supervisor's job is to answer your questions and help you become
knowledgeable about the entire area where you work. A training
session will be conducted to orient you with the area and facilities
available.

Emergency Procedures

You will be instructed in emergency procedures for the area in
which you work. It is MANDATORY that you memorize these
procedures immediately. You must know how an emergency will
be handled and what your specific job will be.

First Aid/Injuries

All First Aid cases must be referred to the Park Police. The
Park Police will be responsible to secure medical assistance; i.e.,
ambulance, emergency/rescue squad, etc.

If you sustain any injury while performing your work
assignment, you must immediately report the injury to your
supervisor, and complete a First-Aid/Accident Report. If you need
medical treatment, you will be referred to the appropriate medical
facility. Failure to report the incident and complete the necessary
paperwork within 24 hours of the event may result in forfeiture of
medical reimbursement.

Park Violations

All violations must be reported to your supervisor. Do not attempt
to personally reprimand or detain a person who has violated a
Palisades Interstate Park regulation or law. Your primary duty is
to immediately notify a police officer, or your supervisor, and
follow his or her directions.



State Vehicle Usage
Seasonal employees who are authorized to drive a State vehicle
must adhere to the following:

e Use of state-owned vehicles or equipment is for PIPC business
only, and not for personal business.

e Drivers must possess a valid driver's license to operate a motor
vehicle in the State of New Jersey.

e Drivers are responsible for the security of State vehicles and
their contents.

e Drivers must obey all traffic regulations.

e Drivers are personally responsible for all traffic violations and
fines.

e Allowing a non-state employee to drive a State vehicle or
transporting a non-state employee in a state vehicle is
prohibited, and is grounds for immediate dismissal.

e Drivers are to use two-way radios for PIPC business only.

e ANY ACCIDENT OR DAMAGE OCCURRING WITH OR TO
A STATE VEHICLE MUST BE REPORTED TO YOUR
SUPERVISOR AND P.I.P.P.D. MMEDIATELY.

e The P.I.P.P.D. must respond to all accidents involving state
vehicles within the park in order to properly complete
accident reports.

e Form RM1.2 must be completed and submitted within 24hrs
of occurrence.

e Operator can be terminated if vehicle sustains any damage
while under their care.

e A state vehicle is not to be driven out of the assigned area
unless authorization is received from the Superintendent or
other authorized PIPC staff.

e In accordance with state law vehicles must not be left idling
when not in use.



¢ Accidents outside of the park must have police reports prepared
by the police department within whose jurisdiction the accident
occurred.

When operating a vehicle off roads such as on grass or on trails do

not exceed 5 mph. Be extremely alert of visitors, animals and/or

brush and rocks.

Personal Vehicle Usage

Be courteous to other Park patrons, cyclists, walkers etc.
and obey all traffic regulations and speed limits while driving on
Park property. Your personal vehicle must be parked in designated
parking spots. If a lot is full and you are forced to park in a non-
designated parking area, place park issued identification on the
driver’s side dashboard. Failure to do so may result in warning or
dismissal.

Lost and Found Articles

Any articles found in the Park should be kept in the ticket
booth until the end of the day. Any articles unclaimed at the end
of the day should be given to your supervisor or dropped off at the
Palisades Interstate Parkway Police. In accordance with PIPC
policy, found articles are retained for three months; at which time,
if the article has not been claimed, it becomes the property of the
State of New Jersey. However, if the article was found by a visitor
and is not claimed prior to the expiration of three months, the
article becomes the property of the finder.

Visitors reporting articles they have lost are to be referred
directly to the Palisades Interstate Parkway Police, where a written
record will be made of the loss. The owner will be notified if the
article is found.

Off Duty

When you are not on duty you are a visitor, and your actions
are to be governed as such. Your employment with the Park does
not entitle you to any special privileges.



Uniforms, Personal Appearance and Safety

Your supervisor will notify you of the type of uniform
required for your position. The uniform identifies you as a Park
employee. Seasonal employees are expected to have and wear
uniforms when they start work. Some employees will be issued
park shirts and hats that must be worn during their shift. Jeans are
prohibited. Khakis and/or cargo pants are ideal.

Uniforms may get dirty as a result of some work
assignments. It is required that each seasonal employee report to
work each day neat and clean. During the course of the day,
seasonal employees are expected to maintain a reasonable state of
neatness and cleanliness commensurate with assigned duties. This
includes, but is not limited to, neatly combed hair, clean hands,
clean uniform, neat appearance and overall good personal hygiene.

For your safety sandals, shorts, and jewelry that protrudes
from your body are prohibited. See your supervisor or the area
manager if you have any questions. Park issued uniforms must be
returned at the end of the season.

Palisades Interstate Park—Money Handling Policy

It is the employee’s responsibility to keep any funds issued to them
from the Park or collected from a patron safe and secure through
out the course of their entire shift. These funds must always match
the daily revenue report. Shortages, overages, and other variances
(theft, equipment malfunction, mechanical issues, theft by force)
involving these funds must be reported immediately and may
require a police investigation. The employee may be required to
replace any shortages, or missing moneys that do not have a valid
explanation. Repetitive inaccuracies in daily reports and/or poor
money handling may lead to reprimand or dismissal.



Absence, Tardiness, Inclement Weather, Requests for Time
Off and Leaving Work Site

If it is necessary for you to be absent from work due to
personal illness, it is your responsibility to contact your supervisor
prior to your scheduled starting time for that day. If you are unable
to contact your supervisor, you must notify the administrative
office. Absence from work without notifying your supervisor
or the administrative office will result in dismissal.

Requests of a non-emergency nature should be made on paper
through your supervisor with no less than two weeks notice. On the
request you shall write down the following information: Your
name, date, time, desired date(s) off. An effort will be made to
honor a limited number of requests. Peak season and holiday
requests will not be granted.

If you are going to be unavoidably late for work, you must
notify your supervisor or area manager prior to your scheduled
work shift. If you are unable to contact your supervisor, you must
notify the administrative office. Habitual tardiness and absence
will result in dismissal.

Unless your supervisor or area manager gives specific
instructions to the contrary, you must report to work on days of
inclement weather. If inclement weather should arise during your
shift, your supervisor or area manager reserves the right to send
you home. You will only be paid for hours worked. An inclement
weather policy will be made depending on your duties.

Any employee that leaves their assigned work site without

notifying their immediate manager or supervisor will result in
dismissal.
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Keys
If your assignment requires you to be entrusted with area

keys, it is expected that you will make every effort to prevent them
from being lost, stolen, misused or loaned to unauthorized
personnel. In the event a key entrusted to you is discovered
missing, you must report the loss immediately to your supervisor.
All personnel are prohibited from making, causing to be made, or
allowing to be made, any duplicate or copies of keys utilized for
any Palisades Interstate Park facility. Keys are not to leave the area
without the approval of the Supervisor and Superintendent. If you
are issued keys, they must be returned at the end of the season, or
prior to your separation. If you fail to return park property actions
may be taken through the Palisades Interstate Parkway Police to
retrieve items or payment for said items.

Termination Instructions

You are required to verbally notify the Superintendent or other
designated employee when you are terminating employment. Two
weeks notification prior to termination is required. On your last
working day, you are to return all equipment and accessories
furnished for your use during the season. This includes patches,
keys, park issued shirts and hats etc. If park property is not
returned, actions may be taken through the Palisades Interstate
Parkway Police to retrieve items or payment for said items.

You may be considered for reemployment next season
provided your work record and performance are satisfactory. If
you are interested and available for employment next year, you
should notify your supervisor prior to your separation. It is your
responsibility to ensure that the Park has your correct mailing
address to forward your last paycheck and W-2 form. The W-2
form will be mailed in January to the address that appears on your
last paycheck. If you need to change that address, complete a new
W-4 form, attach a note stating "change of address" and forward it
to the Park office.
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Grievances

If you have a grievance, bring it to your supervisor's attention
and discuss it away from the view of the public. If you cannot
reach a mutual understanding and a solution to the problem, you
may request, and will be granted, permission to discuss the matter
with the appropriate supervisor, Superintendent or his designee. If
you still do not reach a reasonable solution, you may request to
speak with the Superintendent.

Disciplinary Action

If you comply with the above instructions and regulations, and
perform your assigned duties to the best of your ability, you will
have a successful and productive work experience. However, if
you ignore instructions and regulations, or fail to perform your
assigned duties, you may expect progressive discipline, which will
include the following:

1. Your supervisor will call you aside and verbally notify
you of your shortcomings or failure to perform in an
acceptable manner.

2. Ifyou continue to break regulations or perform poorly,
your supervisor will give you a written warning.

3. Continued shortcoming or failure to perform will lead to
an immediate dismissal.

Gross negligence or highly unprofessional behavior will lead
to immediate termination.
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Sexual Harassment and Violence in the Workplace

In accordance with Park Policies and Procedures regarding
Sexual Harassment and Violence in the Workplace, all employees
have a right to work in an environment free from sexual
harassment and workplace violence. Any and all forms of sexual
harassment and violence in the workplace are prohibited. If you
believe you have been sexually harassed or threatened by anyone
in, or associated with, the Palisades Interstate Park, immediately
report this matter to your supervisor.

If your supervisor does not address the issue, you must notify
other supervisory personnel following the levels of authority listed
below, until the matter is appropriately handled:

1. Area Manager
2. Director of Operations
3. Assistant Superintendent
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DON'T:

e Argue with a visitor, supervisor or another employee.

e Use harsh, violent, profane or insolent language.

e Leave the boundaries of your assigned area, except in an
emergency or when directed by proper authority.

e Knowingly make, or cause to be made, any omission,
false, inaccurate, or improper entries in any official
records, forms or reports, including time sheets and cash
reports.

e Solicit any citizen or public official to communicate any
prize, thanks or commendation for services rendered.

e Invite or accept tips, gratuities, rewards, fees, favors, or
anything of value.

e Accept or exchange services with any concessionaire.

e Purchase or consume alcoholic beverages while on duty
or while in uniform.

e Knowingly use any controlled substances except for
medically approved use as prescribed by a physician.

e Loiter.

e Gossip.

e Gamble while on duty.

e Smoke in any Park office or vehicle.

e Sleep while on duty.

e Place alcoholic beverages or controlled substances into
any Park vehicle or building.

e Make, or cause to be made, duplications of records or
reports for other than official use.

e Use any private vehicle in the performance of duties,

except when authorized or in emergency situations.
e Pick up hitchhikers. It is prohibited by law. (39:4-59).

14



	Sexual Harassment and Violence in the Workplace
	Foreword
	Who We Are
	Assignment
	Training
	Work Schedule, Lunch Periods and Breaks
	Work Hours and Overtime
	Grievances
	Disciplinary Action
	Termination Instructions
	Timesheets
	Paychecks
	Equipment
	Facility Out-of-Order
	Absence, Tardiness, Inclement Weather, Requests for Time Off and Leaving Work Site
	Uniforms, Personal Appearance and Safety
	Palisades Interstate Park—Money Handling Policy
	Park Familiarization
	Emergency Procedures
	First Aid/Injuries
	Park Violations
	 Accidents outside of the park must have police reports prepared by the police department within whose jurisdiction the accident occurred.
	Personal Vehicle Usage
	Be courteous to other Park patrons, cyclists, walkers etc. and obey all traffic regulations and speed limits while driving on Park property.  Your personal vehicle must be parked in designated parking spots.  If a lot is full and you are forced to par...
	Lost and Found Articles
	Off Duty
	Conduct
	Table of Contents
	PARK COMMISSION
	P.O. BOX 155 ALPINE, NJ  07620
	Seasonal
	Employment


