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I. Response to Findings 

Finding F-1: There are no written San Bernardino County Superintendent of Schools 
plans and procedures to Detect, Delay, and Deter intruders. 

The SBCSS disagrees in part with this Finding. SBCSS agrees that it does not utilize the specific 
terminology “Detect, Delay, and Deter” (“DDD”) in its plans or procedures. With respect to 
programs and schools directly administered by SBCSS, there are individual School Safety Plans 
for each of its school sites, adopted in accordance with Education Code sections 32280-32289, 
which address elements of the DDD process and provide parallel measures to prevent, prepare for, 
and address emergency situations including those which may involve intruders and active shooters 
on campus. SBCSS has developed a School Safety Plan Template (“Template”) that is provided 
to each of its school sites, and posted on its website at the following address for use by County-
operated schools: https://www.sbcss.k12.ca.us/index.php/student-services/school-site-safety-
plans . 

The Template (and each School Safety Plan developed by SBCSS schools) contains plans and 
procedures which address elements of the “Detect” protocols in regard to: visitor registration 
(Template, p. 54), verbal or physical threats (Template, p. 139 et seq.), and intruders on campus 
(Template, p. 157-158). The Template also contains plans and procedures which address elements 
of “Delay” and “Deter” in regard to the various active shooter lockdown and lockout procedures 
and emergency responses. For example, the Template recommends the following actions for active 
shooter drills and responses: locking doors, covering windows, turning off lights, building 
barricades, reviewing classroom and all clear procedures, reviewing off-site evaluation locations, 
and silencing cell phones. (Template, p. 116; see also Template pp. 141-143, 159, 160-161.) 
Chapter 6 of the Template is dedicated to procedures for handling emergencies associated with 
natural disaster and technological incidents, in addition to human-caused emergencies, and such 
plans are intended to coordinate response and recovery efforts with local, State, and Federal 
agencies. (Template, p. 118 et seq.) SBCSS also utilizes Emergency Operations Center Standard 
Operating Procedures for crisis response and preparedness that is detailed in the School Safety 
Plan Template at pages 195-215. The procedures described therein are consistent with the 
Standardized Emergency Management System and the National Incident Management System that 
are developed by the Department of Homeland Security and the Federal Emergency Management 
Agency (FEMA). 

Finding F-2: Not all schools across San Bernardino County have perimeter fencing 
encircling the school campus creating a single point of entry. (Photo 1) 

The SBCSS disagrees in part with this Finding. At the outset, SBCSS notes that it is not aware of 
the specific school sites visited by the Grand Jury and has no reason to doubt the Grand Jury’s 
investigation. SBCSS offers the following additional information for the Grand Jury’s 
consideration. 

Each of the eleven (11) standalone school sites directly administered by SBCSS have perimeter 
fencing encircling the campus so as to create a single point of entry. In addition to these standalone 
sites, SBCSS has four (4) schools which are located in storefronts and therefore perimeter fencing 
is not feasible. There is a single point of entry to these schools and those doors remain locked 
during hours of operation. In addition, one or more security officers are also present at these sites. 
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With respect to schools administered by local school districts in the County, the County 
Superintendent and his staff endeavor to visit the more than 500 school sites in the County, which 
are spread across more than 20,000 square miles, as regularly as practicable and have observed 
school sites that are not entirely encircled with fencing so as to create a single point of entry. While 
SBCSS staff does perform inspections of fencing at 130 school sites within the County on an 
annual basis as a result of settlement in the Williams, et al. v. State of California, et al. case, such 
inspection is not for the purpose of determining whether the fencing encircles the school campus 
so as to create a single point of entry, but rather is for the purpose of evaluating the condition of 
school facilities and determining if school facilities are in “Good Repair” as defined in Education 
Code Section 17002(d) (1).  

Finding F-3: Detect, Delay and Deter procedures were inconsistent between school 
districts and between schools within the same school district. 

The SBCSS agrees with this Finding, insofar as it has no reason to doubt the investigation of the 
Grand Jury. SBCSS offers the following additional information, however, for the Grand Jury’s 
consideration. School districts are obligated to develop and approve their own School Safety Plans 
pursuant to Education Code section 32281(a) and 32288(a) for each of their schools. In addition, 
SBCSS notes that because school districts and individual schools within districts work with local 
law enforcement agencies, community leaders, parents, pupils, teachers, administrators, classified 
employees, and other persons who may be interested in the prevention of campus crime and 
violence, these involvements account for some of the differences in School Safety Plans across 
districts and individual school sites as schools and districts have different resources, needs, and 
cultures which necessarily impact the development of their School Safety Plans. (See Ed. Code 
§ 32280.)  

SBCSS further notes that it is currently in the process of developing a School Safety Network to 
provide resources to school districts within the County with respect to the development of School 
Safety Plans and to support and facilitate collaboration on other aspects of school safety. The 
Network is being organized by the SBCSS Safety Compliance Manager and will be comprised of 
district leaders and local law enforcement, among others.  

Finding F-4: Visits to schools highlighted the need for an impartial new perspective to 
evaluate current Detect, Delay, and Deter elements across county schools. 

The SBCSS agrees with this Finding. SBCSS offers the following additional information, 
however, for the Grand Jury’s consideration. SBCSS exercises discretion and authority over the 
School Safety Plans for those schools administered directly by SBCSS, and such schools have 
School Safety Plans which include elements of the DDD process (albeit without use of that specific 
terminology). The forthcoming School Safety Network will provide support to districts within the 
County with respect to the development and implementation of School Safety Plans and other 
aspects of school safety, which may include elements of DDD, as appropriate. 

Finding F-5: Schools consistently lacked current technologies such as: motion-sensitive, 
high-definition, video cameras, electronic door alarms and other 
technologies associated with modern, monitored alarm systems. 

The SBCSS disagrees in part with this Finding. At the outset, SBCSS notes that it is not aware of 
the specific school sites visited by the Grand Jury and has no reason to doubt the Grand Jury’s 
investigation. SBCSS offers the following additional information for the Grand Jury’s 
consideration. 
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With respect to SBCSS school sites, SBCSS has security cameras at each of its community and 
juvenile court schools.  

SBCSS is not currently aware of the specific technologies available at each and every one of the 
more than 500 school sites across the County. SBCSS agrees with this Finding insofar as it is 
reasonable to state that not every school within the County has motion-sensitive, high-definition 
video cameras, electronic door alarms, or “other modern technologies associated with modern, 
monitored alarm systems.” The availability and desirability of these technologies depends on the 
individual school districts’ and school sites’ infrastructure and leadership direction, among other 
factors. Such technologies require a significant capital investment and ongoing costs related to 
maintenance and support, all of which are at the discretion of local district superintendents and 
governing boards. 

This is one aspect of school safety that SBCSS intends to address within the School Safety Network 
currently being organized, including those practical and budgetary aspects which districts and 
schools may need to overcome in order to upgrade safety and technological systems as appropriate 
to suit their needs. For example, the Network may include staff from district technology, facilities, 
and business departments to discuss the available technologies in light of the various facility needs, 
as well identify potential sources of funds and vendors to facilitate the adoption of appropriate 
technologies.  

Finding F-6: Mental Health professionals to help in the early detection of troubled 
students were not on staff at most schools visited. 

The SBCSS disagrees in part with this Finding. At the outset, SBCSS notes that it is not aware of 
the specific school sites visited by the Grand Jury and has no reason to doubt the Grand Jury’s 
investigation. SBCSS offers the following additional information for the Grand Jury’s 
consideration.  

SBCSS employs mental health professionals at each of the schools administered by SBCSS. In 
total, SBCSS employs approximately twenty (20) clinicians in its Student Services Counseling 
Center. The Center provides mental health services to students in SBCSS direct instruction 
programs and offers mental health treatment to all students regardless of insurance benefit plan, 
has staff trained in suicide evaluation and prevention as well as trauma-informed practices, and 
mental health stigma reduction.  

With respect to schools administered by local school districts, SBCSS is aware that some districts 
have itinerant mental health professionals available to travel to each of the district schools as 
needed, while other districts/schools have mental health professionals on campus. SBCSS notes 
that there is currently proposed State legislation which would require school districts, county 
offices, and charter schools, to increase the presence of mental health professionals on school 
campuses. Specifically, Assembly Bill 8, introduced on December 3, 2018, would add Section 
49429.5 to the Education Code. This provision would require schools, by December 31, 2024, to 
have at least one mental health professional for every 600 pupils generally accessible to pupils on 
campus during school hours. Schools with fewer than 600 pupils would be required to do one of 
the following: 

(1) Have at least one mental health professional generally accessible to pupils on 
campus during school hours; 

(2) Employ at least one mental health professional to provide services to pupils at 
multiple schools; or 
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(3) Enter into a memorandum of understanding with a county agency or 
community-based organization for at least one mental health professional 
employed by the agency or organization to provide services to pupils. 

(See 2019 California Assembly Bill No. 8, California 2019-2020 Regular Session.) The proposed 
legislation would further define the role of the mental health professional in schools and provide 
credentialing requirements for these individuals. 

There are also additional mental health resources available within the County to district schools 
and students as a result of the organization working closely with other agencies such as San 
Bernardino County Department of Behavioral Health, Children and Family Services, Juvenile 
Court and Probation, community-based behavioral health organizations, and foster/adoption 
agencies.  

• The Desert/Mountain Children’s Center (“DMCC”) is a behavioral health program offering 
services to children and youth, birth to 22 years of age. DMCC offers a transdisciplinary 
team to provide a full array of services and programs comprised of a pediatrician, 
psychiatrist, clinical nurses, occupational therapists, and speech and language therapists. 
DMCC currently provides behavioral health services in over 200 County schools. DMCC 
also collaborates with a number of community organizations during the process of serving 
students and families.  

• The Southern Region Student Wellness Conference is a multi-day event designed to 
empower mental health professionals, administrators, educators, and school law 
enforcement to create positive change on school campuses. The conference features 
nationally recognized keynote speakers and engaging break-out sessions in the areas of 
Coordinated School Health, Positive Behavioral Interventions and Support, Mental Health, 
Positive Youth Development, Nutrition/Physical Activity, Restorative Practices, and the 
Impact of Trauma on Normal Brain Development, along with many others.  

• The Community Vital Signs initiative is a community-wide initiative supporting the 
Wellness element under the Countywide Vision. The initiative provides a community 
health improvement framework and basis for aligning resources to improve the health and 
wellness of County residents, including students. Vital Signs efforts are community-drive 
and guided by the San Bernardino County Transformation Plan, which provides a common 
understanding of key issues and how social determinants impact health. 

Finding F-7: The distance between some local school districts and the San Bernardino 
County Superintendent’s office inhibits frequent face-to-face meetings. 

The SBCSS agrees with this Finding. As indicated by the Grand Jury, San Bernardino County is 
geographically the largest County in the contiguous United States, spanning over 20,000 square 
miles. Nonetheless, in accordance with the mandate set forth in Education Code section 1240(c)(1) 
to visit and examine schools within the County at reasonable intervals, the County Superintendent, 
as well as his staff, endeavor to visit County schools as regularly as practicable. In addition, when 
SBCSS offers trainings and holds County-wide meetings, the organization typically makes several 
locations available at its various offices throughout the County and also provides remote telephonic 
and/or web access to attendees in districts that are distant from the SBCSS offices.  
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Finding F-8: There is no single individual responsible for School Safety Plans in the San 
Bernardino County Superintendent of Schools office. There is no Director 
of School Safety reporting directly to the Superintendent. 

The SBCSS disagrees with this finding. In March 2018, following the issuance of the California 
State Auditor’s “School Violence Report” in August 2017 (cited in the Grand Jury Report at page 
186), SBCSS hired Daniel Marmolejo as the organization’s Safety Compliance Manager. Mr. 
Marmolejo comes from a local law enforcement background, and brings many years of experience 
in school and community safety to SBCSS. Among other duties, the Safety Compliance Manager 
is responsible for the development of School Safety Plans for those school sites administered by 
the SBCSS. In addition to the Safety Compliance Manager, there is also a Tri-Regional Safety 
Committee which reviews the School Safety Plans developed for SBCSS schools. This Committee 
is comprised of school administrators, nurses, teachers, paraeducators, transportation 
representatives, parents, San Bernardino County Probation, and the San Bernardino County 
Sheriff’s Office. The Committee utilizes the “Compliance Tool for a Comprehensive School 
Safety Plan” developed by the California Department of Education (“CDE”) and makes 
adjustments to School Safety Plans as necessary. The Committee also ensures that the School 
Safety Plans are presented to the necessary stakeholders, such as local Fire Departments and other 
first responders, for review and improvements prior to being approved by the County 
Superintendent.  

The Safety Compliance Manager is working with local law enforcement and other stakeholders to 
organize the School Safety Network that will provide support and resources to local school districts 
for the development and implementation of their School Safety Plans.  Mr. Marmolejo will also 
serve an integral role in that network, which is anticipated to commence within several months of 
the date of this response. 

Finding F-9: There is no San Bernardino County Superintendent of Schools safety staff, 
available to monitor safety programs at 33 districts and 550 schools across 
the County. 

The SBCSS disagrees in part with this Finding. SBCSS staff is responsible for monitoring safety 
programs at those school sites administered by SBCSS. The role of SBCSS with respect to schools 
administered by County districts is more limited, and centered on the provision of support and 
resources. However, the School Safety Network that is being organized will help facilitate such 
services to the districts through collaboration, training, and resource sharing.  

Finding F-10: The CDE “Compliance Tool for a Comprehensive School Safety Plan” does 
not contain guidance on how to Detect, Delay, and Deter intruders from 
entering schools. 

The SBCSS agrees with this Finding. The CDE “Compliance Tool for a Comprehensive School 
Safety Plan” mirrors the requirements of Education Code section 32280 et seq., which statutory 
provisions neither reference the DDD framework, nor require adoption of that framework by 
school districts or county offices. Notably, however, as of January 1, 2019, Education Code section 
32282 was amended to require that School Safety Plans include “[p]rocedures for conducting 
tactical responses to criminal incidents, including procedures related to individuals with guns on 
school campuses and at school-related functions.” (Ed. Code § 32282(a)(2)(J).) In recognition of 
the varying needs of individual districts and school sites, that subdivision further provides: “The 
procedures to prepare for active shooters or other armed assailants shall be based on the specific 
needs and context of each school and community.” This requirement is also set forth in the CDE 
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“Compliance Tool for a Comprehensive School Safety Plan.” One way districts may satisfy this 
requirement is to include elements of DDD, as appropriate for the needs of individual districts and 
school sites, though the explicit use of that terminology is not required.  

In addition, legislation has been proposed by the California Senate which would add a requirement 
to Education Code section 32282 for schools to conduct and include in their School Safety Plans 
lockdown and “multioption response” drills. Such drills are intended to address situations 
presenting an immediate danger to pupils and staff such as the presence of an individual with a 
firearm, or one who is otherwise displaying erratic behavior on a school campus. (See 2019 
California Senate Bill No. 541, California 2019-2020 Regular Session.) Thus, while the CDE 
“Compliance Tool for a Comprehensive School Safety Plan” does not explicitly require use of the 
DDD process, it does require that parallel measures be included within the Plan to address these 
situations on school campuses, and, if enacted, the proposed legislation would expand upon these 
requirements. 

Finding F-11: Some Comprehensive School Safety Plans reviewed on school visits did not 
cover all required elements in accordance with the CDE, “Compliance Tool 
for Comprehensive School Safety Plan”. 

The SBCSS disagrees in part with this Finding. At the outset, SBCSS notes that it is not aware of 
the specific school sites visited by the Grand Jury and has no reason to doubt the Grand Jury’s 
investigation. To the extent this Finding is intended to refer to any of the schools administered by 
SBCSS, the organization disagrees with this Finding as each of the School Safety Plans developed 
by the SBCSS are in compliance with the requirements of Education Code section 32280 et seq. 
and contain the required elements set forth in the CDE “Compliance Tool for Comprehensive 
School Safety Plan.” 

With respect to School Safety Plans reviewed by the Grand Jury for district schools, SBCSS offers 
the following information for the Grand Jury’s consideration. While SBCSS does not have 
jurisdiction over the development, approval, or monitoring of school district safety procedures and 
School Safety Plans for the 33 school districts and over 500 individual school sites within the 
County, the requirements of School Safety Plans is one topic that will be addressed by the School 
Safety Network that is being organized by SBCSS. The Network will not only facilitate 
distribution of the SBCSS Template, but also discussions and sharing of best practices and specific 
elements of School Safety Plans that have been developed across districts and individual school 
sites based on the specific needs of those communities and campuses.  

Finding F-12: The framework in CDE Code, Section 35160.1 (b) provides great latitude 
to superintendents in their effort to create County-wide “Best Practices” for 
Detect, Delay, and Deter. 

The SBCSS disagrees in part with this Finding. While Education Code section 35160.1(b)1 does 
provide latitude to county superintendents of schools, there is also a limit to county 

	
1 Education Code section 35160.1(b) provides as follows:  

(b) In enacting Section 35160, it is the intent of the Legislature to give school districts, county boards 
of education, and county superintendents of schools broad authority to carry on activities and 
programs, including the expenditure of funds for programs and activities which, in the determination 
of the governing board of the school district, the county board of education, or the county 
superintendent of schools are necessary or desirable in meeting their needs and are not inconsistent 
with the purposes for which the funds were appropriated. It is the intent of the Legislature that 
Section 35160 be liberally construed to effect this objective. 
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superintendents’ authority with respect to autonomous local school districts. SBCSS may make 
recommendations on best practices available to local school districts, such as through the provision 
of the School Safety Plan Template, but the County Superintendent does not have authority to 
enforce such practices at the district level. The School Safety Network will certainly discuss DDD 
as one possible process that local school districts may adopt to address potential intruders on school 
campuses. However, SBCSS may not require districts to adopt this framework, and other programs 
and procedures will also be discussed and shared within the Network (which may include aspects 
of DDD, or other parallel intervention strategies) that school districts and individual school sites 
may implement at the local level, depending on their particular needs. 

II. Response to Recommendations 

Recommendation 19-29: Each District School Board and District Superintendent of Schools 
must ensure all school perimeters in their district are fenced to create a 
Single Point of Entry. The Single Point of Entry must be electronically 
locked and monitored. 

This Recommendation will not be implemented because it is not warranted or is not reasonable. 
This Recommendation is directed to local school districts, rather than SBCSS. Such security 
measures will, however, be a topic for discussion in the School Safety Network that is being 
organized. Individual school districts will then take into account the various community and school 
site needs and cultures, as well as budgetary and facilities considerations, in order to determine 
whether such fencing is reasonable for each of their school sites.  

As set forth in the response to Finding F-2 above, perimeter fencing with a single, locked and 
monitored, point of entry is currently in place at each of the eleven (11) standalone school sites 
administered by the SBCSS. As to the four (4) storefront school sites where such fencing is not 
possible, SBCSS provides a single, locked and monitored, point of entry. Accordingly, this 
recommendation will not be implemented at SBCSS-administered school sites because such 
measures are already in place. For those programs that are run by SBCSS staff on district school 
sites, some, but not all, campuses have perimeter fencing with a single point of entry that is locked 
and monitored. It is the policy of SBCSS, however, for all SBCSS staff working on district school 
sites to keep their classroom doors locked. As set forth above, SBCSS does not have the authority 
to require school districts to expend funds and install the recommended fencing. 

Recommendation 19-30: The San Bernardino County Superintendent of Schools, with the 
collaboration of all 33 local superintendents, must establish a County 
written policies and procedures manual of Detect, Delay, and Deter “Best 
Practices” for dissemination to schools within the County. 

This Recommendation requires further analysis. As set forth above, SBCSS is currently in the 
process of establishing a School Safety Network which will address, in part, issues identified by 
the Grand Jury. Thus, while SBCSS is open to exploring the potential development of a policies 
and procedures manual related to school safety, the organization hopes to take a more collaborative 
approach that focuses on peer-to-peer sharing of best practices, and the provision of resources and 
training to districts across the County. Such resources and training may include elements of DDD, 
but SBCSS is also open to exploring other processes and programs to address potential intruders 
and active shooters on school campuses. In addition, SBCSS would like to consider bringing this 
issue before the County Chief Business Official (“CBO”) Advisory Committee, which is 
comprised of the SBCSS Assistant Superintendent of Business Services, as well as CBOs from 
school districts across the County.  
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Therefore, SBCSS would like to initiate the Network and potentially bring this Recommendation 
to the CBO Advisory Committee to determine whether such a manual would be beneficial to 
school districts, or whether there are other measures that would be more practical (e.g. the 
provision of trainings on the development of School Safety Plans, active shooter drills and 
procedures, etc.). Given that the Network is anticipated to be launched within the next few months, 
SBCSS expects to analyze this Recommendation and determine whether and to what extent it will 
be implemented within six (6) months from the date of this response (by approximately February 
2020).  

Recommendation 19-31: Individual school principals and the school site councils must adopt 
Detect, Delay, and Deter “Best Practices” from the written policies, and 
procedures manual most appropriate to their school environment. 

With respect to local district schools, this Recommendation will not be implemented because it is 
not warranted or is not reasonable. This Recommendation is directed to local school districts, 
rather than SBCSS.  

In regard to SBCSS school sites, this Recommendation requires further analysis. As set forth under 
the response to Findings F-1 and F-11, above, SBCSS has adopted Education Code-compliant 
School Safety Plans for each of its school sites, and such Plans include elements of the DDD 
process, although such terminology is not explicitly used.  

Pursuant to Education Code section 32286(a), School Safety Plans must be reviewed and updated 
by March 1st of each year. Accordingly, SBCSS staff will examine this Recommendation within 
the context of the annual review and update of School Safety Plans and determine whether and to 
what extent the DDD process should be explicitly included within School Safety Plans, and/or 
whether some other policies and procedures should be adopted. This analysis is expected to take 
place within 6 months from the date of this response (by approximately February 2020).  

Recommendation 19-32: The San Bernardino County Superintendent of Schools must take a 
more proactive leadership position by organizing a technological team to 
include students and staff from school districts. This team should be 
directed to research and define a video surveillance and door alarm system 
to meet the needs of schools across the County. 

This Recommendation requires further analysis. In light of the unique needs, climates, budgetary 
constraints, and other local factors and influences, SBCSS does not anticipate that it will be 
feasible to recommend a single video surveillance and door alarm system for use at schools across 
the County. In addition, SBCSS does not agree that it would be appropriate to include students in 
these discussions, and therefore does not intend to implement that portion of the Grand Jury’s 
recommendation. SBCSS will, however, consider this Recommendation in conjunction with the 
School Safety Network that is being organized.  

As discussed under the response to Finding F-5, SBCSS believes it could be beneficial to include 
individuals from the SBCSS and district technology, facilities, and business departments in the 
network in order to discuss potential security system options, though not necessarily one uniform 
system that would be ultimately recommended for use in school throughout the County. SBCSS 
also notes that there are currently other active networks in place which may be appropriate to 
broach this issue. In particular, SBCSS facilitates Network and Technological Advisory Networks, 
whereby mailing lists have been established in order for district officials to communicate with each 
other regarding best practices on these topics. Where appropriate, SBCSS also provides “boots on 
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the ground” resources for districts through these Networks, particularly for those districts that do 
not have sufficient resources of their own (i.e., a dedicated technology department). In addition, 
and in partnership with Riverside County Office of Education, SBCSS has organized a Facilities 
Network that includes representatives from school district maintenance and operations 
departments across the County. SBCSS therefore intends to explore this Recommendation through 
the various networks described above and anticipates completing its analysis within six (6) months 
from the date of this response (by approximately February 2020).   

Recommendation 19-33: The San Bernardino County Superintendent of Schools, in 
collaboration with all 33 local superintendents, must act on the 
technological team’s recommendation, by researching the most efficient 
way to install these systems in all schools in San Bernardino County. 

This Recommendation will not be implemented because it is not warranted or is not reasonable. 
As set forth above under the response to Recommendation 19-32, SBCSS intends to further 
analyze the Recommendation to form a technological team to research and define a video 
surveillance and door alarm system, but as noted at the outset of that response, it would not be 
feasible to determine and recommend one uniform system for use at school sites across the County. 
Moreover, SBCSS does not have authority to require local school districts to expend funds for 
such systems and install them at district school sites. Accordingly, SBCSS cannot affirm that this 
Recommendation will be implemented. 

Recommendation 19-34: A clear communication chain of command must be established for 
each school. Schools must practice the chain of command during mandatory 
emergency drills. 

With respect to district schools, this Recommendation will not be implemented. SBCSS does not 
have authority to require and enforce a chain of command at schools operated by autonomous 
school districts. 

In regard to SBCSS school sites, this recommendation has already been implemented. Specifically, 
the recommended chain of command for emergency situations is described in detail in Chapter 8 
of School Safety Plan Template, at pages 188 to 192. SBCSS schools complete a detailed chart 
located at page 192 of the Template identifying the specific individuals within the chain of 
command at each school site. 

Recommendation 19-35: The San Bernardino County Superintendent of Schools must create 
an executive safety team to train all local district superintendents and school 
site councils in the correct use of the CDE, “Compliance Tool for 
Comprehensive School Safety Plan”. 

SBCSS anticipates implementing this Recommendation within the 2019-2020 school year, 
preferably prior to March 1, 2020, which is the deadline for district schools to review and update 
their School Safety Plans. While this Recommendation may not necessarily be implemented 
through an “executive safety team,” SBCSS intends to offer a standalone training for district 
officials and school site councils (which will be made available at multiple locations as well as via 
remote access for distant districts to participate), and/or to offer such training in conjunction with 
the School Safety Network that is being organized. 

Recommendation 19-36: Local school district superintendents must establish written 
procedures to review individual School Safety Plans in their district as 
mandated. 
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This Recommendation will not be implemented because it is not warranted or is not reasonable. 
This Recommendation is directed to local school districts, rather than SBCSS. Such procedures 
will, however, be discussed within the context of the School Safety Network, with SBCSS 
providing support and resources to local school districts on this regard. 

Recommendation 19-37: The [San Bernardino] County Superintendent of Schools must 
require local district superintendents to forward to the San Bernardino 
County Superintendent updated School Safety Plans for a compliance 
review as part of the requirement to “superintend” districts. 

This Recommendation will not be implemented because it is not warranted or is not reasonable. 
This Recommendation is outside of the authority and jurisdiction of the County Superintendent to 
enforce. Pursuant to Education Code sections 32281(a) and 32288(a)(1), local school districts are 
responsible for the overall development and approval of School Safety Plans for schools within 
their district, and the office of the county superintendent is responsible for the development of 
School Safety Plans for those schools under its direct administration. SBCSS is committed, 
however, to providing trainings and other available resources to help ensure that districts develop 
School Safety Plans that are in compliance with the requirements of the Education Code, including 
through the promulgation of the Template (linked above) and support offered through the School 
Safety Network and other trainings on this topic.  

Recommendation 19-38: The San Bernardino County Superintendent of Schools in 
cooperation with the San Bernardino County Board of Supervisors must 
establish a School-Centered Mental Health program to provide all 
principals one (1) or more mental health professionals including a minimum 
of one (1) Psychiatric Social Workers for each school. 

This Recommendation will not be implemented because it is not warranted or is not reasonable. 
SBCSS cannot respond to this Recommendation insofar as it is made to the San Bernardino County 
Board of Supervisors, which is an independent entity over which SBCSS does not have control, 
and which entity has not been requested to respond to the Grand Jury Report. Should the County 
Board of Supervisors be requested by the Grand Jury to respond to this Recommendation, SBCSS 
is open to conducting an analysis of this Recommendation along with the Board. However, SBCSS 
refers back to the response provided to Finding F-6 above, which outlines those mental health 
services that are currently provided to students by SBCSS as well as made available through other 
public County resources. 

Recommendation 19-39: The County Board of Supervisors must provide funding for a 
Countywide School-Centered Mental Health program to help troubled 
students, on campus and in the surrounding communities. Board of 
Supervisors funding is required to hire a sufficient school safety staff to 
oversee school safety issues across 33 districts and 550 plus public K-12 
schools in the County. 

The recommendation will not be implemented because it is not warranted or is not reasonable. 
SBCSS cannot respond to this Recommendation insofar as it is directed to the San Bernardino 
County Board of Supervisors, which is an independent entity over which SBCSS does not have 
control, and which entity has not been requested to respond to the Grand Jury Report. 

Recommendation 19-40: The San Bernardino County Superintendent of Schools must 
improve communication throughout the County, local school districts, and 
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schools, by using professional online video conferencing software. All 
districts and schools in San Bernardino County should use the same 
software and be able to participate online. 

This Recommendation will not be implemented because it is not warranted or is not reasonable. 
While SBCSS does not have the authority to require local school districts to expend funds and 
utilize particular video conferencing software, as set forth in the response to Finding F-7 above, 
when SBCSS offers trainings and holds County-wide meetings, the organization generally makes 
several locations available at its various offices throughout the County, and also offers provides 
remote telephonic and/or web access to attendees in districts that are distant from the SBCSS 
offices. SBCSS currently utilizes WebEx to provide such remote access, and the organization is 
able to extend licenses to school district attendees in order to facilitate their remote participation 
in meetings. If districts do not have the technological capability to participate via WebEx, then 
regional meeting and training locations provide an alternative avenue for their participation. 
SBCSS is committed to improving communication throughout the County districts and therefore 
will continue to utilize these measures and facilitate interaction and participation among even the 
most remote districts in the County.  

III. Conclusion 

SBCSS appreciates the Grand Jury’s interest in the safety of San Bernardino County schools. This 
is an area that the County Superintendent is committed to constantly improving and welcomes the 
input of the Grand Jury with respect to the responses provided herein. While SBCSS is limited in 
its ability to enforce some of the Recommendations made by the Grand Jury, SBCSS is devoted to 
providing guidance and support to County districts in this area and is looking forward to the 
collaboration of local school districts that will take place through the forthcoming School Safety 
Network. 

SBCSS will provide a supplemental response to update the Grand Jury on its efforts and analyses 
of the Recommendations provided herein at a later date. Should you have any questions in the 
interim, please feel free to contact Assistant Superintendent of Business Services Richard De Nava 
at richard.denava@sbcss.net or 909-386-2459. 

Sincerely, 

 
Ted Alejandre 
County Superintendent 



 

 

 

SECTION 4 
 

 

SAN BERNARDINO COUNTY 

BOARD OF SUPERVISORS 
 

 







 

 



 

 

 
 
 
 

 

o 
o 



 

 

 
 
 

o 
o 
o 

 

 

 
Year Classification Number of Staff Hired 

2016 SSP I-IV 84 
2017 SSP I-IV 48 
2018 SSP I-IV 153 
2019* SSP I-IV 82 
2016 SSP V 15 
2017 SSP V 12 
2018 SSP V 23 
2019* SSP V 10 

*Year to date through 7/22/19 
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San Bernardino Regional Parks 

Calico Ghost Town 
Address: 36600 Ghost Town Road Yermo, CA  92398 

Phone: 800-862-2542 

CALICO GHOST TOWN 

PARK WORKFLOW 

The Regional Parks Department has created a Park Workflow System to utilize various 

operational and workflow tools to ensure the successful operation of park facilities.  All staff are 

expected to adhere to and follow all workflow documents and schedules contained herein. 

Workflow Schedule: Calico Ghost Town 

The use of workflow schedules greatly enhances the efficient workflow of park staff.  Park 

Superintendent/Lead or designee will develop and post a two week master workflow schedule 

that takes into consideration all service points, restrooms, campgrounds, general maintenance 

and other assignments. Superintendent/Lead or their designee are expected to post a written 

workflow schedule every day. The workflow schedule is an official posted document to staff and 

is expected to be followed as a verbal direction. Staff may not alter the workflow schedule 

without approval from their supervisor.  

Daily Work Reports: Calico Ghost Town 

Each park employee will complete and submit a Daily Work Report (DWR) to the office by the 

end of each work day, which will detail work done on assignments for that day.  The accuracy of 

each report will be checked by the Superintendent/Lead or designee to ensure that work is being 

completed and that the quality of the work meets standards. 

Logs: Calico Ghost Town 

Logs have been created for various activities at the park.  It is important to accurately and 

consistently keep each log current. 
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San Bernardino Regional Parks 

Calico Ghost Town 
Address: 36600 Ghost Town Road Yermo, CA  92398 

Phone: 800-862-2542 

Workflow schedules will include the tasks listed below and utilize the designated abbreviations 

to indicate assigned tasks for staff:  

Calico Ghost Town Duties Code 

Split hour / 

Admin/Records ADM 

Break (personal) B 

Break coverage (others) BKS 

Customer Service CSV 

Campground Checks/Customer Service CCH 

Close Gate CLG 

Close Maintenance CLM 

Close Office CLO 

Close Park CLP 

Campgrounds Maintenance CMP 

Gate GT 

Housekeeping (Cabins/Bunkhouses/Displays/Museums) HKP 

Lunch L 

Maintenance/Special Projects MNT 

Office OFC 

Open Gate OPG 

Open Office OPO 

Open Park OPP 

Park Grounds Cleaning & Maintenance GR 

Restrooms Cleaning RR 

Supplies SUP 

Trash TR 

The following pages include definitions of the various duties that staff are expected to perform 

when assigned on the workflow schedule.  Tasks are to be completed within the assigned amount 

of time as directed by the Park Superintendent/Lead.   
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San Bernardino Regional Parks 

Calico Ghost Town 
Address: 36600 Ghost Town Road Yermo, CA  92398 

Phone: 800-862-2542 

OPENING PROCEDURES AT CALICO GHOST TOWN 

Opening procedures include: Office, Park, and Gate.  

Each of the four areas of responsibility will be opened by the staff member assigned that duty.  All opening 

procedures will be started promptly at the beginning of the assigned shift and completed before the park 

opens to visitors.  Using the list below, all opening procedures will be performed daily. 

 All work done must be documented on the Employee Daily Work Report so that future assignments will 

not include work that has already been completed. Include notes for all inspections, work done, and 

project details (current and needed) in your daily report.  If additional or extensive work is required 

beyond daily tasks, fill out a Park Maintenance Request Form submit to the park lead designee for 

assignment. 

Opening duties include, but are not limited to: 

1. PARK

a. Post

i. Daily Work List Schedule

ii. Special Projects List

b. Flags

i. Raise flags at the front gate

ii. Make note of flags that need to be replaced and fill out a Park Maintenance

Request Form and submit to the office

c. Unlock

i. Gate house

ii. Office

iii. Shop

2. OFFICE

a. Prepare banks for gate and break staff

b. Print

i. Daily camping list for gate and kiosks

ii. Campsite availability list for gate to give to campers

iii. Visitors list

iv. Other instructions for gate

3. GATE

a. Count and verify opening bank

b. Get gate instruction folder with forms, daily camping list, special visitor list, and other

information
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San Bernardino Regional Parks 

Calico Ghost Town 
Address: 36600 Ghost Town Road Yermo, CA  92398 

Phone: 800-862-2542 

ADMIN/RECORDS AT CALICO GHOST TOWN 

The daily designated park ADM will be assigned the administrative duties, along with other 

maintenance, cleaning, or customer service tasks.   

Using the list below, the daily Park Lead shall complete prescribed tasks and coordinate reports sent to 

the Regional Parks Administration Office.   

Duties include, but are not limited to: 

1. MORNING

a. Communications

i. Sign-out and carry park cell phone

ii. Make sure each ranger and the gate has a functioning radio

b. Daily assignments

i. Post Daily Work Flow

ii. Make and communicate adjustments as assigned by Superintendent/Lead

c. Park Maintenance Requests

i. Check PMR log for unfinished or priority requests

ii. Prepare PMR daily list for park staff assigned to Maintenance duties

2. LOGS & INSPECTIONS

a. Conduct inspections throughout the park as assigned, or as necessary

b. Maintain log books

3. PROJECT AUTHORIZATIONS FORMS

a. Fill out and submit Project Authorization Forms; this may be delegated as authorized by

Superintendent/Lead

4. AFTERNOON

a. Send Daily Packet to park manager

i. Daily Work Reports

ii. Park Maintenance Request Log

iii. Refund Requests

iv. Customer Service Feedback

v. Other logs
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San Bernardino Regional Parks 
 

Calico Ghost Town 
Address: 36600 Ghost Town Road Yermo, CA  92398 

Phone: 800-862-2542 

RESTROOMS AT CALICO GHOST TOWN 

 

Restrooms are expected to be checked and cleaned at least twice per day as directed by the workflow 

schedule.  It is the responsibility of the assigned staff to clean and inspect restrooms and advise the Park 

Superintendent/Lead or designee of any maintenance concerns during an assigned restroom shift.   

 

Restroom Cleaning/Maintenance Log 

All cleaning and maintenance is to be documented on the “Restroom Cleaning/Maintenance Log” each 

time the restroom is cleaned, inspected and/or a maintenance task is completed.  A complete entry 

includes filling in date, time, staff initials and indicating completion of each task by placing a check mark 

on the row corresponding to the each item.  Additionally, comments are expected to be added as needed.  

Below is an example of a complete log entry: 

 

 
 

These forms are to be removed and filed weekly on Mondays by the Park Lead. 

All work done must be documented on the Employee Daily Work Report so that future assignments will 

not include work that has already been completed. Include notes for all inspections, work done, and 

project details (current and needed) in your daily report.  If additional or extensive work is required 

beyond daily tasks, fill out a Park Maintenance Request Form submit to the park lead designee for 

assignment. 

Restroom tasks include, but are not limited to: 

1. FLOORS 

a. Sweep 

i. Use broom and dust pan to remove dirt, dust, debris from all floors  

b. Mop 

i. Use wet mop with sanitizing solution to clean all areas under and around toilets,  

under sinks, and entrance and walk ways 

2. TOILETS 

a. Brush/Cloth 

i. Use toilet brush to clean inside bowls, the top and underside of seats, and floor 

around base of toilet 

ii. Wipe lip and outside of toilet with a wet cleaning cloth 

iii. Leave seats raised to air dry 

 

b. Maintenance 

i. Tighten toilet seats as needed; replace if broken and unrepairable. 

ii. Fix minor leaks at hardware or pipes 

iii. If repairs require more than minor fixes or adjustments, fill out a Park 

Maintenance Request Form submit to the park ADM designee for assignment 

Date Time Floors Sinks Toilets Urinals Counters Lighting Stock Initials Comments

1/2/2016 9:00AM √ √ √ √ √ √ √ KP Faucet on left has a slow drip
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San Bernardino Regional Parks 
 

Calico Ghost Town 
Address: 36600 Ghost Town Road Yermo, CA  92398 

Phone: 800-862-2542 

 

3. TRASH 

a. Remove bags from cans, barrels, and sanitary containers 

b. Replace bags in each 

4. SINKS 

a. Use spray bottle with sanitizing solution or Comet and cleaning cloth to wipe faucet, 

bowl, rim, and underside of each sink 

5. WALLS 

a. Wipe all walls with cleaning cloth and wet solution to remove dirt, scuffs, and splash 

marks 

b. Remove any graffiti or vandalism 

c. Wipe mirrors using glass cleaner solution and a dry cleaning cloth 

d. Remove spider webs from corners 

6. INFANT CHANGING STATIONS 

a. Use a spray bottle with sanitizing solution and a cleaning cloth to wipe down infant 

changing station, inside and out.   

b. Remove any stains or graffiti   

7. CEILINGS AND LIGHTING 

a. Inspect and clean ceiling area 

b. Inspect, clean, and make minor repairs to lighting fixtures as needed, including 

replacement of light bulbs 

8. PAPER GOODS 

a. Restock paper goods and soap as necessary throughout entire restroom 

b. Inspect, clean, and make minor repairs to broken toilet paper, hand towel, or soap 

fixtures; if unable to repair, report the necessary repair on a Park Maintenance Request 

Form and submit to park office. 

9. SUPPLY CLOSETS 

a. Clean area after each use  

i. Rinse thoroughly all cleaning cloths, brushes, mops, buckets, spray bottles or 

other tools used 

ii. Sweep and mop floor to remove dirt or excess liquids 

iii. Wipe walls and door to remove dirt or excess liquids 

iv. Clean and organize supply shelves; make a note of supplies needed for next 

cleaning 

v. Remove used supplies, equipment, empty containers, or trash from the area; 

unused supplies and equipment should be returned to shop or supply storage. 

vi. ENTER DATE, TIME, AND INITIALS ON DAILY LOG 
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San Bernardino Regional Parks 
 

Calico Ghost Town 
Address: 36600 Ghost Town Road Yermo, CA  92398 

Phone: 800-862-2542 

CAMPGROUNDS AT CALICO GHOST TOWN 

Campgrounds are expected to be checked as directed by the workflow schedule.  It is the responsibility of 

the assigned staff to clean and inspect campgrounds and advise the Park Superintendent/Lead or designee 

of any maintenance concerns during an assigned campground shift.   

 

Campgrounds Cleaning/Maintenance Log 

All cleaning and maintenance is to be documented on the “Campground Cleaning/Maintenance Log” each 

time a campground is cleaned, inspected and/or a maintenance task is completed.  A complete entry 

includes filling in date, time, staff initials and indicating completion of each task by placing a check mark 

on the row corresponding to the each item.  Additionally, comments are expected to be added as needed.  

Below is an example of a complete log entry: 

 

 
                                          

All work done must be documented on the Employee Daily Work Report so that future assignments will 

not include work that has already been completed. Include notes for all inspections, work done, and 

project details (current and needed) in your daily report.  If additional or extensive work is required 

beyond daily tasks, fill out a Park Maintenance Request Form submit to the park lead designee for 

assignment. 

Campground duties include, but are not limited to: 

1. GROUNDS 

a. Dirt areas (other than campsites, including surrounding hillsides) 

i. Remove trash, weeds, other debris 

b. Roadways 

i. Sweep; remove trash, dirt, rocks, and other debris 

c. Concrete areas (amphitheater, surrounding restrooms) 

i. Sweep; remove trash, dirt, rocks, and other debris; inspect for damage, graffiti, 

etc. 

d. Trees 

i. Trim branches away from RV parking areas; remove excessively drooping limbs 

and suckers 

e. Signage 

i. Inspect all signage, including site numbers; clean, repair, replace as needed 

2. SITES 

a. Pads 

i. Clean – remove trash or other debris 

ii. Smooth – use rake, shovel, or tractor to smooth and level campsites; fill rain 

ruts 

b. Pedestals 

i. Inspect – check for any damage and if in working order 

c. Hook-up pads 

Date Time Tables Trees Lighting Signage Water Fire Rings BBQ's Initials Comments

1/2/2016 9:00AM X X X X X X X KP Picnic table seat needs repair

ATTACHMENT 2



San Bernardino Regional Parks 
 

Calico Ghost Town 
Address: 36600 Ghost Town Road Yermo, CA  92398 

Phone: 800-862-2542 

i. Clean 

d. Water spigots 

e. Site numbers 

3. AMENITIES 

a. Barbeques 

b. Fire Rings 

c. Dump Stations 

d. Kiosks 

e. Lighting 

f. Picnic Tables 

 

Park Superintendents/Leads are expected to review the Campground logs at least once per 

week to ensure proper completion of tasks by staff as well as to identify potential projects or 

repairs to restroom facilities.  
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Calico Ghost Town 
Address: 36600 Ghost Town Road Yermo, CA  92398 

Phone: 800-862-2542 

FRONT GATE AT CALICO GHOST TOWN 

Staff members assigned to the gate are the first point of contact for customers entering the 

park. It is expected that staff follow the County Service First Model of Customer Service when 

interacting with customers.  The primary responsibility for staff scheduled at the front gate is 

as a cashier which requires staff to follow and adhere to County and Department cash handling 

guidelines.  In addition, staff are to be knowledgeable about amenities, fees, resources and 

upcoming events or programing occurring with the park.   

The park entrance gate will be staffed continually beginning at 7:30 a.m. and closing at 5:00 

p.m., daily.

This work list includes duties for opening, daily operation, and closing the park front entrance 

gate.  Staff assigned will perform duties for the period they are assigned. 

Gate duties include, but are not limited to: 

1. OPENING

a. Bank

i. Verify daily cash bank

b. Logs

i. Prepare daily logs

1. Camping check-in

2. Survey (as provided)

c. Materials

i. Prepare visitor materials

2. FEE COLLECTION

a. Greet Customers

i. “Good morning/afternoon”

ii. “Welcome to Calico Ghost Town”

iii. “How many visitors do you have?” (Calico only)

iv. “What are the ages of your visitors?” (Calico only)

b. Collect

i. Inform guest of total amount before entering into register

ii. Collect fees and enter into register

iii. Give guest register receipt

3. CAMPING RESERVATIONS

a. Log

i. Number of visitors checking in

ii. Number of vehicles

iii. Number of pets

4. CLOSING

a. Lock
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Calico Ghost Town 
Address: 36600 Ghost Town Road Yermo, CA  92398 

Phone: 800-862-2542 

i. Gate house  

b. Cash 

i. Reconcile cash drawer and fill out reconciliation form 

ii. Create bank for tomorrow’s shift 

c. Logs 

i. Enter camping reservation check-in information into reservation 

system 

d. Post 

i. Print evening camping reservation list and post in campground 

kiosks (3) 

ii. Inspect information at kiosks and remove or replace as appropriate 

1. After hours contact information 

2. Event flyers 

3. Other announcements 
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Calico Ghost Town 
Address: 36600 Ghost Town Road Yermo, CA  92398 

Phone: 800-862-2542 

OFFICE AT CALICO GHOST TOWN 

The park office will be staffed daily and continually beginning at 8:30 a.m. and closing at 5:30 p.m., daily. 

 

This work list includes duties for opening, daily operation, and closing the park office.  Staff assigned will 

perform duties for the period they are assigned. 

 

Office duties include, but are not limited to: 

 

1. OPENING 

a. Bank 

i. Verify daily cash bank 

b. Logs 

i. Prepare daily logs 

1. Camping check-in 

2. Survey (as provided) 

c. Materials 

i. Prepare visitor materials 

2. FISCAL ACCOUNTING 

a. Daily and weekly forms; prepare and submit 

b. Bank deposit 

3. CUSTOMER SERVICE 

a. Greet customers (at counter or on telephone) 

i. “Good morning/afternoon” 

ii. “Welcome to” (counter) or “Thank you for calling” (phone) “______” 

iii. “This is NAME, how may I help you?” (phone) 

b. Fee collection 

i. Inform guest of total amount before entering into register 

ii. Collect fees and enter into register 

iii. Give guest register receipt 

4. RESERVATIONS 

a. Camping 

b. School 

c. Other (wedding, event, etc.) 

5. ADMINISTRATIVE  

a. Logs 

i. Daily Work Reports 

ii. Maintenance Requests 

iii. Other logs 

6. CLOSING 

a. Cash 

i. Reconcile cash drawer and fill out reconciliation form 

ii. Create bank for tomorrow’s shift 

b. Logs 
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i. Enter camping reservation check-in information into reservation system

c. Post

i. Print evening camping reservation list and post in campground kiosks (3)

ii. Inspect information at kiosks and remove or replace as appropriate

1. After hours contact information

2. Event flyers

3. Other announcements

d. Lock

i. Safe room and set alarm

ii. Park office door and set alarm
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Calico Ghost Town 
Address: 36600 Ghost Town Road Yermo, CA  92398 

Phone: 800-862-2542 

PARK GROUNDS CLEANING & MAINTENTANCE AT CALICO GHOST TOWN 

 

Park Grounds will be checked as assigned using the list below. Inspections of all areas should be done 

when assigned parks grounds duty.   

All work done must be documented on the Employee Daily Work Report so that future assignments will 

not include work that has already been completed. Include notes for all inspections, work done, and 

project details (current and needed) in your daily report.  If extensive work is required routine 

maintenance, fill out a Park Maintenance Request Form submit to the park lead designee for assignment. 

Park Grounds duties include, but are not limited to: 

1. TRASH 

a. Remove trash from all areas of the park grounds 

2. FENCES 

a. Parking lot 

3. WALKWAYS 

a. Playground area 

b. Restrooms 

c. Pool area 

d. Parking areas 

4. HANDRAILS 

a. Steps 

5. GARDEN AREAS 

a. Trees 

b. Weeds 

c. Debris 

d. Displays 

6. SIGNAGE 

7. PARKING LOTS 

a. Trash  

b. Debris 

8. AMENITIES 

a. Benches 

b. Picnic Tables 
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Phone: 800-862-2542 

GENERAL MAINTENANCE AT CALICO GHOST TOWN 

Park employees assigned to maintenance will be given a daily list of outstanding or priority projects to be 

completed or worked on throughout the day.   

General maintenance duties include, but are not limited to: 

1. RESTROOMS

2. BUILDINGS

3. WATER/SEWER LINES

4. HEATING/VENTALATION/COOLING SYSTEMS

5. CAMPGROUNDS

6. PARK GROUNDS

7. PARK YARD/SHOP/BONE YARD

a. Work benches

b. Equipment

c. Storage areas

i. Tools

ii. Parts and supplies

iii. Hazardous materials storage areas

iv. Event decorations

v. Outside containers

d. Employee lockers

e. Vehicle parking

f. Fuel station

g. Water tanks area
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Calico Ghost Town 
Address: 36600 Ghost Town Road Yermo, CA  92398 

Phone: 800-862-2542 

HOUSEKEEPING AT CALICO GHOST TOWN  

 

Housekeeping duty includes the cleaning and maintenance of all park and display areas, including:   

Using the list below, each area listed will be inspected, cleaned, and maintained when assigned 

housekeeping “HKP” duty  

All work done must be documented on the Employee Daily Work Report so that future assignments will 

not include work that has already been completed. Include notes for all inspections, work done, and 

project details (current and needed) in your daily report.  If additional or extensive work is required 

beyond daily tasks, fill out a Park Maintenance Request Form submit to the park lead designee for 

assignment. 

Housekeeping duties include, but are not limited to: 

 

1. Clean office 

2. Clean Maintenance Shop  

3. Organize supply sheds 

4. Clean and service tools 

5. Clean Gate House 
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CLOSING PROCEDURES AT CALICO GHOST TOWN  

Closing procedures include: Park, Office, Maintenance, and Gate.  

Each of the four areas of responsibility will be closed by the staff member assigned that duty.  All closing 

procedures will be started at the appointed time near the end of the assigned shift and completed when 

the park has closed to visitors.  Using the list below, all closing procedures will be performed daily. 

 All work done must be documented on the Employee Daily Work Report so that future assignments will 

not include work that has already been completed. Include notes for all inspections, work done, and 

project details (current and needed) in your daily report.  If additional or extensive work is required 

beyond daily tasks, fill out a Park Maintenance Request Form submit to the park lead designee for 

assignment. 

Opening duties include, but are not limited to: 

1. PARK 

a. File 

i. Daily Work List Schedule 

ii. Special Projects List 

iii. Daily Staff Work Reports 

b. Flags 

i. Lower flags at the front gate and in town 

ii. Fold properly and store in designated location 

c. Lock 

i. Restrooms 

2. OFFICE 

a. Post 

i. Daily Communication  

b. Lock 

i. Arm safe room alarm 

ii. Lock front door 

3. GATE 

a. Lock  

i. Gate house  

b. Cash 

i. Reconcile cash drawer and fill out reconciliation form 

ii. Create bank for tomorrow’s shift 

c. Logs 

i. Enter camping reservation check-in information into reservation system 

ii. Enter bus tracking information into electronic log 

d. Post 

i. Print evening camping reservation list and post in campground kiosks (3) 

ii. Inspect information at kiosks and remove or replace as appropriate 

1. After hours contact information 

2. Event flyers 
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3. Other announcements 
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GLEN HELEN REGIONAL PARK OPERATIONS 

PARK WORKFLOW  

The Regional Parks Department has created a Park Workflow System to utilize various 

operational and workflow tools to ensure the successful operation of park facilities.  All staff are 

expected to adhere to and follow all workflow documents and schedules contained herein. 

Workflow Schedule: Gelen Helen Regional Park 

The use of workflow schedules greatly enhances the efficient workflow of park staff.  Park 

Superintendent/Lead or designee will develop and post a two week master workflow schedule 

that takes into consideration all service points, restrooms, campgrounds, general maintenance 

and other assignments. Superintendent/Lead or their designee are expected to post a written 

workflow schedule every day. The workflow schedule is an official posted document to staff and 

is expected to be followed as a verbal direction. Staff may not alter the workflow schedule 

without approval from their supervisor.  

Daily Work Reports: Gelen Helen Regional Park 

Each park employee will complete and submit a Daily Work Report (DWR) to the office by the 

end of each work day, which will detail work done on assignments for that day.  The accuracy of 

each report will be checked by the Superintendent/Lead or designee to ensure that work is being 

completed and that the quality of the work meets standards. 

Logs: Gelen Helen Regional Park 

Logs have been created for various activities at the park.  It is important to accurately and 

consistently keep each log current. 
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Workflow schedules will include the tasks listed below and utilize the designated abbreviations 

to indicate assigned tasks for staff:  

Glen Helen Duties Code 
  

Split hour /  

Admin/Records ADM 

Break (personal) B 

Break coverage (others) BKS 

Customer Service CSV 

Close pool area CLPA 

Campground Checks/Customer Service CCH 

Close Gate CLG 

Close Maintenance CLM 

Close Office CLO 

Close Park CLP 

Campgrounds Maintenance CMP 

Gate GT 

Housekeeping (Gate, breakroom, maintenance area, office) HKP 

Lunch L 

Maintenance/Special Projects MNT 

Office OFC 

Open Gate OPG 

Open Office OPO 

Open Park OPP 

Park Grounds Cleaning & Maintenance GR 

Restrooms Cleaning RR 

Supplies SUP 

Trash TR 

Pool maintenance  PM 
 

 

The following pages include definitions of the various duties that staff are expected to perform 

when assigned on the workflow schedule.  Tasks are to be completed within the assigned amount 

of time as directed by the Park Superintendent/Lead.   
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OPENING PROCEDURES AT GLEN HELEN REGIONAL PARK 

Opening procedures include: Office, Park, and Gate.  

Each of the four areas of responsibility will be opened by the staff member assigned that duty. 

All opening procedures will be started promptly at the beginning of the assigned shift and 

completed before the park opens to visitors.  Using the list below, all opening procedures will be 

performed daily. 

 All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Opening duties include, but are not limited to: 

1. PARK

a. Post

i. Daily Work List Schedule

ii. Special Projects List

b. Flags

i. Raise flags at the front gate

ii. Make note of flags that need to be replaced and fill out a Park

Maintenance Request Form and submit to the office

c. Unlock

i. Shop

ii. Office

iii. Gate house

iv. Restrooms

2. OFFICE

a. Prepare banks for gate and break staff

3. GATE

a. Count and verify opening bank

b. Get gate instruction folder with forms, daily camping list, special visitor list, and

other information
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ADMIN/RECORDS AT GLEN HELEN REGIONAL PARK 

The daily designated park ADM will be assigned the administrative duties, along with other 

maintenance, cleaning, or customer service tasks.   

Using the list below, the daily Park Lead shall complete prescribed tasks and coordinate reports 

sent to the Regional Parks Administration Office.   

Duties include, but are not limited to: 

1. MORNING

a. Communications

i. Sign-out and carry park cell phone

ii. Make sure each ranger and the gate has a functioning radio

b. Daily assignments

i. Post Daily Work Flow

ii. Make and communicate adjustments as assigned by

Superintendent/Lead

c. Park Maintenance Requests

i. Check PMR log for unfinished or priority requests

ii. Prepare PMR daily list for park staff assigned to Maintenance duties

2. LOGS & INSPECTIONS

a. Conduct inspections throughout the park as assigned, or as necessary

b. Maintain log books

3. PROJECT AUTHORIZATIONS FORMS

a. Fill out and submit Project Authorization Forms; this may be delegated as

authorized by Superintendent/Lead

4. AFTERNOON

a. Send Daily Packet to park manager

i. Daily Work Reports

ii. Park Maintenance Request Log

iii. Refund Requests

iv. Customer Service Feedback

v. Other logs
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RESTROOMS AT GLEN HELEN REGIONAL PARK 

 

Restrooms are expected to be checked and cleaned at least twice per day as directed by the 

workflow schedule.  It is the responsibility of the assigned staff to clean and inspect restrooms 

and advise the Park Superintendent/Lead or designee of any maintenance concerns during an 

assigned restroom shift.   

 

Restroom Cleaning/Maintenance Log 

All cleaning and maintenance is to be documented on the “Restroom Cleaning/Maintenance Log” 

each time the restroom is cleaned, inspected and/or a maintenance task is completed.  A 

complete entry includes filling in date, time, staff initials and indicating completion of each task 

by placing a check mark on the row corresponding to the each item.  Additionally, comments are 

expected to be added as needed.  Below is an example of a complete log entry: 

 

 
 

These forms are to be removed and filed weekly on Mondays by the Park Lead. 

All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Restroom tasks include, but are not limited to: 

1. FLOORS 

a. Sweep 

i. Use broom and dust pan to remove dirt, dust, debris from all floors  

b. Mop 

i. Use wet mop with sanitizing solution to clean all areas under and around 

toilets,  under sinks, and entrance and walk ways 

2. TOILETS 

a. Brush/Cloth 

i. Use toilet brush to clean inside bowls, the top and underside of seats, 

and floor around base of toilet 

ii. Wipe lip and outside of toilet with a wet cleaning cloth 

iii. Leave seats raised to air dry 

 

b. Maintenance 

Date Time Floors Sinks Toilets Urinals Counters Lighting Stock Initials Comments

1/2/2016 9:00AM √ √ √ √ √ √ √ KP Faucet on left has a slow drip
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i. Tighten toilet seats as needed; replace if broken and unrepairable. 

ii. Fix minor leaks at hardware or pipes 

iii. If repairs require more than minor fixes or adjustments, fill out a Park 

Maintenance Request Form submit to the park ADM designee for 

assignment 

3. TRASH 

a. Remove bags from cans, barrels, and sanitary containers 

b. Replace bags in each 

4. SINKS 

a. Use spray bottle with sanitizing solution or Comet and cleaning cloth to wipe 

faucet, bowl, rim, and underside of each sink 

5. WALLS 

a. Wipe all walls with cleaning cloth and wet solution to remove dirt, scuffs, and 

splash marks 

b. Remove any graffiti or vandalism 

c. Wipe mirrors using glass cleaner solution and a dry cleaning cloth 

d. Remove spider webs from corners 

6. INFANT CHANGING STATIONS 

a. Use a spray bottle with sanitizing solution and a cleaning cloth to wipe down 

infant changing station, inside and out.   

b. Remove any stains or graffiti   

7. CEILINGS AND LIGHTING 

a. Inspect and clean ceiling area 

b. Inspect, clean, and make minor repairs to lighting fixtures as needed, including 

replacement of light bulbs 

8. PAPER GOODS 

a. Restock paper goods and soap as necessary throughout entire restroom 

b. Inspect, clean, and make minor repairs to broken toilet paper, hand towel, or 

soap fixtures; if unable to repair, report the necessary repair on a Park 

Maintenance Request Form and submit to park office. 

9. SUPPLY CLOSETS 

a. Clean area after each use  

i. Rinse thoroughly all cleaning cloths, brushes, mops, buckets, spray 

bottles or other tools used 

ii. Sweep and mop floor to remove dirt or excess liquids 

iii. Wipe walls and door to remove dirt or excess liquids 

iv. Clean and organize supply shelves; make a note of supplies needed for 

next cleaning 
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v. Remove used supplies, equipment, empty containers, or trash from the 

area; unused supplies and equipment should be returned to shop or 

supply storage. 

vi. ENTER DATE, TIME, AND INITIALS ON DAILY LOG 

CAMPGROUNDS AT GLEN HELEN REGIONAL PARK 

Campgrounds are expected to be checked as directed by the workflow schedule.  It is the 

responsibility of the assigned staff to clean and inspect campgrounds and advise the Park 

Superintendent/Lead or designee of any maintenance concerns during an assigned campground 

shift.   

 

Campgrounds Cleaning/Maintenance Log 

All cleaning and maintenance is to be documented on the “Campground Cleaning/Maintenance 

Log” each time a campground is cleaned, inspected and/or a maintenance task is completed.  A 

complete entry includes filling in date, time, staff initials and indicating completion of each task 

by placing a check mark on the row corresponding to the each item.  Additionally, comments are 

expected to be added as needed.  Below is an example of a complete log entry: 

 

 
                                          

All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Campground duties include, but are not limited to: 

1. GROUNDS 

a. Dirt areas (other than campsites, including surrounding hillsides) 

i. Remove trash, weeds, other debris 

b. Roadways 

i. Sweep; remove trash, dirt, rocks, and other debris 

c. Concrete areas (amphitheater, surrounding restrooms) 

i. Sweep; remove trash, dirt, rocks, and other debris; inspect for damage, 

graffiti, etc. 

d. Trees 

i. Trim branches away from RV parking areas; remove excessively drooping 

limbs and suckers 

e. Signage 

Date Time Tables Trees Lighting Signage Water Fire Rings BBQ's Initials Comments

1/2/2016 9:00AM X X X X X X X KP Picnic table seat needs repair
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i. Inspect all signage, including site numbers; clean, repair, replace as 

needed 

2. SITES 

a. Pads 

i. Clean – remove trash or other debris 

ii. Smooth – use rake, shovel, or tractor to smooth and level campsites; fill 

rain ruts 

b. Pedestals 

i. Inspect – check for any damage and if in working order 

c. Hook-up pads 

i. Clean 

d. Water spigots 

e. Site numbers 

3. AMENITIES 

a. Barbeques 

b. Fire Rings 

c. Dump Stations 

d. Kiosks 

e. Lighting 

f. Picnic Tables 

 

Park Superintendents/Leads are expected to review the Campground logs at least 

once per week to ensure proper completion of tasks by staff as well as to identify 

potential projects or repairs to restroom facilities.  
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FRONT GATE AT GLEN HELEN REGIONAL PARK 
 

Staff members assigned to the gate are the first point of contact for customers 

entering the park. It is expected that staff follow the County Service First Model of 

Customer Service when interacting with customers.  The primary responsibility for 

staff scheduled at the front gate is as a cashier which requires staff to follow and 

adhere to County and Department cash handling guidelines.  In addition, staff are to 

be knowledgeable about amenities, fees, resources and upcoming events or 

programing occurring with the park.   

   

The park entrance gate will be staffed continually beginning at 7:30 a.m. and closing 

at 5:00 p.m., daily. 

 

This work list includes duties for opening, daily operation, and closing the park front 

entrance gate.  Staff assigned will perform duties for the period they are assigned. 

 

Gate duties include, but are not limited to: 

 

1. OPENING 

a. Bank 

i. Verify daily cash bank 

b. Logs 

i. Prepare daily logs 

1. Camping check-in 

2. Survey (as provided) 
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c. Materials 

i. Prepare visitor materials 

2. FEE COLLECTION 

a. Greet Customers 

i. “Good morning/afternoon” 

ii. “Welcome to Glen Helen” 

b. Collect 

i. Inform guest of total amount before entering into register 

ii. Collect fees and enter into register 

iii. Give guest register receipt 

3. CAMPING RESERVATIONS 

a. Log 

i. Number of visitors checking in 

ii. Number of vehicles 

iii. Number of pets 

4. CLOSING 

a. Lock  

i. Gate house  

b. Cash 

i. Reconcile cash drawer and fill out reconciliation form 

ii. Create bank for tomorrow’s shift 

c. Logs 

i. Enter camping reservation check-in information into 

reservation system 

 

 
 

 

  

ATTACHMENT 3

https://www.google.com/search?rlz=1C1CHBD_enUS819US819&q=glen+helen+regional+park+address&stick=H4sIAAAAAAAAAOPgE-LSz9U3qDAyMTUw0ZLNTrbSz8lPTizJzM-DM6wSU1KKUouLAZjq00stAAAA&ludocid=134018733041311336&sa=X&ved=2ahUKEwi88LbXwcDfAhUOITQIHdDZCVoQ6BMwF3oECAkQBg
https://www.google.com/search?rlz=1C1CHBD_enUS819US819&q=glen+helen+regional+park+phone&ludocid=134018733041311336&sa=X&ved=2ahUKEwi88LbXwcDfAhUOITQIHdDZCVoQ6BMwGnoECBMQAg
https://www.google.com/search?rlz=1C1CHBD_enUS819US819&ei=4QglXPiqEIC-0PEPu8ykwAw&q=glen+helen+regional+park+&oq=glen+helen+regional+park+&gs_l=psy-ab.3..35i39l2j0l8.2049.2049..2305...0.0..0.97.97.1......0....1..gws-wiz.......0i71.Kj2lbf9MWNY


San Bernardino Regional Parks 
 

Glen Helen Regional Park  
Address: 2555 Glen Helen Pkwy, San Bernardino, CA 92407 

Phone: (909) 887-7540 

OFFICE PROCEDURES AT GLEN HELEN REGIONAL PARK 

The park office will be staffed daily and continually beginning at 8:30 a.m. and closing at 5:30 

p.m., daily. 

 

This work list includes duties for opening, daily operation, and closing the park office.  Staff 

assigned will perform duties for the period they are assigned. 

 

Office duties include, but are not limited to: 

 

1. OPENING 

a. Bank 

i. Verify daily cash bank 

b. Materials 

i. Prepare visitor materials 

2. FISCAL ACCOUNTING 

a. Daily and weekly forms; prepare and submit 

b. Bank deposit 

3. ADMINISTRATIVE  

a. Logs 

i. Daily Work Reports 

ii. Maintenance Requests 

iii. Other logs 

4. CLOSING 

a. Cash 

i. Reconcile cash drawer and fill out reconciliation form 

ii. Create bank for tomorrow’s shift 

b. Lock  

i. Safe room and set alarm 

ii. Park office door and set alarm 
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PARK GROUNDS CLEANING & MAINTENTANCE AT GLEN HELEN REGIONAL PARK 

 

Park Grounds will be checked as assigned using the list below. Inspections of all areas should be 

done when assigned parks grounds duty.   

All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If extensive 

work is required routine maintenance, fill out a Park Maintenance Request Form submit to the 

park lead designee for assignment. 

Park Grounds duties include, but are not limited to: 

1. TRASH 

a. Remove trash from all areas of the park grounds 

2. FENCES 

a. Parking lot 

3. WALKWAYS 

a. Playground area 

b. Restrooms 

c. Pool area 

d. Parking areas 

4. GARDEN AREAS 

a. Trees 

b. Weeds 

c. Debris 

d. Displays 

5. SIGNAGE 

6. PARKING LOTS 

a. Trash  

b. Debris 

7. AMENITIES 

a. Benches 

b. Picnic Tables 
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GENERAL MAINTENANCE GLEN HELEN REGIONAL PARK 

Park employees assigned to maintenance will be given a daily list of outstanding or priority 

projects to be completed or worked on throughout the day.   

General maintenance duties include, but are not limited to: 

1. RESTROOMS 

2. BUILDINGS 

3. WATER/SEWER LINES 

4. CAMPGROUNDS 

5. PARK GROUNDS 

6. PARK YARD/SHOP/BONE YARD 

a. Work benches 

b. Equipment 

c. Storage areas 

i. Tools 

ii. Parts and supplies 

iii. Hazardous materials storage areas 

iv. Event decorations 

v. Outside containers 

d. Employee lockers 

e. Vehicle parking  

f. Fuel station 

g. Water tanks area 
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HOUSEKEEPING AT GLEN HELEN REGIONAL PARK 

 

Housekeeping duty includes the cleaning and maintenance of all park and display areas, 

including:   

Using the list below, each area listed will be inspected, cleaned, and maintained when assigned 

housekeeping “HKP” duty  

All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Housekeeping duties include, but are not limited to: 

 

1. Clean office 

2. Clean Shop  

3. Organize supply sheds 

4. Clean and service tools 

5. Clean Gate House  
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CLOSING PROCEDURES GLEN HELEN REGIONAL PARK 

Closing procedures include: Park, Office, Maintenance, and Gate.  

Each of the four areas of responsibility will be closed by the staff member assigned that duty.  All 

closing procedures will be started at the appointed time near the end of the assigned shift and 

completed when the park has closed to visitors.  Using the list below, all closing procedures will 

be performed daily. 

 All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Opening duties include, but are not limited to: 

1. PARK 

a. File 

i. Daily Work List Schedule 

ii. Special Projects List 

iii. Daily Staff Work Reports 

b. Flags 

i. Lower flags at the front gate and in town 

ii. Fold properly and store in designated location 

c. Lock 

i. Restrooms 

ii. Pool area 

2. OFFICE 

a. Post 

i. Daily Communication  

b. Lock 

i. Arm safe room alarm 

ii. Lock front door 

3. MAINTENANCE 

a.  Lake pumps shut off 

4. GATE 

a. Lock  

i. Gate house  

b. Cash 

i. Reconcile cash drawer and fill out reconciliation form 

ii. Create bank for tomorrow’s shift 

c. Logs 
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i. Enter camping reservation check-in information into reservation system 

ii. Enter bus tracking information into electronic log 

d. Post 

i. Print evening camping reservation list and post in campground kiosks (3) 

ii. Inspect information at kiosks and remove or replace as appropriate 

1. After hours contact information 

2. Event flyers 

3. Other announcements 
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San Bernardino Regional Parks 

Address: 800 N Archibald Ave, Ontario, CA 91764 

GUASTI REGIONAL PARK OPERATIONS 

PARK WORKFLOW 

The Regional Parks Department has created a Park Workflow System to utilize various 

operational and workflow tools to ensure the successful operation of park facilities.  All staff are 

expected to adhere to and follow all workflow documents and schedules contained herein. 

Workflow Schedule: Guasti Regional Park 

The use of workflow schedules greatly enhances the efficient workflow of park staff.  Park 

Superintendent/Lead or designee will develop and post a two week master workflow schedule 

that takes into consideration all service points, restrooms, campgrounds, general maintenance 

and other assignments. Superintendent/Lead or their designee are expected to post a written 

workflow schedule every day. The workflow schedule is an official posted document to staff and 

is expected to be followed as a verbal direction. Staff may not alter the workflow schedule 

without approval from their supervisor.  

Daily Work Reports: Guasti Regional Park 

Each park employee will complete and submit a Daily Work Report (DWR) to the office by the 

end of each work day, which will detail work done on assignments for that day.  The accuracy of 

each report will be checked by the Superintendent/Lead or designee to ensure that work is being 

completed and that the quality of the work meets standards. 

Logs: Guasti Regional Park 

Logs have been created for various activities at the park.  It is important to accurately and 

consistently keep each log current. 
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Workflow schedules will include the tasks listed below and utilize the designated abbreviations 

to indicate assigned tasks for staff:  

Guasti Regional Park Duties  Code 
  

Split hour /  

Admin/Records ADM 

Break (personal) B 

Break coverage (others) BKS 

Customer Service CSV 

Close pool area CLPA 

Campground Checks/Customer Service CCH 

Close Gate CLG 

Close Maintenance CLM 

Close Office CLO 

Close Park CLP 

Campgrounds Maintenance CMP 

Gate GT 

Housekeeping  HKP 

Lunch L 

Maintenance/Special Projects MNT 

Office OFC 

Open Gate OPG 

Open Office OPO 

Open Park OPP 

Park Grounds Cleaning & Maintenance GR 

Restrooms Cleaning RR 

Supplies SUP 

Trash TR 
 

 

The following pages include definitions of the various duties that staff are expected to perform 

when assigned on the workflow schedule.  Tasks are to be completed within the assigned amount 

of time as directed by the Park Superintendent/Lead.   

ATTACHMENT 4

https://www.google.com/search?rlz=1C1CHBD_enUS819US819&q=cucamonga-guasti+regional+park+address&stick=H4sIAAAAAAAAAOPgE-LWT9c3LMmtKC-3NNKSzU620s_JT04syczPgzOsElNSilKLiwHnRbzULgAAAA&ludocid=2780150775974405279&sa=X&ved=2ahUKEwiUxZ6mwcDfAhWF-lQKHeihDjwQ6BMwHnoECAcQBQ


San Bernardino Regional Parks 
 

Address: 800 N Archibald Ave, Ontario, CA 91764 

OPENING PROCEDURES GUASTI REGIONAL PARK  

Opening procedures include: Office, Park, and Gate.  

Each of the four areas of responsibility will be opened by the staff member assigned that duty.  

All opening procedures will be started promptly at the beginning of the assigned shift and 

completed before the park opens to visitors.  Using the list below, all opening procedures will be 

performed daily. 

 All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Opening duties include, but are not limited to: 

1. PARK 

a. Post 

i. Daily Work List Schedule 

ii. Special Projects List 

b. Flags 

i. Raise flags at the front gate 

ii. Make note of flags that need to be replaced and fill out a Park 

Maintenance Request Form and submit to the office  

c. Unlock 

i. Gate house  

ii. Office  

iii. Shop 

2. OFFICE 

a. Prepare banks for gate and break staff 

b. Print  

i. Daily camping list for gate and kiosks 

ii. Campsite availability list for gate to give to campers 

iii. Visitors list 

iv. Other instructions for gate  

3. GATE 

a. Count and verify opening bank 

b. Get gate instruction folder with forms, daily camping list, special visitor list, and 

other information 
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ADMIN/RECORDS GUASTI REGIONAL PARK  

 

The daily designated park ADM will be assigned the administrative duties, along with other 

maintenance, cleaning, or customer service tasks.   

Using the list below, the daily Park Lead shall complete prescribed tasks and coordinate reports 

sent to the Regional Parks Administration Office.   

Duties include, but are not limited to: 

 

1. MORNING 

a. Communications 

i. Sign-out and carry park cell phone 

ii. Make sure each ranger and the gate has a functioning radio 

b. Daily assignments 

i. Post Daily Work Flow 

ii. Make and communicate adjustments as assigned by 

Superintendent/Lead 

c. Park Maintenance Requests 

i. Check PMR log for unfinished or priority requests 

ii. Prepare PMR daily list for park staff assigned to Maintenance duties 

2. LOGS & INSPECTIONS 

a. Conduct inspections throughout the park as assigned, or as necessary 

b. Maintain log books 

3. PROJECT AUTHORIZATIONS FORMS 

a. Fill out and submit Project Authorization Forms; this may be delegated as 

authorized by Superintendent/Lead  

4. AFTERNOON 

a. Send Daily Packet to park manager 

i. Daily Work Reports 

ii. Park Maintenance Request Log 

iii. Refund Requests 

iv. Customer Service Feedback 

v. Other logs 
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RESTROOMS GUASTI REGIONAL PARK 

 

Restrooms are expected to be checked and cleaned at least twice per day as directed by the 

workflow schedule.  It is the responsibility of the assigned staff to clean and inspect restrooms 

and advise the Park Superintendent/Lead or designee of any maintenance concerns during an 

assigned restroom shift.   

 

Restroom Cleaning/Maintenance Log 

All cleaning and maintenance is to be documented on the “Restroom Cleaning/Maintenance Log” 

each time the restroom is cleaned, inspected and/or a maintenance task is completed.  A 

complete entry includes filling in date, time, staff initials and indicating completion of each task 

by placing a check mark on the row corresponding to the each item.  Additionally, comments are 

expected to be added as needed.  Below is an example of a complete log entry: 

 

 
 

These forms are to be removed and filed weekly on Mondays by the Park Lead. 

All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Restroom tasks include, but are not limited to: 

1. FLOORS 

a. Sweep 

i. Use broom and dust pan to remove dirt, dust, debris from all floors  

b. Mop 

i. Use wet mop with sanitizing solution to clean all areas under and around 

toilets,  under sinks, and entrance and walk ways 

2. TOILETS 

a. Brush/Cloth 

i. Use toilet brush to clean inside bowls, the top and underside of seats, 

and floor around base of toilet 

ii. Wipe lip and outside of toilet with a wet cleaning cloth 

iii. Leave seats raised to air dry 

 

b. Maintenance 

i. Tighten toilet seats as needed; replace if broken and unrepairable. 

Date Time Floors Sinks Toilets Urinals Counters Lighting Stock Initials Comments

1/2/2016 9:00AM √ √ √ √ √ √ √ KP Faucet on left has a slow drip
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ii. Fix minor leaks at hardware or pipes 

iii. If repairs require more than minor fixes or adjustments, fill out a Park 

Maintenance Request Form submit to the park ADM designee for 

assignment 

3. TRASH 

a. Remove bags from cans, barrels, and sanitary containers 

b. Replace bags in each 

4. SINKS 

a. Use spray bottle with sanitizing solution or Comet and cleaning cloth to wipe 

faucet, bowl, rim, and underside of each sink 

5. WALLS 

a. Wipe all walls with cleaning cloth and wet solution to remove dirt, scuffs, and 

splash marks 

b. Remove any graffiti or vandalism 

c. Wipe mirrors using glass cleaner solution and a dry cleaning cloth 

d. Remove spider webs from corners 

6. INFANT CHANGING STATIONS 

a. Use a spray bottle with sanitizing solution and a cleaning cloth to wipe down 

infant changing station, inside and out.   

b. Remove any stains or graffiti   

7. CEILINGS AND LIGHTING 

a. Inspect and clean ceiling area 

b. Inspect, clean, and make minor repairs to lighting fixtures as needed, including 

replacement of light bulbs 

8. PAPER GOODS 

a. Restock paper goods and soap as necessary throughout entire restroom 

b. Inspect, clean, and make minor repairs to broken toilet paper, hand towel, or 

soap fixtures; if unable to repair, report the necessary repair on a Park 

Maintenance Request Form and submit to park office. 

9. SUPPLY CLOSETS 

a. Clean area after each use  

i. Rinse thoroughly all cleaning cloths, brushes, mops, buckets, spray 

bottles or other tools used 

ii. Sweep and mop floor to remove dirt or excess liquids 

iii. Wipe walls and door to remove dirt or excess liquids 

iv. Clean and organize supply shelves; make a note of supplies needed for 

next cleaning 

v. Remove used supplies, equipment, empty containers, or trash from the 

area; unused supplies and equipment should be returned to shop or 

supply storage. 

vi. ENTER DATE, TIME, AND INITIALS ON DAILY LOG 
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OFFICE AT GUASTI REGIONAL PARK  

 

The park office will be staffed daily and continually beginning at 8:30 a.m. and closing at 5:30 

p.m., daily. 

 

This work list includes duties for opening, daily operation, and closing the park office.  Staff 

assigned will perform duties for the period they are assigned. 

 

Office duties include, but are not limited to: 

 

1. OPENING 

a. Bank 

i. Verify daily cash bank 

b. Logs 

i. Prepare daily logs 

1. Camping check-in 

2. Survey (as provided) 

c. Materials 

i. Prepare visitor materials 

2. FISCAL ACCOUNTING 

a. Daily and weekly forms; prepare and submit 

b. Bank deposit 

3. CUSTOMER SERVICE 

a. Greet customers (at counter or on telephone) 

i. “Good morning/afternoon” 

ii. “Welcome to Guasti Regional park 

iii. “Thank you for calling Guasti Regional Park 

iv. “This is NAME, how may I help you?” 

b. Fee collection 

i. Inform guest of total amount before entering into register 

ii. Collect fees and enter into register 

iii. Give guest register receipt 

4. RESERVATIONS 

a. School 

b. Other (wedding, event, etc.) 

5. ADMINISTRATIVE  

a. Logs 

i. Daily Work Reports 

ii. Maintenance Requests 

iii. Other logs 

6. CLOSING 
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a. Cash 

i. Reconcile cash drawer and fill out reconciliation form 

ii. Create bank for tomorrow’s shift 

b. Logs 

i. Enter camping reservation check-in information into reservation system 

 

c. Post 

i. Print evening camping reservation list and post in campground kiosks (3) 

ii. Inspect information at kiosks and remove or replace as appropriate 

1. After hours contact information 

2. Event flyers 

3. Other announcements 

d. Lock  

i. Safe room and set alarm 

ii. Park office door and set alarm 
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PARK GROUNDS CLEANING & MAINTENTANCE AT GUASTI REGIONAL PARK 

 

Park Grounds will be checked as assigned using the list below. Inspections of all areas should be 

done when assigned parks grounds duty.   

All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If extensive 

work is required routine maintenance, fill out a Park Maintenance Request Form submit to the 

park lead designee for assignment. 

Park Grounds duties include, but are not limited to: 

1. TRASH 

a. Remove trash from all areas of the park grounds 

2. FENCES 

a. Parking lot 

3. WALKWAYS 

a. Playground area 

b. Restrooms 

c. Parking areas 

4. HANDRAILS 

a. Steps 

5. GARDEN AREAS 

a. Trees 

b. Weeds 

c. Debris 

d. Displays 

6. SIGNAGE 

7. PARKING LOTS 

a. Trash  

b. Debris 

8. AMENITIES 

a. Benches 

b. Picnic Tables 

9. POOL AREA 

a. Debris 

b. Restrooms 

c. Walkways  
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GENERAL MAINTENANCE AT GUASTI REGIONAL PARK  

 

Park employees assigned to maintenance will be given a daily list of outstanding or priority 

projects to be completed or worked on throughout the day.   

General maintenance duties include, but are not limited to: 

1. RESTROOMS 

2. BUILDINGS 

3. WATER/SEWER LINES 

4. HEATING/VENTALATION/COOLING SYSTEMS  

5. CAMPGROUNDS 

6. PARK GROUNDS 

7. PARK YARD/SHOP/BONE YARD 

a. Work benches 

b. Equipment 

c. Storage areas 

i. Tools 

ii. Parts and supplies 

iii. Hazardous materials storage areas 

iv. Event decorations 

v. Outside containers 

d. Employee lockers 

e. Vehicle parking  

f. Fuel station 
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HOUSEKEEPING AT GUASTI REGIONAL PARK 

 

Housekeeping duty includes the cleaning and maintenance of all park and display areas, 

including:   

Using the list below, each area listed will be inspected, cleaned, and maintained when assigned 

housekeeping “HKP” duty  

All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Housekeeping duties include, but are not limited to: 

 

1. Clean office 

2. Clean Shop  

3. Organize supply sheds 

4. Clean and service tools 

5. Clean Gate House  

6. Clean Pool Office 

7. Clean Snack Bar 
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CLOSING PROCEDURES 

Closing procedures include: Park, Office, Maintenance, and Gate.  

Each of the four areas of responsibility will be closed by the staff member assigned that duty.  All 

closing procedures will be started at the appointed time near the end of the assigned shift and 

completed when the park has closed to visitors.  Using the list below, all closing procedures will 

be performed daily. 

 All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Opening duties include, but are not limited to: 

1. PARK 

a. File 

i. Daily Work List Schedule 

ii. Special Projects List 

iii. Daily Staff Work Reports 

b. Flags 

i. Lower flags at the front gate and in town 

ii. Fold properly and store in designated location 

c. Lock 

i. Restrooms 

ii. Pool area 

2. OFFICE 

a. Post 

i. Daily Communication  

b. Lock 

i. Arm safe room alarm 

ii. Lock front door 

3. MAINTENANCE 

a.  Lake pumps shut off 

4. GATE 

a. Lock  

i. Gate house  

b. Cash 

i. Reconcile cash drawer and fill out reconciliation form 

ii. Create bank for tomorrow’s shift 

c. Logs 
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i. Enter camping reservation check-in information into reservation system 

ii. Enter bus tracking information into electronic log 

d. Post 

i. Print evening camping reservation list and post in campground kiosks (3) 

ii. Inspect information at kiosks and remove or replace as appropriate 

1. After hours contact information 

2. Event flyers 

3. Other announcements 
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San Bernardino Regional Parks 

Mojave Narrows 
Address: 18000 Yates Rd, Victorville, CA 92392 

Phone: (760) 245-2226 

Mojave River Forks 
Address: 17891 CA-173, Hesperia, CA 92345 

Phone: (760) 245-2226 

MOJAVE NARROWS & MOJAVE RIVER FORKS 

REGIONAL PARK OPERATIONS 

PARK WORKFLOW 

The Regional Parks Department has created a Park Workflow System to utilize various 

operational and workflow tools to ensure the successful operation of park facilities.  All staff are 

expected to adhere to and follow all workflow documents and schedules contained herein. 

Workflow Schedule: Mojave Narrows 

The use of workflow schedules greatly enhances the efficient workflow of park staff.  Park 

Superintendent/Lead or designee will develop and post a two week master workflow schedule 

that takes into consideration all service points, restrooms, campgrounds, general maintenance 

and other assignments. Superintendent/Lead or their designee are expected to post a written 

workflow schedule every day. The workflow schedule is an official posted document to staff and 

is expected to be followed as a verbal direction. Staff may not alter the workflow schedule 

without approval from their supervisor.  

Daily Work Reports: Mojave Narrows 

Each park employee will complete and submit a Daily Work Report (DWR) to the office by the 

end of each work day, which will detail work done on assignments for that day.  The accuracy of 

each report will be checked by the Superintendent/Lead or designee to ensure that work is being 

completed and that the quality of the work meets standards. 

Logs: Mojave Narrows 

Logs have been created for various activities at the park.  It is important to accurately and 

consistently keep each log current. 
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Address: 17891 CA-173, Hesperia, CA 92345 

Phone: (760) 245-2226 
 

 

 

 

Workflow schedules will include the tasks listed below and utilize the designated abbreviations 

to indicate assigned tasks for staff:  

Mojave Narrows Regional Park  Code 
  

Equestrian Maintenance  EQM 

Mojave River Forks MRF 

Split hour /  

Admin/Records ADM 

Break (personal) B 

Break coverage (others) BKS 

Customer Service CSV 

Campground Checks/Customer Service CCH 

Close Gate CLG 

Close Maintenance CLM 

Close Office CLO 

Close Park CLP 

Campgrounds Maintenance CMP 

Gate GT 

Housekeeping (Cabins/Bunkhouses/Displays/Museums) HKP 

Lunch L 

Maintenance/Special Projects MNT 

Office OFC 

Open Gate OPG 

Open Office OPO 

Open Park OPP 

Park Grounds Cleaning & Maintenance GR 
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Restrooms Cleaning RR 

Supplies SUP 

Trash TR 
 

 

The following pages include definitions of the various duties that staff are expected to perform 

when assigned on the workflow schedule.  Tasks are to be completed within the assigned amount 

of time as directed by the Park Superintendent/Lead.   

OPENING PROCEDURES AT MOJAVE NARROWS & MOJAVE RIVER FORKS 

Opening procedures include: Office, Park, and Gate.  

Each of the four areas of responsibility will be opened by the staff member assigned that duty.  

All opening procedures will be started promptly at the beginning of the assigned shift and 

completed before the park opens to visitors.  Using the list below, all opening procedures will be 

performed daily. 

 All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Opening duties include, but are not limited to: 

1. PARK 

a. Post 

i. Daily Work List Schedule 

ii. Special Projects List 

b. Flags 

i. Raise flags at the front gate 

ii. Make note of flags that need to be replaced and fill out a Park 

Maintenance Request Form and submit to the office  

c. Unlock 

i. Gate house  

ii. Office  
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iii. Shop 

2. OFFICE 

a. Prepare banks for gate and break staff 

b. Print  

i. Daily camping list for gate and kiosks 

ii. Campsite availability list for gate to give to campers 

iii. Visitors list 

iv. Other instructions for gate  

3. GATE 

a. Count and verify opening bank 

b. Get gate instruction folder with forms, daily camping list, special visitor list, and 

other information 

 

 

 

ADMIN/RECORDS AT MOJAVE NARROWS & MOJAVE RIVER FORKS 

 

The daily designated park ADM will be assigned the administrative duties, along with other 

maintenance, cleaning, or customer service tasks.   

Using the list below, the daily Park Lead shall complete prescribed tasks and coordinate reports 

sent to the Regional Parks Administration Office.   

Duties include, but are not limited to: 

 

1. MORNING 

a. Communications 

i. Sign-out and carry park cell phone 

ii. Make sure each ranger and the gate has a functioning radio 

b. Daily assignments 

i. Post Daily Work Flow 

ii. Make and communicate adjustments as assigned by 

Superintendent/Lead 

c. Park Maintenance Requests 

i. Check PMR log for unfinished or priority requests 

ii. Prepare PMR daily list for park staff assigned to Maintenance duties 
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2. LOGS & INSPECTIONS 

a. Conduct inspections throughout the park as assigned, or as necessary 

b. Maintain log books 

3. PROJECT AUTHORIZATIONS FORMS 

a. Fill out and submit Project Authorization Forms; this may be delegated as 

authorized by Superintendent/Lead  

4. AFTERNOON 

a. Send Daily Packet to park manager 

i. Daily Work Reports 

ii. Park Maintenance Request Log 

iii. Refund Requests 

iv. Customer Service Feedback 

v. Other logs 
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Mojave Narrows 
Address: 18000 Yates Rd, Victorville, CA 92392 

Phone: (760) 245-2226 
 

Mojave River Forks 
Address: 17891 CA-173, Hesperia, CA 92345 

Phone: (760) 245-2226 
 

RESTROOMS AT MOJAVE NARROWS & MOJAVE RIVER FORKS 

 

Restrooms are expected to be checked and cleaned at least twice per day as directed by the 

workflow schedule.  It is the responsibility of the assigned staff to clean and inspect restrooms 

and advise the Park Superintendent/Lead or designee of any maintenance concerns during an 

assigned restroom shift.   

 

Restroom Cleaning/Maintenance Log 

All cleaning and maintenance is to be documented on the “Restroom Cleaning/Maintenance Log” 

each time the restroom is cleaned, inspected and/or a maintenance task is completed.  A 

complete entry includes filling in date, time, staff initials and indicating completion of each task 

by placing a check mark on the row corresponding to the each item.  Additionally, comments are 

expected to be added as needed.  Below is an example of a complete log entry: 

 

 
 

These forms are to be removed and filed weekly on Mondays by the Park Lead. 

All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Restroom tasks include, but are not limited to: 

1. FLOORS 

a. Sweep 

i. Use broom and dust pan to remove dirt, dust, debris from all floors  

b. Mop 

i. Use wet mop with sanitizing solution to clean all areas under and around 

toilets,  under sinks, and entrance and walk ways 

2. TOILETS 

a. Brush/Cloth 

i. Use toilet brush to clean inside bowls, the top and underside of seats, 

and floor around base of toilet 

Date Time Floors Sinks Toilets Urinals Counters Lighting Stock Initials Comments

1/2/2016 9:00AM √ √ √ √ √ √ √ KP Faucet on left has a slow drip
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ii. Wipe lip and outside of toilet with a wet cleaning cloth 

b. Maintenance 

i. Tighten toilet seats as needed; replace if broken and unrepairable. 

ii. Fix minor leaks at hardware or pipes 

iii. If repairs require more than minor fixes or adjustments, fill out a Park 

Maintenance Request Form submit to the park ADM designee for 

assignment 

 

3. TRASH 

a. Remove bags from cans, barrels, and sanitary containers 

b. Replace bags in each 

4. SINKS 

a. Use spray bottle with sanitizing solution or Comet and cleaning cloth to wipe 

faucet, bowl, rim, and underside of each sink 

5. WALLS 

a. Wipe all walls with cleaning cloth and wet solution to remove dirt, scuffs, and 

splash marks 

b. Remove any graffiti or vandalism 

c. Wipe mirrors using glass cleaner solution and a dry cleaning cloth 

d. Remove spider webs from corners 

6. INFANT CHANGING STATIONS 

a. Use a spray bottle with sanitizing solution and a cleaning cloth to wipe down 

infant changing station, inside and out.   

b. Remove any stains or graffiti   

7. CEILINGS AND LIGHTING 

a. Inspect and clean ceiling area 

b. Inspect, clean, and make minor repairs to lighting fixtures as needed, including 

replacement of light bulbs 

8. PAPER GOODS 

a. Restock paper goods and soap as necessary throughout entire restroom 

b. Inspect, clean, and make minor repairs to broken toilet paper, hand towel, or 

soap fixtures; if unable to repair, report the necessary repair on a Park 

Maintenance Request Form and submit to park office. 

9. SUPPLY CLOSETS 

a. Clean area after each use  
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i. Rinse thoroughly all cleaning cloths, brushes, mops, buckets, spray 

bottles or other tools used 

ii. Sweep and mop floor to remove dirt or excess liquids 

iii. Wipe walls and door to remove dirt or excess liquids 

iv. Clean and organize supply shelves; make a note of supplies needed for 

next cleaning 

v. Remove used supplies, equipment, empty containers, or trash from the 

area; unused supplies and equipment should be returned to shop or 

supply storage. 

vi. ENTER DATE, TIME, AND INITIALS ON DAILY LOG 

CAMPGROUNDS AT MOJAVE NARROWS & MOJAVE RIVER FORKS 

 

Campgrounds are expected to be checked as directed by the workflow schedule.  It is the 

responsibility of the assigned staff to clean and inspect campgrounds and advise the Park 

Superintendent/Lead or designee of any maintenance concerns during an assigned campground 

shift.   

 

Campgrounds Cleaning/Maintenance Log 

All cleaning and maintenance is to be documented on the “Campground Cleaning/Maintenance 

Log” each time a campground is cleaned, inspected and/or a maintenance task is completed.  A 

complete entry includes filling in date, time, staff initials and indicating completion of each task 

by placing a check mark on the row corresponding to the each item.  Additionally, comments are 

expected to be added as needed.  Below is an example of a complete log entry: 

 

 
                                          

All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Campground duties include, but are not limited to: 

1. GROUNDS 

Date Time Tables Trees Lighting Signage Water Fire Rings BBQ's Initials Comments

1/2/2016 9:00AM X X X X X X X KP Picnic table seat needs repair
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a. Dirt areas (other than campsites, including surrounding hillsides) 

i. Remove trash, weeds, other debris 

b. Roadways 

i. Sweep; remove trash, dirt, rocks, and other debris 

c. Concrete areas (amphitheater, surrounding restrooms) 

i. Sweep; remove trash, dirt, rocks, and other debris; inspect for damage, 

graffiti, etc. 

d. Trees 

i. Trim branches away from RV parking areas; remove excessively drooping 

limbs and suckers 

e. Signage 

i. Inspect all signage, including site numbers; clean, repair, replace as 

needed 

2. SITES 

a. Pads 

i. Clean – remove trash or other debris 

ii. Smooth – use rake, shovel, or tractor to smooth and level campsites; fill 

rain ruts 

b. Pedestals 

i. Inspect – check for any damage and if in working order 

c. Hook-up pads 

i. Clean 

d. Water spigots 

e. Site numbers 

3. AMENITIES 

a. Barbeques 

b. Fire Rings 

c. Dump Stations 

d. Kiosks 

e. Lighting 

f. Picnic Tables 

 

Park Superintendents/Leads are expected to review the Campground logs at least 

once per week to ensure proper completion of tasks by staff as well as to identify 

potential projects or repairs to restroom facilities.  
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FRONT GATE AT MOJAVE NARROWS & MOJAVE RIVER FORKS 

 

Staff members assigned to the gate are the first point of contact for customers 

entering the park. It is expected that staff follow the County Service First Model of 

Customer Service when interacting with customers.  The primary responsibility for 

staff scheduled at the front gate is as a cashier which requires staff to follow and 

adhere to County and Department cash handling guidelines.  In addition, staff are to 

be knowledgeable about amenities, fees, resources and upcoming events or 

programing occurring with the park.   

   

The park entrance gate will be staffed continually beginning at 7:30 a.m. and closing 

at 5:00 p.m., daily. 

 

This work list includes duties for opening, daily operation, and closing the park front 

entrance gate.  Staff assigned will perform duties for the period they are assigned. 
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Gate duties include, but are not limited to: 

 

1. OPENING 

a. Bank 

i. Verify daily cash bank 

b. Logs 

i. Prepare daily logs 

1. Camping check-in 

2. Survey (as provided) 

c. Materials 

i. Prepare visitor materials 

2. FEE COLLECTION 

a. Greet Customers 

i. “Good morning/afternoon” 

ii. “Welcome to Mojave Narrows” 

b. Collect 

i. Inform guest of total amount before entering into register 

ii. Collect fees and enter into register 

iii. Give guest register receipt 

3. CAMPING RESERVATIONS 

a. Log 

i. Number of visitors checking in 

ii. Number of vehicles 

iii. Number of pets 

4. CLOSING 

a. Lock  

i. Gate house  

b. Cash 

i. Reconcile cash drawer and fill out reconciliation form 

ii. Create bank for tomorrow’s shift 

c. Logs 

i. Enter camping reservation check-in information into 

reservation system 

d. Post 
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i. Print evening camping reservation list and post in campground 

kiosks (3) 

ii. Inspect information at kiosks and remove or replace as 

appropriate 

1. After hours contact information 

2. Event flyers 

3. Other announcements 
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OFFICE AT MOJAVE NARROWS & MOJAVE RIVER FORKS 

 

The park office will be staffed daily and continually beginning at 8:30 a.m. and closing at 5:30 

p.m., daily. 

 

This work list includes duties for opening, daily operation, and closing the park office.  Staff 

assigned will perform duties for the period they are assigned. 

 

Office duties include, but are not limited to: 

 

1. OPENING 

a. Bank 

i. Verify daily cash bank 

b. Logs 

i. Prepare daily logs 

1. Camping check-in 

2. Survey (as provided) 

c. Materials 

i. Prepare visitor materials 

2. FISCAL ACCOUNTING 

a. Daily and weekly forms; prepare and submit 

b. Bank deposit 

3. CUSTOMER SERVICE 

a. Greet customers (at counter or on telephone) 

i. “Good morning/afternoon” 

ii. “Welcome to” (counter) or “Thank you for calling” (phone) “Mojave 

Narrows” 

iii. “This is NAME, how may I help you?” (phone) 

b. Fee collection 

i. Inform guest of total amount before entering into register 

ii. Collect fees and enter into register 

iii. Give guest register receipt 

4. RESERVATIONS 

a. Camping 
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b. School 

c. Other (wedding, event, etc.) 

5. ADMINISTRATIVE  

a. Logs 

i. Daily Work Reports 

ii. Maintenance Requests 

iii. Other logs 

6. CLOSING 

a. Cash 

i. Reconcile cash drawer and fill out reconciliation form 

ii. Create bank for tomorrow’s shift 

b. Logs 

i. Enter camping reservation check-in information into reservation system 

 

c. Post 

i. Print evening camping reservation list and post in campground kiosks (3) 

ii. Inspect information at kiosks and remove or replace as appropriate 

1. After hours contact information 

2. Event flyers 

3. Other announcements 

d. Lock  

i. Safe room and set alarm 

ii. Park office door and set alarm 
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PARK GROUNDS CLEANING & MAINTENTANCE  

AT MOJAVE NARROWS & MOJAVE RIVER FORKS 

 

Park Grounds will be checked as assigned using the list below. Inspections of all areas should be 

done when assigned parks grounds duty.   

All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If extensive 

work is required routine maintenance, fill out a Park Maintenance Request Form submit to the 

park lead designee for assignment. 

Park Grounds duties include, but are not limited to: 

1. TRASH 

a. Remove trash from all areas of the park grounds 

2. FENCES 

a. Parking lot 

3. WALKWAYS 

a. Playground area 

b. Restrooms 

c. Parking areas 

4. HANDRAILS 

a. Steps 
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5. GARDEN AREAS 

a. Trees 

b. Weeds 

c. Debris 

d. Displays 

6. SIGNAGE 

7. PARKING LOTS 

a. Trash  

b. Debris 

8. AMENITIES 

a. Benches 

b. Picnic Tables 

9. EQUISTRIAN AREA 
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GENERAL MAINTENANCE AT MOJAVE NARROWS & MOJAVE RIVER FORKS 

 

Park employees assigned to maintenance will be given a daily list of outstanding or priority 

projects to be completed or worked on throughout the day.   

General maintenance duties include, but are not limited to: 

1. RESTROOMS 

2. BUILDINGS 

3. WATER/SEWER LINES 

4. HEATING/VENTALATION/COOLING SYSTEMS  

5. CAMPGROUNDS 

6. PARK GROUNDS 

7. PARK YARD/SHOP 

a. Work benches 

b. Equipment 

c. Storage areas 

i. Tools 

ii. Parts and supplies 

iii. Hazardous materials storage areas 

iv. Event decorations 

v. Outside containers 

d. Employee lockers 

e. Vehicle parking  

f. Fuel station 
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HOUSEKEEPING AT MOJAVE NARROWS & MOJAVE RIVER FORKS 

 

 

Housekeeping duty includes the cleaning and maintenance of all park and display areas, 

including:   

Using the list below, each area listed will be inspected, cleaned, and maintained when assigned 

housekeeping “HKP” duty  

All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Housekeeping duties include, but are not limited to: 

 

1. Clean office 

2. Clean Shop  

3. Organize supply sheds 

4. Clean and service tools 

5. Gate House  

6. Maintenance Yard 
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CLOSING PROCEDURES AT MOJAVE NARROWS & MOJAVE RIVER FORKS 

 

Closing procedures include: Park, Office, Maintenance, and Gate.  

Each of the four areas of responsibility will be closed by the staff member assigned that duty.  All 

closing procedures will be started at the appointed time near the end of the assigned shift and 

completed when the park has closed to visitors.  Using the list below, all closing procedures will 

be performed daily. 

 All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Opening duties include, but are not limited to: 

1. PARK 

a. File 

i. Daily Work List Schedule 

ii. Special Projects List 

iii. Daily Staff Work Reports 

b. Flags 

i. Lower flags at the front gate and in town 

ii. Fold properly and store in designated location 

c. Lock 

i. Restrooms 

ii. Pool area 

2. OFFICE 

a. Post 

i. Daily Communication  

b. Lock 

i. Arm safe room alarm 

ii. Lock front door 

3. MAINTENANCE 

a.  Lake pumps shut off 
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4. GATE 

a. Lock  

i. Gate house  

b. Cash 

i. Reconcile cash drawer and fill out reconciliation form 

ii. Create bank for tomorrow’s shift 

c. Logs 

i. Enter camping reservation check-in information into reservation system 

ii. Enter bus tracking information into electronic log 

d. Post 

i. Print evening camping reservation list and post in campground kiosks (3) 

ii. Inspect information at kiosks and remove or replace as appropriate 

1. After hours contact information 

2. Event flyers 

3. Other announcements 
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PRADO REGIONAL PARK OPERATIONS 

PARK WORKFLOW 

The Regional Parks Department has created a Park Workflow System to utilize various 

operational and workflow tools to ensure the successful operation of park facilities.  All staff are 

expected to adhere to and follow all workflow documents and schedules contained herein. 

Workflow Schedule: Prado Regional Park 

The use of workflow schedules greatly enhances the efficient workflow of park staff.  Park 

Superintendent/Lead or designee will develop and post a two week master workflow schedule 

that takes into consideration all service points, restrooms, campgrounds, general maintenance 

and other assignments. Superintendent/Lead or their designee are expected to post a written 

workflow schedule every day. The workflow schedule is an official posted document to staff and 

is expected to be followed as a verbal direction. Staff may not alter the workflow schedule 

without approval from their supervisor.  

Daily Work Reports: Prado Regional Park 

Each park employee will complete and submit a Daily Work Report (DWR) to the office by the 

end of each work day, which will detail work done on assignments for that day.  The accuracy of 

each report will be checked by the Superintendent/Lead or designee to ensure that work is being 

completed and that the quality of the work meets standards. 

Logs: Prado Regional Park 

Logs have been created for various activities at the park.  It is important to accurately and 

consistently keep each log current. 
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Workflow schedules will include the tasks listed below and utilize the designated abbreviations 

to indicate assigned tasks for staff:  

Prado Regional Park Duties  Code 
  

Multi-Purpose Building  MPB 

Snack Bar SKB 

Fishing Dock  FSH 

Split hour /  

Admin/Records ADM 

Break (personal) B 

Break coverage (others) BKS 

Customer Service CSV 

Multipurpose Room  MPR 

Campground Checks/Customer Service CCH 

Close Gate CLG 

Close Maintenance CLM 

Close Office CLO 

Close Park CLP 

Campgrounds Maintenance CMP 

Gate GT 

Housekeeping  HKP 

Lunch L 

Maintenance/Special Projects MNT 

Office OFC 

Open Gate OPG 

Open Office OPO 

Open Park OPP 

Park Grounds Cleaning & Maintenance GR 

Restrooms Cleaning RR 

Supplies SUP 

Lake Maintenance  LM 

Trash TR 
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OPENING PROCEDURES AT PRADO REGIONAL PARK 

Opening procedures include: Office, Park, and Gate.  

Each of the four areas of responsibility will be opened by the staff member assigned that duty.  

All opening procedures will be started promptly at the beginning of the assigned shift and 

completed before the park opens to visitors.  Using the list below, all opening procedures will be 

performed daily. 

 All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Opening duties include, but are not limited to: 

1. PARK 

a. Post 

i. Daily Work List Schedule 

ii. Special Projects List 

b. Flags 

i. Raise flags at the front gate 

ii. Make note of flags that need to be replaced and fill out a Park 

Maintenance Request Form and submit to the office  

c. Unlock 

i. Shop 

ii. Office  

iii. Gate house  

2. OFFICE 

a. Prepare banks for gate and break staff 

b. Print  

i. Daily camping list for gate  

ii. Campsite availability list for gate to give to campers 

iii. Visitors list 

iv. Other instructions for gate  

3. GATE 

a. Count and verify opening bank 

b. Get gate instruction folder with forms, daily camping list, special visitor list, and 

other information 
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ADMIN/RECORDS AT PRADO REGIONAL PARK 

 

The daily designated park ADM will be assigned the administrative duties, along with other 

maintenance, cleaning, or customer service tasks.   

Using the list below, the daily Park Lead shall complete prescribed tasks and coordinate reports 

sent to the Regional Parks Administration Office.   

Duties include, but are not limited to: 

 

1. MORNING 

a. Communications 

i. Sign-out and carry park cell phone 

ii. Make sure each ranger and the gate has a functioning radio 

b. Daily assignments 

i. Post Daily Work Flow Schedule  

ii. Make and communicate adjustments as assigned by 

Superintendent/Lead 

c. Park Maintenance Requests 

i. Check PMR log for unfinished or priority requests 

ii. Prepare PMR daily list for park staff assigned to Maintenance duties 

2. LOGS & INSPECTIONS 

a. Conduct inspections throughout the park as assigned, or as necessary 

b. Maintain log books 

3. PROJECT AUTHORIZATIONS FORMS 

a. Fill out and submit Project Authorization Forms; this may be delegated as 

authorized by Superintendent/Lead  

4. AFTERNOON 

a. Send Daily Packet to park manager 

i. Daily Work Reports 

ii. Park Maintenance Request Log 

iii. Refund Requests 

iv. Customer Service Feedback 

v. Other logs 
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RESTROOMS AT PRADO REGIONAL PARK 

 

Restrooms are expected to be checked and cleaned at least twice per day as directed by the 

workflow schedule.  It is the responsibility of the assigned staff to clean and inspect restrooms 

and advise the Park Superintendent/Lead or designee of any maintenance concerns during an 

assigned restroom shift.   

 

Restroom Cleaning/Maintenance Log 

All cleaning and maintenance is to be documented on the “Restroom Cleaning/Maintenance Log” 

each time the restroom is cleaned, inspected and/or a maintenance task is completed.  A 

complete entry includes filling in date, time, staff initials and indicating completion of each task 

by placing a check mark on the row corresponding to the each item.  Additionally, comments are 

expected to be added as needed.  Below is an example of a complete log entry: 

 

 
 

These forms are to be removed and filed weekly on Mondays by the Park Lead. 

All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Restroom tasks include, but are not limited to: 

1. FLOORS 

a. Sweep 

i. Use broom and dust pan to remove dirt, dust, debris from all floors  

b. Mop 

i. Wash down restroom, use wet mop with sanitizing solution to clean all 

areas under and around toilets,  under sinks, and entrance and walk ways 

2. TOILETS 

a. Brush/Cloth 

i. Use toilet brush to clean inside bowls, the top and underside of seats, 

and floor around base of toilet 

ii. Wipe lip and outside of toilet with a wet cleaning cloth 

iii. Leave seats raised to air dry 

 

b. Maintenance 

Date Time Floors Sinks Toilets Urinals Counters Lighting Stock Initials Comments

1/2/2016 9:00AM √ √ √ √ √ √ √ KP Faucet on left has a slow drip
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i. Tighten toilet seats as needed; replace if broken and unrepairable. 

ii. Fix minor leaks at hardware or pipes 

iii. If repairs require more than minor fixes or adjustments, fill out a Park 

Maintenance Request Form submit to the park ADM designee for 

assignment 

 

3. TRASH 

a. Remove bags from cans, barrels, and sanitary containers 

b. Replace bags in each 

4. SINKS 

a. Use spray bottle with sanitizing solution or Comet and cleaning cloth to wipe 

faucet, bowl, rim, and underside of each sink 

5. WALLS 

a. Wipe all walls with cleaning cloth and wet solution to remove dirt, scuffs, and 

splash marks 

b. Remove any graffiti or vandalism 

c. Wipe mirrors using glass cleaner solution and a dry cleaning cloth 

d. Remove spider webs from corners 

6. INFANT CHANGING STATIONS 

a. Use a spray bottle with sanitizing solution and a cleaning cloth to wipe down 

infant changing station, inside and out.   

b. Remove any stains or graffiti   

7. CEILINGS AND LIGHTING 

a. Inspect and clean ceiling area 

b. Inspect, clean, and make minor repairs to lighting fixtures as needed, including 

replacement of light bulbs 

8. PAPER GOODS 

a. Restock paper goods and soap as necessary throughout entire restroom 

b. Inspect, clean, and make minor repairs to broken toilet paper, hand towel, or 

soap fixtures; if unable to repair, report the necessary repair on a Park 

Maintenance Request Form and submit to park office. 

9. SUPPLY CLOSETS 

a. Clean area after each use  

i. Rinse thoroughly all cleaning cloths, brushes, mops, buckets, spray 

bottles or other tools used 

ii. Sweep and mop floor to remove dirt or excess liquids 

iii. Wipe walls and door to remove dirt or excess liquids 

iv. Clean and organize supply shelves; make a note of supplies needed for 

next cleaning 
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v. Remove used supplies, equipment, empty containers, or trash from the 

area; unused supplies and equipment should be returned to shop or 

supply storage. 

vi. ENTER DATE, TIME, AND INITIALS ON DAILY LOG 
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CAMPGROUNDS AT PRADO REGIONAL PARK  

Campgrounds are expected to be checked as directed by the workflow schedule.  It is the 

responsibility of the assigned staff to clean and inspect campgrounds and advise the Park 

Superintendent/Lead or designee of any maintenance concerns during an assigned campground 

shift.   

 

Campgrounds Cleaning/Maintenance Log 

All cleaning and maintenance is to be documented on the “Campground Cleaning/Maintenance 

Log” each time a campground is cleaned, inspected and/or a maintenance task is completed.  A 

complete entry includes filling in date, time, staff initials and indicating completion of each task 

by placing a check mark on the row corresponding to the each item.  Additionally, comments are 

expected to be added as needed.  Below is an example of a complete log entry: 

 

 
                                          

All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Campground duties include, but are not limited to: 

1. GROUNDS 

a. Dirt areas (other than campsites, including surrounding hillsides) 

i. Remove trash, weeds, other debris 

b. Roadways 

i. Sweep; remove trash, dirt, rocks, and other debris 

c. Concrete areas (surrounding restrooms) 

i. Sweep; remove trash, dirt, rocks, and other debris; inspect for damage, 

graffiti, etc. 

d. Trees 

i. Trim branches away from RV parking areas; remove excessively drooping 

limbs and suckers 

e. Signage 

i. Inspect all signage, including site numbers; clean, repair, replace as 

needed 

2. SITES 

a. Pads 

i. Clean – remove trash or other debris 

Date Time Tables Trees Lighting Signage Water Fire Rings BBQ's Initials Comments

1/2/2016 9:00AM X X X X X X X KP Picnic table seat needs repair

ATTACHMENT 6

https://www.google.com/search?rlz=1C1CHBD_enUS819US819&q=prado+regional+park+address&stick=H4sIAAAAAAAAAOPgE-LSz9U3MDIztchN05LNTrbSz8lPTizJzM-DM6wSU1KKUouLASpFY3ktAAAA&ludocid=2441235428059060643&sa=X&ved=2ahUKEwju9tKK2cDfAhXzHjQIHSibCB0Q6BMwHnoECAgQBg
https://www.google.com/search?rlz=1C1CHBD_enUS819US819&q=prado+regional+park+phone&ludocid=2441235428059060643&sa=X&ved=2ahUKEwju9tKK2cDfAhXzHjQIHSibCB0Q6BMwIXoECBEQAg
https://www.google.com/search?rlz=1C1CHBD_enUS819US819&ei=fQglXNSSCYX10wLow7rgAw&q=Prado+regional+park&oq=Prado+regional+park&gs_l=psy-ab.3..35i39j0l9.6377891.6383464..6383628...4.0..0.114.2136.14j8......0....1..gws-wiz.....6..0i71j0i67j0i131i67j0i10j0i131.QbriqVFyDnE


San Bernardino Regional Parks 

Prado Regional Park 
Address: 16700 Euclid Ave, Chino, CA 91708 

Phone: (909) 597-4260 

ii. Smooth – use rake, shovel, or tractor to smooth and level campsites; fill 

rain ruts 

b. Pedestals 

i. Inspect – check for any damage and if in working order 

c. Hook-up pads 

 

i. Check the electrical panels, ensure sewage caps are secure 

d. Water spigots 

e. Site numbers 

3. AMENITIES 

a. Barbeques 

b. Fire Rings 

c. Dump Stations 

d. Kiosks 

e. Lighting 

f. Picnic Tables 

 

Park Superintendents/Leads are expected to review the Campground logs at least 

once per week to ensure proper completion of tasks by staff as well as to identify 

potential projects or repairs to restroom facilities.  
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FRONT GATE AT PRADO REGIONAL PARK 
 

Staff members assigned to the gate are the first point of contact for customers 

entering the park. It is expected that staff follow the County Service First Model of 

Customer Service when interacting with customers.  The primary responsibility for 

staff scheduled at the front gate is as a cashier which requires staff to follow and 

adhere to County and Department cash handling guidelines.  In addition, staff are to 

be knowledgeable about amenities, fees, resources and upcoming events or 

programing occurring with the park.   

   

The park entrance gate will be staffed continually beginning at 7:30 a.m. and closing 

at 5:00 p.m., daily. 

 

This work list includes duties for opening, daily operation, and closing the park front 

entrance gate.  Staff assigned will perform duties for the period they are assigned. 

 

Gate duties include, but are not limited to: 

 

1. OPENING 

a. Bank 

i. Verify daily cash bank 

b. Logs 

i. Prepare daily logs 

1. Camping check-in 

2. Survey (as provided) 

c. Materials 

i. Prepare visitor materials 

2. FEE COLLECTION 

a. Greet Customers 

i. “Good morning/afternoon” 

ii. “Welcome to Prado Regional Park” 

b. Collect 

i. Inform guest of total amount before entering into register 

ii. Collect fees and enter into register 

iii. Give guest register receipt 

3. CAMPING RESERVATIONS 

a. Log 

i. Number of visitors checking in 

ii. Number of vehicles 

iii. Number of pets 
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Phone: (909) 597-4260 

4. CLOSING 

a. Lock  

i. Gate house  

b. Cash 

i. Reconcile cash drawer and fill out reconciliation form 

ii. Create bank for tomorrow’s shift 

c. Logs 

i. Enter camping reservation check-in information into 

reservation system 

d. Post 

i. Inspect information at kiosks and remove or replace as 

appropriate 

1. After hours contact information 

2. Event flyers 

3. Other announcements 
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Prado Regional Park 
Address: 16700 Euclid Ave, Chino, CA 91708 

Phone: (909) 597-4260 

OFFICE AT PRADO REGIONAL PARK 

The park office will be staffed daily and continually beginning at 8:30 a.m. and closing at 5:30 

p.m., daily. 

 

This work list includes duties for opening, daily operation, and closing the park office.  Staff 

assigned will perform duties for the period they are assigned. 

 

Office duties include, but are not limited to: 

 

1. OPENING 

a. Bank 

i. Verify daily cash bank 

b. Logs 

i. Prepare daily logs 

1. Camping check-in 

2. Survey (as provided) 

c. Materials 

i. Prepare visitor materials 

2. FISCAL ACCOUNTING 

a. Daily and weekly forms; prepare and submit 

b. Bank deposit 

3. CUSTOMER SERVICE 

a. Greet customers (at counter or on telephone) 

i. “Good morning/afternoon” 

ii. “Welcome to Prado Regional Park” 

iii. “This is NAME, how may I help you?”  

b. Fee collection 

i. Inform guest of total amount before entering into register 

ii. Collect fees and enter into register 

iii. Give guest register receipt 

4. RESERVATIONS 

a. Camping 

b. School 

c. Other (wedding, event, etc.) 

5. ADMINISTRATIVE  

a. Logs 

i. Daily Work Reports 

ii. Maintenance Requests 

iii. Other logs 

6. CLOSING 
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a. Cash 

i. Reconcile cash drawer and fill out reconciliation form 

ii. Create bank for tomorrow’s shift 

b. Logs 

i. Enter camping reservation check-in information into reservation system 

 

c. Post 

i. Print evening camping reservation list and post at Front Gate 

ii. Inspect information at Front Gate and remove or replace as appropriate 

1. After hours contact information 

2. Event flyers 

3. Other announcements 

d. Lock  

i. Safe room and set alarm 

ii. Park office door and set alarm 
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PARK GROUNDS CLEANING & MAINTENTANCE  

AT PRADO REGIONAL PARK 

 

Park Grounds will be checked as assigned using the list below. Inspections of all areas should be 

done when assigned parks grounds duty.   

All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If extensive 

work is required routine maintenance, fill out a Park Maintenance Request Form submit to the 

park lead designee for assignment. 

Park Grounds duties include, but are not limited to: 

1. TRASH 

a. Remove trash from all areas of the park grounds 

2. FENCES 

a. Parking lot 

3. WALKWAYS 

a. Playground area 

b. Restrooms 

c. Pool area 

d. Parking areas 

4. HANDRAILS 

a. Steps 

5. GARDEN AREAS 

a. Trees 

b. Weeds 

c. Debris 

d. Displays 

6. SIGNAGE 

7. PARKING LOTS 

a. Trash  

b. Debris 

8. AMENITIES 

a. Benches 

b. Picnic Tables 

9. MULTIPURPOSE ROOM  

 

  

ATTACHMENT 6

https://www.google.com/search?rlz=1C1CHBD_enUS819US819&q=prado+regional+park+address&stick=H4sIAAAAAAAAAOPgE-LSz9U3MDIztchN05LNTrbSz8lPTizJzM-DM6wSU1KKUouLASpFY3ktAAAA&ludocid=2441235428059060643&sa=X&ved=2ahUKEwju9tKK2cDfAhXzHjQIHSibCB0Q6BMwHnoECAgQBg
https://www.google.com/search?rlz=1C1CHBD_enUS819US819&q=prado+regional+park+phone&ludocid=2441235428059060643&sa=X&ved=2ahUKEwju9tKK2cDfAhXzHjQIHSibCB0Q6BMwIXoECBEQAg
https://www.google.com/search?rlz=1C1CHBD_enUS819US819&ei=fQglXNSSCYX10wLow7rgAw&q=Prado+regional+park&oq=Prado+regional+park&gs_l=psy-ab.3..35i39j0l9.6377891.6383464..6383628...4.0..0.114.2136.14j8......0....1..gws-wiz.....6..0i71j0i67j0i131i67j0i10j0i131.QbriqVFyDnE


San Bernardino Regional Parks 
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GENERAL MAINTENANCE AT PRADO REGIONAL PARK 

Park employees assigned to maintenance will be given a daily list of outstanding or priority 

projects to be completed or worked on throughout the day.   

General maintenance duties include, but are not limited to: 

1. RESTROOMS 

2. BUILDINGS 

3. WATER/SEWER LINES 

4. HEATING/VENTALATION/COOLING SYSTEMS  

5. CAMPGROUNDS 

6. PARK GROUNDS 

7. MULTIPURPOSE ROOM 

8. PARK YARD/SHOP 

a. Work benches 

b. Equipment 

c. Storage areas 

i. Tools 

ii. Parts and supplies 

iii. Hazardous materials storage areas 

iv. Event decorations 

v. Outside containers 

d. Employee lockers 

e. Vehicle parking  

f. Fuel station 
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Prado Regional Park 
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HOUSEKEEPING AT PRADO REGIONAL PARK 

 

Housekeeping duty includes the cleaning and maintenance of all park and display areas, 

including:   

Using the list below, each area listed will be inspected, cleaned, and maintained when assigned 

housekeeping “HKP” duty  

All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Housekeeping duties include, but are not limited to: 

 

1. Clean office 

2. Clean Shop  

3. Organize supply sheds 

4. Clean and service tools 

5. Clean Front Gate  

6. Clean Multipurpose Room 
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Prado Regional Park 
Address: 16700 Euclid Ave, Chino, CA 91708 

Phone: (909) 597-4260 

CLOSING PROCEDURES AT PRADO REGIONAL PARK 

Closing procedures include: Park, Office, Maintenance, and Gate.  

Each of the four areas of responsibility will be closed by the staff member assigned that duty.  All 

closing procedures will be started at the appointed time near the end of the assigned shift and 

completed when the park has closed to visitors.  Using the list below, all closing procedures will 

be performed daily. 

 All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Opening duties include, but are not limited to: 

1. PARK 

a. File 

i. Daily Work List Schedule 

ii. Special Projects List 

iii. Daily Staff Work Reports 

b. Flags 

i. Lower flags at the front gate 

ii. Fold properly and store in designated location 

2. OFFICE 

a. Post 

i. Work Flow Schedule for next Shift  

b. Lock 

i. Arm safe room alarm/ lock up safe 

ii. Lock front door 

3. GATE 

a. Lock  

i. Gate house  

b. Cash 

i. Reconcile cash drawer and fill out reconciliation form 

ii. Create bank for tomorrow’s shift 

c. Logs 

i. Enter camping reservation check-in information into reservation system 

d. Post 

i. Inspect information at Front Gate and remove or replace as appropriate 

1. After hours contact information 

2. Event flyers 
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San Bernardino Regional Parks 

Yucaipa Regional Park 
Address: 33900 Oak Glen Rd, Yucaipa, CA 92399 

Phone: (909) 790-3127 

YUCAIPA REGIONAL PARK OPERATIONS 

PARK WORKFLOW 

The Regional Parks Department has created a Park Workflow System to utilize various 

operational and workflow tools to ensure the successful operation of park facilities.  All staff are 

expected to adhere to and follow all workflow documents and schedules contained herein. 

Workflow Schedule: Yucaipa Regional Park 

The use of workflow schedules greatly enhances the efficient workflow of park staff.  Park 

Superintendent/Lead or designee will develop and post a two week master workflow schedule 

that takes into consideration all service points, restrooms, campgrounds, general maintenance 

and other assignments. Superintendent/Lead or their designee are expected to post a written 

workflow schedule every day. The workflow schedule is an official posted document to staff and 

is expected to be followed as a verbal direction. Staff may not alter the workflow schedule 

without approval from their supervisor.  

Daily Work Reports: Yucaipa Regional Park 

Each park employee will complete and submit a Daily Work Report (DWR) to the office by the 

end of each work day, which will detail work done on assignments for that day.  The accuracy of 

each report will be checked by the Superintendent/Lead or designee to ensure that work is being 

completed and that the quality of the work meets standards. 

Logs: Yucaipa Regional Park 

Logs have been created for various activities at the park.  It is important to accurately and 

consistently keep each log current. 
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Yucaipa Regional Park 
Address: 33900 Oak Glen Rd, Yucaipa, CA 92399 

Phone: (909) 790-3127 

Workflow schedules will include the tasks listed below and utilize the designated abbreviations 

to indicate assigned tasks for staff:  

Yucaipa Regional Park Duties  Code 
  

Pool Maintenance  PM 

Split hour /  

Admin/Records ADM 

Break (personal) B 

Break coverage (others) BKS 

Customer Service CSV 

Close pool area CLPA 

Campground Checks/Customer Service CCH 

Close Gate CLG 

Close Maintenance CLM 

Close Office CLO 

Close Park CLP 

Campgrounds Maintenance CMP 

Gate GT 

Housekeeping (Cabins/Bunkhouses/Displays/Museums) HKP 

Lunch L 

Maintenance/Special Projects MNT 

Office OFC 

Open Gate OPG 

Open Office OPO 

Open Park OPP 

Park Grounds Cleaning & Maintenance GR 

Restrooms Cleaning RR 

Supplies SUP 

Trash TR 
 

 

The following pages include definitions of the various duties that staff are expected to perform 

when assigned on the workflow schedule.  Tasks are to be completed within the assigned amount 

of time as directed by the Park Superintendent/Lead.   
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OPENING PROCEDURES AT YUCAIPA REGIONAL PARK  

 

Opening procedures include: Office, Park, and Gate.  

Each of the four areas of responsibility will be opened by the staff member assigned that duty.  

All opening procedures will be started promptly at the beginning of the assigned shift and 

completed before the park opens to visitors.  Using the list below, all opening procedures will be 

performed daily. 

 All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Opening duties include, but are not limited to: 

1. PARK 

a. Post 

i. Daily Work List Schedule 

ii. Special Projects List 

b. Flags 

i. Raise flags at the front gate 

ii. Make note of flags that need to be replaced and fill out a Park 

Maintenance Request Form and submit to the office  

c. Unlock 

i. Gate house  

ii. Office  

iii. Shop 

2. OFFICE 

a. Prepare banks for gate and break staff 

b. Print  

i. Daily camping list for gate and kiosks 

ii. Campsite availability list for gate to give to campers 

iii. Visitors list 

iv. Other instructions for gate  

3. GATE 

a. Count and verify opening bank 

b. Get gate instruction folder with forms, daily camping list, special visitor list, and 

other information 
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ADMIN/RECORDS AT YUCAIPA REGIONAL PARK  

 

 

The daily designated park ADM will be assigned the administrative duties, along with other 

maintenance, cleaning, or customer service tasks.   

Using the list below, the daily Park Lead shall complete prescribed tasks and coordinate reports 

sent to the Regional Parks Administration Office.   

Duties include, but are not limited to: 

 

1. MORNING 

a. Communications 

i. Sign-out and carry park cell phone 

ii. Make sure each ranger and the gate has a functioning radio 

b. Daily assignments 

i. Post Daily Work Flow 

ii. Make and communicate adjustments as assigned by 

Superintendent/Lead 

c. Park Maintenance Requests 

i. Check PMR log for unfinished or priority requests 

ii. Prepare PMR daily list for park staff assigned to Maintenance duties 

2. LOGS & INSPECTIONS 

a. Conduct inspections throughout the park as assigned, or as necessary 

b. Maintain log books 

3. PROJECT AUTHORIZATIONS FORMS 

a. Fill out and submit Project Authorization Forms; this may be delegated as 

authorized by Superintendent/Lead  

4. AFTERNOON 

a. Send Daily Packet to park manager 

i. Daily Work Reports 

ii. Park Maintenance Request Log 

iii. Refund Requests 

iv. Customer Service Feedback 

v. Other logs 
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RESTROOMS AT YUCAIPA REGIONAL PARK 

 

Restrooms are expected to be checked and cleaned at least twice per day as directed by the 

workflow schedule.  It is the responsibility of the assigned staff to clean and inspect restrooms 

and advise the Park Superintendent/Lead or designee of any maintenance concerns during an 

assigned restroom shift.   

 

Restroom Cleaning/Maintenance Log 

All cleaning and maintenance is to be documented on the “Restroom Cleaning/Maintenance Log” 

each time the restroom is cleaned, inspected and/or a maintenance task is completed.  A 

complete entry includes filling in date, time, staff initials and indicating completion of each task 

by placing a check mark on the row corresponding to the each item.  Additionally, comments are 

expected to be added as needed.  Below is an example of a complete log entry: 

 

 
 

These forms are to be removed and filed weekly on Mondays by the Park Lead. 

All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Restroom tasks include, but are not limited to: 

1. FLOORS 

a. Sweep 

i. Use broom and dust pan to remove dirt, dust, debris from all floors  

b. Mop 

i. Use wet mop with sanitizing solution to clean all areas under and around 

toilets,  under sinks, and entrance and walk ways 

2. TOILETS 

a. Brush/Cloth 

i. Use toilet brush to clean inside bowls, the top and underside of seats, 

and floor around base of toilet 

ii. Wipe lip and outside of toilet with a wet cleaning cloth 

iii. Leave seats raised to air dry 

 

b. Maintenance 

Date Time Floors Sinks Toilets Urinals Counters Lighting Stock Initials Comments

1/2/2016 9:00AM √ √ √ √ √ √ √ KP Faucet on left has a slow drip
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i. Tighten toilet seats as needed; replace if broken and unrepairable. 

ii. Fix minor leaks at hardware or pipes 

iii. If repairs require more than minor fixes or adjustments, fill out a Park 

Maintenance Request Form submit to the park ADM designee for 

assignment 

 

3. TRASH 

a. Remove bags from cans, barrels, and sanitary containers 

b. Replace bags in each 

4. SINKS 

a. Use spray bottle with sanitizing solution or Comet and cleaning cloth to wipe 

faucet, bowl, rim, and underside of each sink 

5. WALLS 

a. Wipe all walls with cleaning cloth and wet solution to remove dirt, scuffs, and 

splash marks 

b. Remove any graffiti or vandalism 

c. Wipe mirrors using glass cleaner solution and a dry cleaning cloth 

d. Remove spider webs from corners 

6. INFANT CHANGING STATIONS 

a. Use a spray bottle with sanitizing solution and a cleaning cloth to wipe down 

infant changing station, inside and out.   

b. Remove any stains or graffiti   

7. CEILINGS AND LIGHTING 

a. Inspect and clean ceiling area 

b. Inspect, clean, and make minor repairs to lighting fixtures as needed, including 

replacement of light bulbs 

8. PAPER GOODS 

a. Restock paper goods and soap as necessary throughout entire restroom 

b. Inspect, clean, and make minor repairs to broken toilet paper, hand towel, or 

soap fixtures; if unable to repair, report the necessary repair on a Park 

Maintenance Request Form and submit to park office. 

9. SUPPLY CLOSETS 

a. Clean area after each use  

i. Rinse thoroughly all cleaning cloths, brushes, mops, buckets, spray 

bottles or other tools used 

ii. Sweep and mop floor to remove dirt or excess liquids 

iii. Wipe walls and door to remove dirt or excess liquids 

iv. Clean and organize supply shelves; make a note of supplies needed for 

next cleaning 
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v. Remove used supplies, equipment, empty containers, or trash from the 

area; unused supplies and equipment should be returned to shop or 

supply storage. 

vi. ENTER DATE, TIME, AND INITIALS ON DAILY LOG 
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CAMPGROUNDS AT YUCAIPA REGIONAL PARK 

Campgrounds are expected to be checked as directed by the workflow schedule.  It is the 

responsibility of the assigned staff to clean and inspect campgrounds and advise the Park 

Superintendent/Lead or designee of any maintenance concerns during an assigned campground 

shift.   

 

Campgrounds Cleaning/Maintenance Log 

All cleaning and maintenance is to be documented on the “Campground Cleaning/Maintenance 

Log” each time a campground is cleaned, inspected and/or a maintenance task is completed.  A 

complete entry includes filling in date, time, staff initials and indicating completion of each task 

by placing a check mark on the row corresponding to the each item.  Additionally, comments are 

expected to be added as needed.  Below is an example of a complete log entry: 

 

 
                                          

All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Campground duties include, but are not limited to: 

1. GROUNDS 

a. Dirt areas (other than campsites, including surrounding hillsides) 

i. Remove trash, weeds, other debris 

b. Roadways 

i. Sweep; remove trash, dirt, rocks, and other debris 

c. Concrete areas (amphitheater, surrounding restrooms) 

i. Sweep; remove trash, dirt, rocks, and other debris; inspect for damage, 

graffiti, etc. 

d. Trees 

i. Trim branches away from RV parking areas; remove excessively drooping 

limbs and suckers 

e. Signage 

i. Inspect all signage, including site numbers; clean, repair, replace as 

needed 

2. SITES 

a. Pads 

i. Clean – remove trash or other debris 

Date Time Tables Trees Lighting Signage Water Fire Rings BBQ's Initials Comments

1/2/2016 9:00AM X X X X X X X KP Picnic table seat needs repair
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ii. Smooth – use rake, shovel, or tractor to smooth and level campsites; fill 

rain ruts 

b. Pedestals 

i. Inspect – check for any damage and if in working order 

c. Hook-up pads 

i. Clean 

d. Water spigots 

e. Site numbers 

3. AMENITIES 

a. Barbeques 

b. Fire Rings 

c. Dump Stations 

d. Kiosks 

e. Lighting 

f. Picnic Tables 

 

Park Superintendents/Leads are expected to review the Campground logs at least 

once per week to ensure proper completion of tasks by staff as well as to identify 

potential projects or repairs to restroom facilities.  
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FRONT GATE AT YUCAIPA REGIONAL PARK 
 

Staff members assigned to the gate are the first point of contact for customers 

entering the park. It is expected that staff follow the County Service First Model of 

Customer Service when interacting with customers.  The primary responsibility for 

staff scheduled at the front gate is as a cashier which requires staff to follow and 

adhere to County and Department cash handling guidelines.  In addition, staff are to 

be knowledgeable about amenities, fees, resources and upcoming events or 

programing occurring with the park.   

   

The park entrance gate will be staffed continually beginning at 7:30 a.m. and closing 

at 5:00 p.m., daily. 

 

This work list includes duties for opening, daily operation, and closing the park front 

entrance gate.  Staff assigned will perform duties for the period they are assigned. 

 

Gate duties include, but are not limited to: 

 

1. OPENING 

a. Bank 

i. Verify daily cash bank 

b. Logs 

i. Prepare daily logs 

1. Camping check-in 

2. Survey (as provided) 

c. Materials 

i. Prepare visitor materials 

2. FEE COLLECTION 

a. Greet Customers 

i. “Good morning/afternoon” 

ii. “Welcome to Yucaipa Regional Park” 

b. Collect 

i. Inform guest of total amount before entering into register 

ii. Collect fees and enter into register 

iii. Give guest register receipt 

3. CAMPING RESERVATIONS 

a. Log 

i. Number of visitors checking in 

ii. Number of vehicles 

iii. Number of pets 
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4. CLOSING 

a. Lock  

i. Gate house  

b. Cash 

i. Reconcile cash drawer and fill out reconciliation form 

ii. Create bank for tomorrow’s shift 

c. Logs 

i. Enter camping reservation check-in information into 

reservation system 

d. Post 

i. Print evening camping reservation list and post in campground 

kiosks (3) 

ii. Inspect information at kiosks and remove or replace as 

appropriate 

1. After hours contact information 

2. Event flyers 

3. Other announcements 
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OFFICE AT YUCAIPA REGIONAL PARK 

The park office will be staffed daily and continually beginning at 8:30 a.m. and closing at 5:30 

p.m., daily. 

 

This work list includes duties for opening, daily operation, and closing the park office.  Staff 

assigned will perform duties for the period they are assigned. 

 

Office duties include, but are not limited to: 

 

1. OPENING 

a. Bank 

i. Verify daily cash bank 

b. Logs 

i. Prepare daily logs 

1. Camping check-in 

2. Survey (as provided) 

c. Materials 

i. Prepare visitor materials 

2. FISCAL ACCOUNTING 

a. Daily and weekly forms; prepare and submit 

b. Bank deposit 

3. CUSTOMER SERVICE 

a. Greet customers (at counter or on telephone) 

i. “Good morning/afternoon” 

ii. “Welcome to” (counter) or “Thank you for calling” (phone) “______” 

iii. “This is NAME, how may I help you?” (phone) 

b. Fee collection 

i. Inform guest of total amount before entering into register 

ii. Collect fees and enter into register 

iii. Give guest register receipt 

4. RESERVATIONS 

a. Camping 

b. School 

c. Other (wedding, event, etc.) 

5. ADMINISTRATIVE  

a. Logs 

i. Daily Work Reports 

ii. Maintenance Requests 

iii. Other logs 

6. CLOSING 
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a. Cash 

i. Reconcile cash drawer and fill out reconciliation form 

ii. Create bank for tomorrow’s shift 

b. Logs 

i. Enter camping reservation check-in information into reservation system 

 

c. Post 

i. Print evening camping reservation list and post in campground kiosks (3) 

ii. Inspect information at kiosks and remove or replace as appropriate 

1. After hours contact information 

2. Event flyers 

3. Other announcements 

d. Lock  

i. Safe room and set alarm 

ii. Park office door and set alarm 
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PARK GROUNDS CLEANING & MAINTENTANCE AT YUCAIPA REGIONAL PARK 

 

Park Grounds will be checked as assigned using the list below. Inspections of all areas should be 

done when assigned parks grounds duty.   

All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If extensive 

work is required routine maintenance, fill out a Park Maintenance Request Form submit to the 

park lead designee for assignment. 

Park Grounds duties include, but are not limited to: 

1. TRASH 

a. Remove trash from all areas of the park grounds 

2. FENCES 

a. Parking lot 

3. WALKWAYS 

a. Playground area 

b. Restrooms 

c. Pool area 

d. Parking areas 

4. HANDRAILS 

a. Steps 

5. GARDEN AREAS 

a. Trees 

b. Weeds 

c. Debris 

d. Displays 

6. SIGNAGE 

7. PARKING LOTS 

a. Trash  

b. Debris 

8. AMENITIES 

a. Benches 

b. Picnic Tables 
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San Bernardino Regional Parks 
 

Yucaipa Regional Park 
Address: 33900 Oak Glen Rd, Yucaipa, CA 92399 

Phone: (909) 790-3127 

GENERAL MAINTENANCE 

Park employees assigned to maintenance will be given a daily list of outstanding or priority 

projects to be completed or worked on throughout the day.   

General maintenance duties include, but are not limited to: 

1. RESTROOMS 

2. BUILDINGS 

3. WATER/SEWER LINES 

4. HEATING/VENTALATION/COOLING SYSTEMS  

5. CAMPGROUNDS 

6. PARK GROUNDS 

7. PARK YARD/SHOP/BONE YARD 

a. Work benches 

b. Equipment 

c. Storage areas 

i. Tools 

ii. Parts and supplies 

iii. Hazardous materials storage areas 

iv. Event decorations 

v. Outside containers 

d. Employee lockers 

e. Vehicle parking  

f. Fuel station 

g. Water tanks area 
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Yucaipa Regional Park 
Address: 33900 Oak Glen Rd, Yucaipa, CA 92399 

Phone: (909) 790-3127 

HOUSEKEEPING AT YUCAIPA REGIONAL PARK 

 

Housekeeping duty includes the cleaning and maintenance of all park and display areas, 

including:   

Using the list below, each area listed will be inspected, cleaned, and maintained when assigned 

housekeeping “HKP” duty  

All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Housekeeping duties include, but are not limited to: 

 

1. Clean office 

2. Clean Shop  

3. Organize supply sheds 

4. Clean and service tools 

5. Gate House  

6. Pool Area  
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Yucaipa Regional Park 
Address: 33900 Oak Glen Rd, Yucaipa, CA 92399 

Phone: (909) 790-3127 

CLOSING PROCEDURES AT YUCAIPA REGIONAL PARK 

Closing procedures include: Park, Office, Maintenance, and Gate.  

Each of the four areas of responsibility will be closed by the staff member assigned that duty.  All 

closing procedures will be started at the appointed time near the end of the assigned shift and 

completed when the park has closed to visitors.  Using the list below, all closing procedures will 

be performed daily. 

 All work done must be documented on the Employee Daily Work Report so that future 

assignments will not include work that has already been completed. Include notes for all 

inspections, work done, and project details (current and needed) in your daily report.  If 

additional or extensive work is required beyond daily tasks, fill out a Park Maintenance Request 

Form submit to the park lead designee for assignment. 

Opening duties include, but are not limited to: 

1. PARK 

a. File 

i. Daily Work List Schedule 

ii. Special Projects List 

iii. Daily Staff Work Reports 

b. Flags 

i. Lower flags at the front gate and in town 

ii. Fold properly and store in designated location 

c. Lock 

i. Restrooms 

ii. Pool area 

2. OFFICE 

a. Post 

i. Daily Communication  

b. Lock 

i. Arm safe room alarm 

ii. Lock front door 

3. MAINTENANCE 

a.  Lake pumps shut off 

4. GATE 

a. Lock  

i. Gate house  

b. Cash 

i. Reconcile cash drawer and fill out reconciliation form 

ii. Create bank for tomorrow’s shift 

c. Logs 
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Yucaipa Regional Park 
Address: 33900 Oak Glen Rd, Yucaipa, CA 92399 

Phone: (909) 790-3127 

i. Enter camping reservation check-in information into reservation system 

ii. Enter bus tracking information into electronic log 

d. Post 

i. Print evening camping reservation list and post in campground kiosks (3) 

ii. Inspect information at kiosks and remove or replace as appropriate 

1. After hours contact information 

2. Event flyers 

3. Other announcements 
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