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The National Park Service looks upon itself as
the guardian of perhaps the greatest living and testa-
mentary trust ever established. The concept of conser-
vation of a small portion of ocur land, not for consumption
of its natural resources, but for its preservation to
minister to the human mind and spirit, because of
surpassing grandeur or other special and profound
significance, is one almost unique to the United States

of America.

Newton B, Drury
Director, National Park Service
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WELCOME

You are now a part of a Nation-wide organization, the National Park
Service, the Burean of the Department of the Interior which administers the National
Park System. We hope vou will share with us who bave preceded vou into the Service
our pride in it and our desire to increase public respect for it and for its ideals
of capable, cheerful, and courtecus service to the public.

This booklet was prepared for vou. We ask vou to read it because we
believe that, whether vou are entering on duty with the National Park Service for
the first vtime or are an “old timer” coming back to us, vou will find it of walue to
you. More amportant, it is designed to help you do your job better, to the benefit
of the public, and te your own greater satisfaction.

I know that you want to get off to a good start; and you will find that
others in the Service are eager to help you do so. Many of the questions thav will
come to you as a pew emplover you will find answered in the followiag pages; but you
will pnot find all the answers there. Don’t hesitate to ask gquestions, but try to
ask them of those who may be reasonably expected to heve the answers--your super-
visor or someone who specializes in matters to which your guestions are rvelated.
flon’t guess!

In Government employment, everyone has a supervisor. In some cases, the
supervision is tather close; in others, and quite commonly in the National Park
Berviee, it is very general, with emplovees trusted to perform the work expected of
them and to exercise initiative and judgment in comnection with it. In any case,
however, your supervigor is the person to whom you are directly responsible for what
vou do in your work. 1 you are in any doubt as to who is your supervisor, insist
on findiog out.

In a great many jobs, from routine checking of cars at a park entrance to
the preparation of a park budget, you will find that things are done in wavs daf-
ferent from those to which you are accustomed. There are usually very good reasons
for these ways. The special nature of the public business and the laws under which
Government bureaus are compelled to function often reguire different methods and
different procedures fromthese which are {ollowed in private business. Sowe National
Park Service ways of doing things differ from those of other Government bureaus,
usually because the purposes and objectives of the Service are different from those
of any other burean, However, we are anxious to improve our methods of doing
business and to make them more effective; consequently, thoughtlul suggestions for
improvement will be welcomed and given consideration.

Bear in mind that, ne matter in what capacily you serve, You are ¢ repre-
sentative of the National Park Service. You will perhaps be the only representative
of the Service that many visitors will meet. These may form their lasting impres-
sions of the Service solely from you. This can be as true of an office worker as
of the men who wear the uniform and whose duties include many contacts with the
public. In meeting those with whom we have business, your attitude should convey
the friendliness and the sincere desire to be helpful which are characteristic of
Natvional Park Service emplovees evervwhere.

Of primary importance is vour own attitude toward your job. I earnestly
urge you not to think of 1t as " just another job.” The National Park Service is
performing valuable services, contributing greatly to the enjoyment and the inspira-
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tion of the American people. You, and all of us, have reason to be proud that we
are in this work. You will find it worthy of your best efforts. To perform it,
there are needed men and women of vision, initiative, loyalty, and high ideals,

Most sincerely I wish you success in your work. I know that all others
in the National Park Bervice share this wish with me.

Newton B, Drury
Director
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THE NATIONAL PARK SYSTEM AND THE NATIONAL PARK SERVICE

The United States is one of the foremost among the nations of the world in
preserving for its people choice examples of their land. The preservation of super-
latively scenic areas, and aresas of grﬁat seientific or ﬁ&%tﬁrlf&i intereat, for the
use and enjoyment of the people--of this generation and of future geper rations--is
one of our country’s most farsighted policies. In the MNavional Park System are
found our troly great places of nature and of history.

The system consists of national parks and national monuwsents, and of
other areas, variously designated, which are chiefly important from the historical
standpoint. Over all areas included in the National Park Svstem, the National Park
Service exercises permanent and undivided control. On the other hand, in recres-
tional areas such as those at reclamation projects like Lake Mead and Coulee Dam,
primary jurisdiction lies with another agency; by agreement with that agency, the
Service plans, develops, and administers the lands for recreational use.

In what is said hereafter, we shall ofren use the word *park” to avoid
tiresome repetition, but you should understand that the word is used broadly to
include any area in the Nationasl Park Sysvem.

What is addressed to you as an employee, inthisx livtle book, is applicable
to you whether vou work at an isolated field station, in a Regional Office, orin the
Washington Office. The Service is a service of people--rangers, clerks, the Director,
technicians, laborers, administrators, mechanics, and many others. Fach of us has a
share in the management of & priceless trust, which is the property of ull the people
of the United States. Our work is for the future sas well as today. That is ope of
the reasons why many of vs derive such deep satvisfaction from iy,

The National Park Service is one of the great conservatiow agencies of the
Federal Government. Conservation, in its generally accepted meaning, is defined as
the wise use of our resources. Cwvermment agencies have been established to provide
for the wise use of the forests, the minerals, the waters, the soil, and the wild-
1ife of the United States. Uur parks are among our major resources, too, snd they,
too, are meaningful only in terms of human use.  The Government has set aside these
superlative areas--areas that contain geysers and hot springs; glaciers and glacier
carved mountsins, caverns and canvons; petrified trees millions of vears old, and
living trees that began their growth before the Chrisvian erva; voleanoes; lovely
lakes; prehistoric "apartment houses™ in caves, on valley floors, and on high mesas;
and sites connected with every phase and peried of the Nation’s histery. These are
being put to their wisest and best use to provide enjoyment and anderstandisg, and
to inspive and uplifv the humen spirit.

When land 1% to be deveted to such use, it is clear that it s
upon it must be kept in condition to yvield to those who come afver us the sam
benefits that we derive from them. Under the law which esvablished the National
Park Service, 1t is reguirved “to provide for the enjovment” of the scenery, the
natural, and historic objscts and the wildlife "in such manner and by such wmeans as
will leave them wnimpaired for the enjoyment of future generations.”
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HOW THE SYSTEM AND THE SERVICE BEGAN AND DEVELOPED

Fairly early in our history a few areas were set aside by the Government
for park purposes or for purposes closely related thereto--the parks in Washington,
D. C., about 1790; Hot Springs in Arkansas in 1832; the Yosemite Valley and the
Mariposa Greve of Big Trees, in California, through a grant to the State for park
purposes in 1864, However, what we call “the national park idea’ -the idea of the
Federal Government setting aside spacious areas of land of extraordinary scenic
quality “for the benefit and enjoyment of the people”--was first exemplified in
actual Government action in 1872, when the Congress authorized the establishment of
Yellowstone National Park Theact did not confer a name on the area then set aside,
nor did it call it a natiomal park but rather “a public park and pleasuring ground™;
but it was the first natiomal park.

David E. Folsom, of the Folsom-Cook expedition which explored the Yellow-
stone country in 1869, secems to have been the first to suggest that this region of
natural wonders and scenic beauty be made a national park. It remained for Cornelius
Hedges, Montana lawyer and judge, to take hold of that idea, and to express it at
the psychological moment for it to have results. It came about in this way.

Hedges was a member of a group, usually knows as the Washburn-Doane expe-
dition, which undertook an extensive exploration of the Yellowstone country in 1870,
That region, at the headwaters of the Yellowstone River, and across the Continental
Divide from them, was still a land of mystery to most Americans, though occasional
trappers and traders had been visiving it for nearly half a century. Beports of the

geysers and hot springs had reached the outside world, but were generally received
with skepticism.

The Famous Campfire. As the 1870 trip drew near to its close, the reported
wonders of the region confirmed by their own observations, the members of the expe-
dition camped st what 1s now known as Madison Junction, where the Gibbon and the
Firehold join to form the Madison River. Around the campfire, the members of the
expedition discussed the opportunities for wealth or personal gain if they were to
file claims on the geyser areas, the lake shore, the Grand Canyon of the Yellowstone,
the hot springs, etc.; for all the area was then a part of the unappropriated public
domain. It was at that point that Hedges offered his directly opposite suggestion
that the whole exvraordinary region ought to be set aside as a national park for
everyone's enjoyment. Allbut one of the party (nobody knows who the single objector
was )} accepted the ides warmly.

One result of the subsequent efforts of members of the partywas the Hayden
geological expedition which went into the area the following vear. One member was
William H. Jackson who, in the face of the great difficulties of outdsor photegraphy
of that day, brought out the first photographs of the geysers, hot springs, and
other Yellowstone scenes. Thomas Moran, the artist, also accompanied Hayden, and
produced paintings of the wonders of the country which are world famous. ictures,
lectures, urgings of various kinds and from various directions, brought results in
the passage of the Yellowstone Park Act on Mareh 1, 1872, And at & time when
natural resources were generally being ruthlessly exploited, the act enjoined the
Secretary of the Interior to issue regulations to “provide for the preservation,
from injury or spoliation, of all timber, mineral deposits, natural curiosities and
wonders within said park, and their retention in their natural condition,” and
“against the wanton destruction of the fish and game found within said park.” It
was not until 1894 that the prohibition of hunting, now and for many vyears past an
established policy throughout the national parks, was applied by law to the Yellowstone.



For 18 years thereafter, Yellowstone was “the national park.”” Then, in a
single vear, Sequois, General Grant {now a part of Kings Canyon National Park), and
Yosemite National Parks were established, though itwas not until 16 years later that
the Yosemite Valley and the Mariposa Grove were returned to the United States and
made a part of Yosemite. Mount Rainier followed in 1899. The establishment of

Everglades National Park in 1947 brought to 28 the number of national parks, each
established individually by act of Congress.

Antiguities Act. In 1906, afrer many vears of effort directed primarily
at prevesting the “pot hunting” of prehistoric materials on Federal lands, the
Congress passed the Antiquities Act, which restricted the colleciion of such ma~
terials, and which authorized the President to establish, as national monuments,
“historic landmarks, historic and prehistoric structures, and other objects of
screntific interest which are situated on lands owned or controlled by the United
States.” By August 1949, there were 85 national monuments, of which the majority
had been established through Presidential action, under authority of this act.

With the steady increase in the pumber of national parks and monuments
assigned vo the Department of the Interior for protection and administration, it
gradually became apparent that their problems were sufficiently specialized and the
areas themselves of sufficient importance to be entitled to a special administrative
agency. Efforts to that end resulted, in 1916, in the passage of the act which
authorized the establishment of the National Park Service as a bureau of the Depart-
ment of the Interior. It begun to function the following year, but its responsi-
bilities were for only those parks and monuments and the one reservation then under
the jurisdiction of the Department. It was not until 1933 that the military parks,
historical monuments, and other related areas until then administered by the War
Department, and the national monuments within the national forests that had been
administered by the Forest Service of the Department of Agriculture, were placed
under National Park Service administration.

Establishment of the National Park Service. The Service was organized in
1917. Stephen T. Mather, often spoken of as the “Father of the National Park
Service,” was the first divector, and for more than 12 vears he gave devoted service
to the job, contributing generously of his private means to advance the work of the
bureau. Forced by illness to resign in 1929, he was succeeded by his pringipal
assistant, Horace M. Albright, who resigned in 1933 to enter private business.
Arno B. Cammerer was directoer from 1933 to 1940, and Newton B. Drury from 1940 to
the present,

An important law affecting the Service was one approved in August 1935
empowering the Secretary of the Interior, through the National Park Service, to
conduct a Nation-wide survey of historic American sites, buildings, objects, and
antiquities. The act provided for the establishwent of national historic sites and
for cooperative agreements with Federal, State, local, and private agencies, insti-
tutions, and individuals for the protection and administration of historic areas of
national interest whether the properties belonged to the United States or not.

Cooperation in Planning Authorized. The Park, Parkway, and Becreational
Study Act of 1936 placed upon a2 permanent legal basis the cooperation with State and
local governments in planning their park and recreation area programs which had
begun on a large scale in 1933, when the Service was given general supervision over
the operation of Emergency Conservation Work {((XX) on State, county, and metropolitan
parks,

Because of the Service's greatly increased responsibilities, 1t becawe
necessary, in August 1937, to regionalize its work and to place in the hands of re-
gional directors much of the authorivy which, until then, had been exercised only by
the Director. There are four regions. The regional system is described later on
under the heading of Field Organtization.



BASIC POLICIES OF THE NATIONAL PARK SERVICE

Our work in the National Park Service is directed toward making the scenic
masterpieces and the scientific and historic areas which we administer contribute in
the fullest degree tothe lives of the people and the welfare of our country, now and
in the future.

In & statement to the Senate Committee on Interior and Insular Affairs,
dated January 7, 1949, the Director of the National Park Service included the fol-
lowing paragraphs relating to the basie policies of the Service:

“Standards of Selection.~-In general, the element of national significance
is held to determine whether or not any area of whatever character is entitled to
status as a unit of the National Park System. The effort of the Service is directed
both toward the inclusion of suitable areas and the exclusion of proposed areas which
are not qualified.

“Preservation of Natural and Historic Features.--Backed by laws relating
to a number of individual parks and by the provision of the act of August 25, 1916,
that the National Park Service is to ‘conserve the scenery, the natural and historic
objects and the wildlife' in the national parks, monuments and reservations, and
‘provide for the enjoyment of the same in such manner and by such means as will
leave them unimpaired for the enjoywent of future generations,’ this basic policy 1is
applied to all areas which are a part of the National Park System. All animal
species are given equal protection, subject to sensible controls; virgin forests
remain unlogged to go through their natural eycles; grazing is limited and is being
steadily decreased, with the ultimate object of eliminating it completely; lands,
except where specifically authorized by the Congress, are not subiect to mineral
entry; impoundment or artificialization of lakes or streams for irrigation, hydro~
electric power or other purposes is opposed in accordance with the principle recog-
nized when the then parks and monuments were exempted from the provisions of the
1990 Federal Power Commission Act, by amendment the following year. The basic policy
18 to preserve nature as created.

“Concessions, -~Beginning with the Yellowstone National Park Act of 1872,
legislation has recognized the necessity of providing for public accommodation in
the parks. The ultimate objective of the Department and the Service is Federal
ownership of all such facilities, and a number of them are already so owned, It is
necessary, however, to rely on private capital to provide and operate most of the
hotels, lodges, eating places, etc., under contracts which provide for National Park
Service control of seasons, rates, services, etc., as well as of all construction.
No contract can exceed 20 years in duration, though it has been the practice for
many years to renew such contracts at their expiration when the services provided
have been satisfactory.

“Information and Interpretation.--Since the properties administered by the
National Park SBervice are established for public enjoyment, it is necessary to pro-
vide the public with information about them. This is done primarily through various
types of illustrated literature regarding each ares, of which 7,000,000 to 8,000,000
pieces should be provided each year, at a minimum. These are supplemented by inter-
pretive sales publications, dealing more exhasustively with subjects of scientific or
historical interest; the initial cost of these sales publications is borne by the
Service’s appropriation for printing and binding.



® o

“Within the parks, ranger naturalists and ranger historians conduct guided
trips, participate in campfire and other public programs, and supply information te
curious visitors. Museums and outdoor exhibits help the visitor to an understanding
of the individual area and of the natural processes they exemplify or the historical
events which have taken place there. Interpretive programs are backed by careful
research, to the extent that appropriations permit.

“Copperation in the Park and Recrection Field.--The act of June 23, 1936,
provides a basis in law for Service assistance to nther Federal agencies in planning
recreational areas and, in the case of the states, im planpming both park and recre-
ational areas and state-wide or region-wide systems of such areas. As a result, the
Service is actively coopersting with the Bureau of Beclamation and the Corps of
Engineers in the appraisal of recreational potentialities of existing and proposed
impoundments; with respect to reclamation reservoirs which are to be developed for
recreational use, it has the responsibility of plapning and constructing recrea-
tional developments. The Secretary of the Interior has laid upon it also the re-
sponsibility of administering those of more than local or state importance.

“Though only limited provision has been made for cooperative plamning as-
sistance to the states, this assistance is constantly in demand and is supplied to
the extent that the small staff available will permit.

“As a basis for its cooperation with these Federal agencies and with state
park agencies, the Service is obligated to concern itself with the overall recrea-
tional requirements of the Nation, present and prospective, and to assist in deter-
mining how those requirements can be met most effectively and economically.”

e |
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THE WASHINGTON OFFICE

~ The administration of the National Park System is under the direction of
the National Park Service. The Service is a bureau of the Department of the Interior
and is headed by a Director appointed by the Secretary.

The Director of the National Park Service is responsible to the Secretary
for the work of the Service. Only broad matters of policy are referred to the
Secretary for decision. The Director has what might be termed his “cabinet” of
advisors and helpers who make recommendations tohim, based on their expert knowledge
of special phases of the work. They are responsible to him for technical super-
vision of that part of the work which lies in their respective fields. An Associate
Director and two Assistant Directors assist him in the overall administration of the
Service. His staff also includes a Chief Counsel, a Chief of Information, a Chief
of Land Planning, a Chief of Becreational Planning, a Chief of Planning and Con-
struction, a Chief Forester, a Chief Naturalist, s Chief Historian, a Chief of
Public Services, a Chief Auditor, a Finance Officer, a Personnel Officer, a Safety
Engineer, and a Chie{ of Geperal Services. Their duties are broadly indicated by
their titles. You can get a more detailed idea of their responsibilities by refer-
ring to the organization charts of the National Park Service. You are encouraged

to study these charts which may be examined in any National Park Service office.

FIELD ORGANIZATION

There are four National Park Service regions, each administered by a
regional director. The regional offices are located as follows: Begion One Office,
Richmond, Va.; Region Two Office, Omaha, Nebr.; Region Three Office, Santa Fe,
N. Mex.; and Hegion Four Office, San Francisco, Calif.

The Begional Directors are the Director’s field representatives and are in
direct charge of the regions to which they are assigned. They are responsible to
the Director for seeing that the policies of the Service and the Department are
cuniformly applied and that the areas are administered properly. All matters affect-
ing the field areas are referred to the appropriate regional offices. Controversial
matters and questions of major importance are passed onto the Director, but decisions
about other matters are made, in the majority of cases, by the Regional Director.
The Regional Director has a staff of professional employees who assist him and the
officials in charge of the field areas in planning and executing their work. They
advise the Begional Director about matters in their special fields, in a manner
similar to the way in which the Director’s staff works in the Washington Office.

In general, each National Park Service area has a superintendent in charge.

The superintendents in a region are responsible to the Regional Director, except

when several areas are under a central superintendent, who 1s called a coordinating

superintendent. The superintendent in charge of a coordinated area is responsible

50 the coordinating superintendent who is, in turn, responsible to the Regional
1rector,

A Park Organization. Jn a typical large park, there is a Protection
Division headed by a chief ranger and a force of permanent rangers which may be
augmented by a number of temporary rangers and fire control aids in the season of
high fire danger and large visitation. The rangers are responsible for law enforce-
ment, control of wtraffic, fire control, care of campgrounds, and many other adminis-
tration and protection duties. A large park will also have a Maintenance Division
to take care of repairs, commnication, sanitation, and mechanical work. There nust
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be an office force to care for the purchasing, payrolling, correspondence, and other
office work. This force is headed by a chief clerk. The park will have a maturalist
force headed by a park aasturalist to interpret important park features to the
visitors. Under the direction of the superintendent, the naturalist in charge
operates the park museums and conducts the interpretive program which may include
hikes, auto caravans, nature trails, lectures, roadside exhibits, and talks before
conservation groups. The head park naturalist also does, or supervises, the scien-
tific research necessary for the interpretive program and he advises the superin-
tendent on many scientific matters which affect the park.

This discussion of the way a large area is run is not intended to emphasize
the importance of the national parks over other types of areas. There are many
variations of the typical scheme; for example, in a historical area, a park historian
takes the place of the park naturalist. And, in degrees varying with the size of the
area, the same, or similar functions are present in the administration of all areas.
They are simply performed by fewer people with less specialization (often with
greater personal difficulty) in the smaller areas. The smaller the staff, the more
versatile are its members.

National Cupital Parks. The park system of the Nation's Capital, com-
prising more than 700 units in the District of Columbia and vicinity, is administered
by the Superintendent of the National Capital Parks. He is responsible to the Di-
rector in much the same way as a regional director. Although located mainly in the

City of Washington, the National Capital Parks are a part of the field organization
of the Service.

el
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ABOUT WORKING FOR THE GOVERNMENT

What your hours will be, when you get paid, how much your check will be
and how 1t is figured are things you have already learned, or will shortly learn
from your supervisor. Some of the other important things you need to know about
working for the Government are discussed below.

Method of Filling Vacancies. Permanent positions in the National Park
service are subject to the rules of the competitive civil service. With few excep-
tions, they must be filled by competitive examination, Wherever possible, vacant
positions are filled by promotion. If no gualified employee is available for pro-
motion, c¢onsideration is given to persons who have asked for transfer from other
bureaus in the Department of the Interior and from other Federal agencies. If no
one is available from these sources, the Civil Service Commission is asked to furnish
a list of eligibles. The Commission then “certifies” the names of the highest three
on the appropriate civil service register and selection is made with sole reference
to merit and fitness. The names of eligibles are placed on registers in the order
of their examination ratings but other factors such as veterans’ preference affect
their relative standing.

Kinds of Appointments. The following kinds of appointments are those most
frequently made in the National Park Service:

Probational.--An employee is appointed te a permanent position subject to
his successful completion of a trial or test period, a period during which he is on
probation; that is to say, a period during which he must prove himself to be satis~
factory on the job. The probationary period is a year. If at the end of the pro-
bationary period the probationer’s service rating has been satisfactory, his re -
tention automatically confirms his permanent appointment. He may be drepped at any
time before the end of the probationary period if it appears that he is not the right
person for the job.

Seasonal. «~Employment in these positions supplements the regular force
during the season of greatest activity. Such positions as seasonal park ranger,
seasonal fire control aid, and seasonal guide come in this category. Temporary
appointments are made to most of these positioms.

Temporary.--When there is work of a temporary character, at the completion
of which the services of the emplovee will not be required, a temporary appointment
is made. Most seasonal positions, although they are recurrent in nature, are filled
by temporary appointments; that is, by appointments which are terminated at the end
of the season. Temporary employment often leads to a permanent job in the National
Park Service. For example, service as a temporary park ranger may be counted to
meet the experience requirements for admission to the park ranger examination. Many
permanent positions in this Service are now filled by men who were once temporary
rangers.

Reports on Probationary Service. Beports are made on the service of pro-
bationary emplovees. The reports are made by the employee’s supervisor on an Effi-
ciency Rating form during the probationary period. The employee's fitness for
retention in the Service is determined on the basis of these ratings. You should
ask for a copy of the rating form if you have not already received 1t, so that you
will know the things about your work which will be considered in rating your effi-
ciency.

10
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Changes in Grade and Reassignments, You can be promoted, transferred, or
reassigned from your first position, usually without further examination, unless you
wish to be considered for a very different kind of work. Promotions and transfers
are'zgt often made, however, until after an employee has completed the probationary
period.

Official Conduct. All emplovees in the Federal Government are public
servants. ey are responsible not only to the Federal Government itself, but to
the public as a whole. There is a real obligation to serve the whole people effi-
ciently and well. Employees are expected to perform their duties with dignity and
decorum at all vtimes. A]l relations with persons in other agencies and with the
public generally should be marked with eourtesy, respect, and tact.

Tt follows that we should all conduct our personal affairs in a manner
which will not bring adverse criticism or disrepute to the Service nor interfere
with efficient work. An emplovee is not allowed to accept from anvy person, firm, or
corporation with which he has official relations any favor, gift, loan, unusual
discount, gratuitous service or any other thing of value; nor should any emplovee
give or use information acguired by means of his official position to advance the
interests of himself, his ?amiiy, his business associates, or his personal friends
over those of other persons.

Confidential Information. In conpection with their official duties
employees of the Service sometimes obtain, or have access to, confidential informa-
tion. They are required to keep 1t in strict confidence. The law provides severe
penalties for the use of confidential information by any person to his own advantage
or its disclosure except to suthorized officials.

Political Activity. No employee may make use of the position he holds to
assist a political party., He mey not take an active part in any party convention,
political club, committee, rally, or solicitation of funds for politiecal purposes;
soliecit votes or render other service in connection with an election; write for
publication in favor of any political party, candidate, faction, or measure; bet on
an election; or organize, lead, or march in a political parade. This applies with
few exceptions to activity inthe city, county, state, or natlonal elections, whether
primary or regular, or in behalf of any party or candidate, or any measure to be
voted upon,

However, in addition to the right to vote, an employee has a right to
express political opinions privately, to belong te a political club, to make volun-
tary contributions to a political organization, to be a spectator at a political
meeting, and to petition Congress.

Appropriations for the Service cannot be used to pay the salaries or wages
of any person who advocates the overthrow of the Government of the United States by
force or violence. You must certify that you do not advocate the overthrow of the
Government. You must also certify that you will not strike against the Government
and that you are not, and will not become, a member of an organization which claims
the right to strike against the Government.

Improper Recommendations. Your attention is particularly invited to the
civil service rule that no recommendation f{or promotion, except in the regular form
of periodical service-rating reports or unless it be made by the person or persons
under whose supervision such employee has served, may be considered by any officer
concerned in making promotions. Recommendation in any other form or by any other
person, if made with the knowledge and consent of the employee, is sufficient to
debar him from the promotion. The penalty for a second offence is discharge.

Contributions, Bribes, Presents, Etc. No employee shall solicit contri-
butions nor make any donation for a present to an official supervisor, nor shall

11
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any supervisor accept any present from any employee under his supervision or from
any employee receiving a smaller salary than himself,

Any employee who is offered a present or bribe by any person interested in
the enployee’s performing a service in connection with his official duties, should
report the case to the administrative official in charge of the area or office in
which he is employed. No employee should accept any present whatscever from, or on
behalf of, any such person.

Outside Employment. No official or employee may perform or engage in any
unofficial duty on his own behalf or for others:

1. 1f the outside work will prevent him from rendering full
time services during the official hours of duvy;

2. If his efficiency may be impaired by the performance of out-
side duties;

3. If the work done in a private capacity might be construed by
the public to be official acts of the Service or the Department of the
Interior ;

4. If the outside work may result in a conflict between his
private interest and his official duty or tend to bias his judgment;

5. TIf the performance of such work may involve the use of in-
formation secured as a result of his employment in the National Park
Service to the detriment of the public service;

6. 1If such employment might tend to bring criticism on the
Service or embarrass the Service;

7. If the work relates to a written discussion of policies or
offigial work of the Service, except as authorized;

8. If the work involves writing articles or conmtributing in-
formation orally for articles to be published in unofficial periodicals
when the contents of the articles spring from employment in the Department,
unless authorized.

Before engaging in any sort of ocutside employment you should consult vour
supervisor to learn the current regulations on the subject. In general, outside
employment is discouraged.

Inventions by Employees. The Government, as the employer and as the
representative of the people of the United States, should have the ownership and
control of any invention developed by an emplovee in the course of his governmental
actavities. Each employee of the Department of the Interior is required upon re-
guest to assign to the United States, as represented by the Secretary of the Interior,
all domestic and foreign rights to any invention made by the employee within the
general scope of his governmental duties, unless such requxrem&ﬁt is waived in
writing by the Solicitor of the Department. The rules are stated in detail in the
Code of Federal Begulations, Title 43, Public Lands, Interior, Subtitle A, Office of
the Secretary of the Interior, PATENT REGULATIONS, August 19, 1947, You should ask
to read these regulations if you develop any patentable device or process.

Fair Employment Practices. The President, in 1948, issued an Executive
Order to strengthen the Government’s policy of nondiscrimination in employment be-
zause of race, color, religion, or national origin. As directed by the Order, the
Interior Department has appointed a Fair Employment Officer in the Office of the



Segretary to whom an employee may appeal if he objects to any action affecting him
which has been taken by any of his superiors and believes that the action was based
entirely, or in part, upon prejudice against him because of his race, religion, color,
or national origin. In this Service, the four Begional Directors and the Superin-
tendent, National Capital Parks, have been designated as Field Deputy Fair Employ-
ment Officers for their respective jurisdictions.

An employee who has a grievance of the type covered by the Fair Employment
Practices Order would do well to seek an adjustment through discussion with his
immediate superior or with the official in charge of the field area or office before
carrying the matter to the Begional or Washington Office levels. However, he may
feel perfectly free to appeal direct to the highest authority, rather than to “go
through channels,” 1f he wants to do so.

Examinations. No employee of the Government may directly or indirectly
instruct, or be concerned in any manner in the instruction of, any person or classes
of persons with a view to their special preparation for the examinations of the
Civil Service Commission,

Quarters Deductions--Government Quarters. Generally speaking, living
quarters for employees will be furnished by the Government for emplovees in field
stations so far as gquarters are available and when it is not practicable to obrain
living accommodations commercially in the vicinity. The charge for Government-owned
quarters is set by an appraisal board. Balary deductions for quarters are based on
the reasonable value of the quarters to the employee during the period and in the
locality in which they are furnished, The person in charge of the office or your
supervisor will be glad to give vou further information sbout quarters deductions if
you want it.

Position Classification. The uniform classification of positions on the
basis of their duties and responsibilities is required by law. You should ask your
supervisor for a copy of the official description of your position av the time your
appointment becomes effective and whenever changes in your status occur.

The fact that you are gualified to perform more difficult work cannot,
under the law, be advanced as a reason for raising the grade, but the Service tries
to promote employees who are qualified to do more difficult work to other positions
which measure up to their abilities. Unfortunately, it is sometimes necessary Uto
wait until there is a suitable vacancy. In the meantime, if you cheerfully do your
job better than your supervisor can reasonably expect it to be done, your future
promotion is most probable.

Your supervisor, or the person in charge of the office, will be glad vo
give you more detailed information about the classification of positions, if you
desire iv.

A range of pay is prescribed by law for each grade of position, This
range 1s shown in pay scales which yvou may examine in the office if you wish to do
so. Original appointments are made at the first “step” in the range and advancement
to higher steps depends on efficiency, conduct, and length of service.

Some Positions are not Subject to the Classification Act. Positions which
require skill 1n a trade, such as carpenter, mechanic, and electrician, and laborer
and similar unskilled positions, are not subject to the Classification Act. Accord-
ingly, they are not graded. The salary tables do not apply to such positions and
pay is figured on an hourly basis. The rate per hour is based on the local rates
paid by others for the seme kind of work. If vou have & permanent appointment to
such a position, vou have just the same rights of leave and retirement as the other
employees have. Your status as a career employee is equally protected.
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Efficiency Batings. Each permanent employee is given an efficiency rating
periodically. This rating is considered for increases in salary within the grades
(the plan for similar increases is not yet applicable to ungraded employees), and
when employees must be discharged due to reductions in force. It is alse considered
for promotion purposes. If your efficiency rating falls below a certain level, you
may be reduced in salary within the grade or may be demoted to another position im a
lower grade, or may be dismissed from service.

Your immediate superior rates your efficiency in accordance with Civil
Service Commission regulations. You may see these vegulations by asking for them.
A standard form is used for ratimg all emplovees. The rating is reviewed by the
officer standing highest above the rating officer who koows about your performance.
The head of the field office (the Director in the central office of the Service)
names three to five persons to serve on an Efficiency Hating Committee, This Come
mittee initiates the operation of the rating system each year, follows it through to
completion, examines and avdits the work of the rating and reviewing officers, and
reports final resulis to the Director. Afier the ratings are approved, the indi-
vidual employees are notified of them. 'There is a sincere attempt to give just and
impartial ratings at every stage of the program and every precaution is taken to
insure that no personal prejudice shall influence your rating.

You should ask for a blank copy of the efficiency rating form, upon your
entrance on duty, and should learn about the elements upon which vou will be rated.
You should also get from your supervisor an explanation of each element on the rating
sheet which applies to vour position so that you may know what standard of performance
you must reach to be rated high on that particular element. If vou have any doubts
as to just what iz expected of vou, vou should discuss your duties frankly with your
supervisor.

Appeals from Service Batings. If you are dissatisfied with your efficiency
rating, you may ask to examine your rating sheet. You should discuss it with your
supervisor and get his point of view. Try to work out ways of improving your per~
formance. Try to see vour performance as others see it, and use the rating as a
guide to better work.

If wou still believe that you were pot correctly rated, you may appeal the
rating inm accordance with the information printed on the notice of rating which vou
woived. Your appeal may be made to your local Efficiency Bating Committee. ¥Lb
members are employees whom you know and who know sbout your job. It is easy, also,
to meet with them. However, you are free to appeal directly tothe Begional Director,
the Director, the Secretary of the Interior, or the U. 8. Civil Service Commission,
Or vou may appeal to them successively. The final Board of Beview for the Department
of the Interior consiznts of & chairwan, designated by the Civil Bervice Commizsion,
a mewber designated by the Secretary, and o mepber elected by the employees of the
Department.

Retirement. Permanent civil service employees are granted retirement
benefite under the Civil Service Betirement Act, as amended. A deduction of 6
percent for the retivement fund is made from the salaries of all emplovees covered
by this act. The amount of anpeivy to which an emplovee is entitled when he retires
depends upon his salary and length of service. The subject of retirement cannot be
treated in detail here. However, s simple and excellent explanation of your righus
and privileges under the Betirement Act is contained in the “Certificate of Member-
ship in the United States Civil Service Betirement System’ which, if vyou are a
permanent employee, vou should receive when you enter on duty. If you have not
received this certificate, ask for it.

In the case of death, the employee's equity in the retirement fund, or an
anniuity, may be paid to a specified beneficiary. Accordingly, vou are urged to file
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Form 2806-1, which is provided for the purpose of naming beneficiaries. The bene-
ficiary may be changed at any time by submitting a new form. Blank forms may be
obtained in the office if vou have not already received them. If vou have not
designated a beneficiary, do 1t now,

Promotions. It is the policy of the Service and the Department to provide
promotional opportunity to these with unusual ability without discouraging the more
numerous but less gifted members and to reward employees for outstanding ability on
the job. Vacancies in positions in higher grades are filled wherever possible by
promotion from within the organization. Equal consideration will be given every
qualified employee to compete for higher salaried positions.

You are encouraged to expect advancement and should know that the Service
has a genuine interest in your progress. At the same time, we expect you to prepare
yourself so that you will be qualified for promotion when the opportunity comes.

{ge §aiiawing is quoted from the Service Promotion Policy (FO-449, September 12,
46):

~ “l. Jtis the duty of each supervisor to bring to his superior’s
attention consistently outstanding performance on the part of any employees
under his supervision.

“2. If a suitable opportunity for the promotion of outstanding
employees does not exist within the organization, the official in charge
of the area or office should report the facts to the regional director so
that opportunities may be sought on a regional basis. The regional di-
rectors in turn should report such employees to the Washington Office for
Service-wide consideration if suitable opportunities do not exist within
the region. The regional directors also are enjoined to be constantly on
the lookout for employees who have emrned the right to promotion to more
responsible positions anywhere in the Service and those who have potential
ability which should be developed by progressive transfers or assignments.
In the Washington Office, the Personnel Officer is responsible to his
superiors for giving full effect to this principle on a Service-wide basis.

3, All employees should be given clearly to understand that
good work will be recognized wherever possible by promotion to vacancies
wherever they arise in the Service whatever the inconvenience to the unit
in which they are working., Nothing dampens enthusiasm and stagnates energy
more than the impression that an employee can be "too good to promote.’

“4. It is recognized that not every employee can go to the top.
Certainly, however, every worthy employee has a right to expect at least
moderate promotion in the course of his National Park Service career.

*“It 1s the duty of each supervisor to report te his superior the
names of emplovees under himwho outstandingly deserve promotion. Officials
in charge of field areas should report the names of outstanding employees
to the appropriate regional directors, and the regional directors in turn
should keep this Office informed at all times of the names of those
employees within their regions who should receive consideration for pro-
motion on a Service-wide basis.

*Consideration should be given to all qualified employees on a
Service-wide basis for promotion to the following positions: All profes-
sional positions; positions in GS-11 and above; assistant superintendent,
chief clerk, chief ranger; all positions of superintendent in grade GS-
and above. To avoid stagnation at the lower grade levels in small field
organizations in which opportunities for advancement within the organiza-
tion are few, consideration should be given on at least a regional basis in

15



selecting employees for advancement to positions not listed above, It is
recognized, of course, that practical reasons will often support direct
line promotions to the intermediate positions in the larger field organi-
zations.

“The future success of the Service depends on the early identi-
fication and subsequent development of outstanding employees to fill its
responsible positions as they become vacant. No well-qualified employee
should be given any reason to believe that his opportunities for advance-
ment are limited to his immediate organization.”

Career Service. The National Park Service tries to make progressive as-
signments of employees from lower to higher grades as the employees qualify for
promotion and vacancies become available. Such promotions arve linked topether to
form a career of ipcreasing responsibility extending to the time of retirement.
Thus the National Park Service is a real “career service.”

¥ithin-Grade Salary Advancements, The increased value of the services of
an employee in his present position is recognized by within-grade salary advance~
ments.  They are a reward for faithful services. All permanent employees who occupy
positions for which grades are set by law, who have not reached the top rate of pay
for their grade, are advanced periodically to the next higher rate within the grade
if their conduct is satisfactory and their efficiency rating meets the requirements
of the law governing within-grade increases. The pay scales, to which you have been
referred before, show what these increases are,

Bewards for Superior Accomplishment. Additional within-grade salary ad-
vancements of one step may be granted to deserving emplovees in graded positions.
It is recognized that any employee, regardless of his rank or station may give such
outstanding or distinguished service as to merit this type of recognition. At the
same time, the level of achievement must be so high that the recognition constitutes
a signal honor not easily attained. Superior accomplishment pay increases may be
given to emplovees who have displaved outstanding initiative in the performance of
their duties, or outside their assigned duties, or who have devised new and improved
wethods of performing the work when such improvements result in substantial ad-
vantage to the Govermment; to employees who have within regular hours established a
unigque record for guantity and quality of work done; or to employees who have per-
Cemed an act or serviee of unusual value above and beyond the call of duvy,

Grievunces. A grievance is any feeling about vour work that causes you
dissatisfaction, unrest, or unhappiness. 1 vou have a grievance, you should first
diseuss it with your supervisor. He should try to settle it. It 1s up to him to
correct conditions that cause grievances, or to take steps to adjust them when they
arise, so far as it is within his power to do so. If the result is not satisfactory
te you, you way make a complaint to any higher offiecial in authority and he will try
to make the proper adjustment, if he is convinced that it is justified. You have 2
right to present your complaint to the Regional Director or to the Director if you
believe that satisfactory adjustment caonot be obtained otherwise. The right of
final appeal to the Secretary of the Interior is open to all employees.

We hope that you will have no grievances, but if you should sometimes feel
that you are not being dealt with fairly, go to your immediate superior about it.
In practically all cases a talk with him wil] iron out the differences between vou.
Make it plain that vom regard the discussion as a confidential matter; in other
words, that you are mot talking loosely about it with vour fellow employees, but
that you recognize him as the proper person with whom the trouble should be discussed.
Such a discussion is a very different thing from “telling the boss where to go'; the
difference is the difference between talking things over and “griping,” between
cooperating and refusing to cooperate.
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You Can Be Fired. That's right. There has grown up a belief that Govern-
ment. employees camnot be discharged for poor work, mdifference, or failing to work
well with those with whom they are associated. No organization could work well if
this were so. It is not so in the Government. Clear procedures are prescribed by
law and regulation for the discharge of emplovees whose services are, for any good
reason, not satisfactory. These procedures carefully protect the employee from
prejudice, favoritism, discriminatlon, and injustice, but they do not prevent his
discharge for any personal cause which would be recognized as sufficient in a large,
well-managed business. I you do good work and keep up 8 friendly and cooperative
attitude, you have nothing to fear. We think you are s person who will do both;
otherwise you would not have been selected for appointment.

Suggestions. TheNational Park Service encourages suggestions by employees.
The Interior Department awards substantial cash prizes to persons whose ideas are
goud and can be sdepted. DSuggestions sre wanted on all subjects relating to im-
provement of the methods, functions, and procedures of the Service., Feel free to
present any ideas which may occur to you. It will be quite all right if your sug-
gestions imply constructive criticism of existing methods. Most imyrovem@nt% are
made as a result of constructive criticism. We genuinely wanl your suggestions;
want you to help meke the National Park Service the best possible Service.

Suggestions may be made directly te the Secretary of the lnterior or to
vour immediate superior, or to any official bewween them. Whatever official vou
address, the suggestion will be transmitved to the Chairmen of the Board of Awards
in the Secretary’s Office.

Annual and Sick Leave. The law provides liberal leave benefits for most
employees. Your supervisor will explain thewm to vou and vou may ask to read the
Jeave regulations 1f you wish to do so. However, if vou are a temporary wage board
employee {usually paid at so much an hour), you may not be entitled to leave. Perma-
nent hourly wage employees have the same leave rights as emplovees who ocoupy graded
positions.

Compensation for Injury. The Government prnvidex medical and hospital
care without cost for an employee when he is injured in line of duty. You can
obtain full information concerning compensation for injury by asking to read the
regulations. There are copies of these regulations in all National Park Service
offices.

However, the most important thing for you to know is that an injury should
be reported te your superior immediately. He will help vou to get treatment and see
that your claim is presented to the Bureau of Employees' Compensation. It is wise
to report even slight injuries promptly though vou may think they don’t amount to
mach, Sometimes an injury i% motre serious than it seemed to be at {irst and there
may be difficulty in making vour claim at a later date if the injury was not reported
at the time it happened.

Hours of Hork. The law provides for an B-hour day and a 40-hour week for
Federal emplovees. Most employeeas work B hours a day from Monday toFriday inclusive,
However, the nature of the field work is such that rangers and others must often
work at night or on Saturdays, Sundays, and holidays. Hegular schedules of duty arve
set up for such employees and their work week mﬁy provide for other days than
Saturday or Sunday as pon-work dave. When ordered by proper authority, work beyond
40 hours in a calendar week will be paid for at 14 times the regular rate. {(Under
legislation existing at the time this is written, graded emplovees whose salary is
wore than 32,970 per annum receive pay at reduced overtime rates.) When an em-
plovee iz ordered to work on a Government holiday, he is paid twice his vegular rate
for time up to # hours.
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Holidays. New Year’s Day, Washington's Birthday, Memorial Day, Independ-
ence Day, Labor Day, Armistice Day, Thanksgiving Day, and Christmas Day are legal
holidays for Government emplovees. When a legal holiday falls on Sunday, employees
are usually excused from duty on the following Monday.

Caution. The laws, rules, and decisions which affect Federal employment
are changing constantly and those now in effect would fill meny books. What is
written in this bocklet is not a complete statement. It is rather a guide to some
of the things you should know if you are to work for the Federal Government. You
will keep on learning about them as long as you are a Government worker.

Conclusion, Finally, the National Park Service is not anautocratic
organization, nor is it “buresucratic” in the unfavorable sense in which the word is
often used. You are encouraged to feel that you belong to the Service as vou would
belong to a church or a lodge, rather than that you just work for it. Your opinions
will be heard with resnect.  What you are doing is important to the success of the
whole Service. In addition to making a living, most of us derive deep personal
satisfaction from our jobs in the Service. Your job, too, will vield satisfaction
if you give your mind, your energy, and your enthusiasm to it.

Good Luck!
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