
The Woods Community Association Post Orders 
 

The Woods Community Association (WCA) is a controlled-access community. In order to enter 

the community, a vehicle must pass through one of the two entrances located at Atlantic or 

Hodges Boulevard. Each entrance has two gates, one manned and the other unmanned. The 

unmanned gate is for Residents and is operated by the vehicle’s bar-code. The other gate is 

operated by an Access Control Officer, who will attend to guests and vehicles displaying resident 

stickers or frequent visitor stickers. Both gates at each entrance are operated twenty-four (24) 

hours a day, and seven (7) days a week. Access Control Officers are to enforce community rules 

and regulations as well as monitor incoming traffic. 

 

Incoming Traffic – New and Current Residents 
 

1. New Residents and Renters entering the Community for the first time must show a Deed, 

Lease, or closing documents showing their name and The Woods Community address. 

Access Control Officers will then inform new residents (homeowners and renters) to register 

with the Woods Office as soon as possible. List name, address and phone number, and pass 

the information to the other community entrance. 

2. New homeowners are provided with up to two complimentary bar-code stickers, which will 

be attached to the resident’s personal vehicles when they check in at the Woods Office. Bar- 

code stickers will be provided only for vehicles owned by residents of The Woods 

Community. Residents with more than two vehicles may purchase additional bar codes 

stickers from the Woods Office for the price of $10.00 each. Original bar-code stickers that 

are worn and inoperable may be replaced for free at the Woods Office. 

a. All homeowners will receive two Windshield Decal stickers at no additional charge; each 

additional sticker will cost $5.00 each. The decal and month/year bar will be installed on 

the lower left front windshield of their registered vehicles to access either entrance. 

3. Access will be freely allowed at the un-manned gate for any vehicle with a properly 

displayed bar code sticker. Residents’ vehicle with a valid bar code sticker will proceed 

through the unmanned gate ahead of vehicles at the visitors’ gate. 

4. If no current sticker is affixed to a vehicle that is at the un-manned gate or if the barcode does 

not open the gate, the Access Control Officer is instructed to request personal identification 

to verify that the person operating the vehicle is a Woods Resident. This must be done even if 

the Access Control Officer knows that the Resident without a bar code sticker resides in the 

Community. This practice is especially done in the case of Non Association Members 

(NAM). Owners or Renters who do not have bar code stickers will be encouraged by the 

Access Control Officer to obtain one from the Woods Office as soon as possible. Residents 

who do not obtain a bar code sticker after repeated reminders are to be reported to the Woods 

Office for further action. During rush hours, the Access Control Officer should use good 

judgment when verifying bar code stickers, so traffic does not back up to Atlantic or Hodges 

Boulevards. 

5. If residency cannot be confirmed, the vehicle and driver will be treated as a visitor. Visitors 

will be allowed to enter if the Access Control Officer calls the resident and confirms the 

guest, or if the resident notifies the Access Control Officer in advance of the guest’s arrival. 

There is no limit to the number of guests a resident may have on their list. 

6. Residents manage their own guest lists via the Gate Sentry App or Website. 



a. A Resident is defined as an Owner or Renter. 

b. If a guest is not on the access list, and no prior notification has been made to the Access 

Control Officer for admittance, the Officer must call the resident. If the resident is not 

home or denies entry to the guest, the guest cannot enter the community. 

c. If the Resident’s phone is busy or is not responding, ask the guest to park on the side until 

the Resident can be contacted. 

7. Access Control Officers are expected to courteously provide information on rules pertaining 

vehicular traffic entering and leaving The Woods Community. All other inquiries pertaining 

to Community Rules and Regulations by a Resident shall be referred to the Woods Office. 

8. There is no “open gate” policy. If a Resident is having a gathering at their home or the 

Community Center, they must add their guests to their Gate Sentry App or Website for entry. 

This rule will be enforced by the Access Control Officer and the Woods Office. 

9. The Atlantic Access Control Officer can issue a ten (10) day temporary parking pass for the 

Atlantic Entrance Parking lot. The Woods Office must approve any extension requests. 

These parking passes must be visible in the front window when vehicle is parked in the lot. 

10. Many Residents have the same last name. Confirm that you are speaking to the correct Mr. 

Smith or Mrs. Jones by verifying the address. 

11. If the visitor cannot speak English, they must have a card in English stating their intentions. 

In this case, the Resident should be called and encouraged to have the guest placed on the 

access list. 

12. Access Control Officer will write an Incident Report referencing any complaints from 

residents or if entry is denied to a visitor(s) and the visitor(s) cause a disturbance at the gate. 

 

Incoming Traffic –Vehicular and Pedestrian Visitors 
 

1. Absolutely no go-peds, go-carts, motorized skateboards, or other motorized non-license plate 

vehicles are allowed to enter The Woods, or be operated within The Woods Community. 

Homeowners’ dependents, Renters, or Guests are not permitted to enter the property at either 

entrance by motorcycle unless they have a decal for the motorcycle. The motorcycle may be 

parked at the Atlantic gate, if a space is available. Only property owners, immediate family 

and renters over the age of 18 residing in the residence may ride a motorcycle to and from the 

gate to their homes, after approval and decal has been issued by the Woods Office. 

2. The Access Control Officer on duty shall log all visitors, vehicular or pedestrian, into the 

database. 

3. Access Control Officers will open the door of the guardhouse, step out, and greet all visitors 

with “good morning/afternoon/evening.” They will be polite and courteous at all times. 

4. When there is a vehicle approaching the gate and you have a phone call, politely ask the 

caller to hold and greet the vehicle. No personal phone calls are permitted, unless it is an 

emergency. 

5. Realtors should accompany any visitor wishing to look at homes for sale. Access Control 

Officers will log realtors and visitors in Gate Sentry under the Woods Office account. 



6. Construction workers and sub-contractors shall enter via the visitors’ gate at either entrance. 

Daily visitors should be logged in. Construction workers, sub-contractors, and lawn care 

services should only be allowed entry during the construction hours. 

a. Monday to Thursday 7:00 a.m. to sunset 

b. Friday 7:00 a.m. to 6:00 p.m. 

c. Saturday 8:00 a.m. to 4:00 p.m. 

d. Sunday 8:00 a.m. to 4:00 p.m. 

7. Police officers of the Jacksonville Sheriff’s Office, who wish to enter for the purpose of 

serving legal notices, will not be announced to the residents. Uniformed officers, fire 

department, and other emergency vehicles along with animal control do not need 

authorization to enter. Civilian process servers, who are not sworn officers of the law but 

have proper identification, will be allowed to enter the Community without an announcement 

to the residents, but will be logged in on the Woods Office list in Gate Sentry. 

8. Realtors are permitted in caravans and may use their business cards as a means of 

identification. Realtors without pictures on their cards must present a current Florida Real 

Estate License. 

9. Realtors whom sponsor an open house will provide the Access Control Officers with a 

contact number and the address of the open house. 

10. Parcel and mail delivery vehicles, as well as common home and utility maintenance vehicles 

including: JEA, Comcast or Xfinity Cable Service, AT&T, Utility Workers, U.S. Postal 

Service, UPS, FEDEX, DHL, and Amazon vehicles will be admitted without approval from 

residents. Any unauthorized visitor gaining entrance by means other than the gate will be 

reported first to the roving patrol officer, then JSO, then the supervisor of security. 

11. With the exception of Frequent Visitors Passes, the Access Control Officer must log in every 

non-resident vehicle even if the resident authorized entry. 

12. Upon notification of impending arrival of an emergency vehicle, it is the Access Control 

Officer’s responsibility to keep the lanes clear of traffic. Log in the time and unit number, if 

possible. 

13. At the beginning of every shift, the officer reporting to duty will change out the “Officer on 

Duty” sign to reflect the name of the Access Control Officer currently on duty. 

14. Posters and signs are not permitted at either gate. All other signs must be as directed by the 

Woods Office. 

15. If a visitor comes to the gate after 11:00 p.m., and is not listed on the resident’s access list, do 

not call the resident. Ask the visitor to pull onto the other side of the gate, and then have the 

visitor call the resident. After the visitor makes contact with the resident by phone, the 

resident must call the Access Control Officer for authorization. Do not call residents 

between the hours of 11:00 p.m. to 5:30 a.m. 



Guardhouse Etiquette 
 

1. Each Access Control Officer is responsible for cleaning the work area at the end of the shift. 

This includes sweeping floors, cleaning counter space, toilet, and glass doors. 

2. To respect other Access Control Officers who do not smoke, smoking will not be allowed in 

the guardhouses and must be out of the presence of residents and guests. Properly dispose of 

the tobacco product in a container outside the guardhouse. Do not throw cigarette butts on 

the ground outside the guardhouse. 

3. Empty the trash in the trash bin located outside the guardhouse. 

4. Do not prop your feet on the walls or on the counter. 

5. The Access Control Officer on duty will have his/her name prominently displayed in the 

proper location outside the guard house. 

 

 
 

Specific Instructions 
 

1. Access Control Officers are not allowed to accept packages of any type for or from residents. 

Deliveries for the Woods Office may be accepted only if there is no answer at the office at 

the time of delivery or if directed by the Woods Office. 

2. Community Center Renters: The Woods Office will notify the Access Control Officer at the 

Atlantic Entrance of the individual who will be picking up the key to the Community Center, 

which must be returned by 8 a.m. the following day. If the key is not returned the Woods 

Office Manager will be notified. Only the personnel listed below may check out the 

Association key in the guardhouse. All checkouts and check-ins will be recorded on the key 

log form. 

a. Woods Office Managers 

b. Buddy Pafford, maintenance supervisor 

c. Access Control Supervisor 

d. As requested by Woods Office staff 

3. Non-residents parked outside the gate are not permitted to fish in The Woods Community 

Association’s ponds. Politely ask these individuals to leave; otherwise notify the rover 

and/or JSO to document a trespassing violation. 



Gate Malfunctions 
 

1. If the gate will not go into the up position, perform the following steps: 

a. Turn the power off to the main unit. 

b. Take the cover off the main unit. Locate the pulley inside the motor and move the gate 

up manually by turning the pulley. 

c. If step B doesn’t work, use a wrench provided at each gate and take off the arm. Do not 

break the arm off. After removing the gate arm, block off the resident gate, of the 

affected gate.  Complete an incident report. 

2. Call Buddy or Tommy to have a vendor come and check the system. See the Woods Office 

database for contact numbers. 

 

Gate Operations during Thunderstorms 
 

1. Gate arm procedures during thunderstorms: 

a. Put the entrance and exit arms in the up positions. 

b. Turn the power off to the gate arms. 

c. Block off the residents’ lane with the large traffic cones. 

d. Return gates to normal operation once the storm has passed. 

 

 
 

Computer Instructions 
 

1. Tablets are located at the Atlantic and Hodges Entrances. These tablets are provided to view 

guest lists, and provide access. Residents’ information is private and not intended for public 

access. 

2. When an Access Control Officer starts his/her shift, verify the tablet is operable. 

3. Any Access Control Officer caught tampering with the tablet will be billed for the repairs. 

 

Roving Patrol 
 

1. The Roving Patrol Officer will perform roving patrol around the community, at which time 

they will log in a total of eight (8) buttons located at various sites every two hours per tour. 

A map will be located in the patrol vehicle disclosing the location of the buttons along with 

the Pipe. It will be the Supervisors responsibility to check the logs of the Rover after each 

shift. 

2. During each shift, Rovers must be aware and report all street light outages. Make a note on 

the daily log and forward to the Woods Office Manager. 

3. Issue parking citations: 

a. If a vehicle has a temporary parking pass, vehicle is authorized to park in the street only. 



b. Vehicles parked in the streets or parked in a cul-de-sac between the hours of midnight 

and 6 a.m. (Monday-Friday) or 2 a.m. and 6 a.m. (Saturday & Sunday) will be ticketed. 

If a vehicle receives two warning tickets, it will be towed on the third offense. If the 

vehicle is blocking a fire hydrant, neighbor’s driveway, or mailbox, the vehicle will be 

towed without warning. 

c. Vehicles parked on common property (grass areas) anytime will be towed without 

warning. 

4. Report any damage to property within the Community (street lights, fence line along streets 

and nature trails, community areas such as pool, tennis courts, playground, etc.) 

a. Assist residents with noise complaints or emergencies. 

b. Patrol nature walks to deter any illegal activity. 

c. Assist Access Control Officers located at either gate during heavy traffic periods. 

d. Enforce the City of Jacksonville’s curfew ordinance (see attached). All effort should be 

made to identify the curfew ordinance offender’s name(s), even if it entails following 

them home. Rover will have to use good judgment in order to decide whether to call JSO. 

This is a key element in addressing vandalism. 

e. All Access Control Officers, when placing a call to JSO, whether it’s 911 or the 

non-emergency number, will note the time call was made, the time of first 

responding officer’s response, and the first responding officer’s name. 

f. An Incident Report should always be forwarded to the Woods Office and reviewed by the 

Supervisor. 

Noise Complaints 
 

1. The Rover will respond to the resident making the complaint, and make the determination if 

the noise is excessive. 

2. The Rover will report back to the Access Control Officers’ Gate Office and attempt to 

contact the offending resident by phone. If contact is made, the Rover will inform the 

resident that a complaint has been received and that the noise must be reduced to an 

acceptable level. The Rover will not inform resident as to who made the complaint. If no 

contact can be made, and if the noise continues, the complaining resident must be informed 

that they must call the JSO non-emergency number and register a complaint. At no time will 

the Rover call JSO for the resident. 

3. The Rover must file an Incident Report for the Woods Office Manager, giving all pertinent 

details 



Emergency Instructions 
 

1. Residents who call the guardhouse and ask you to call the police should be politely informed 

that they must call 911 or the non-emergency number themselves, since they are in a better 

position to answer any questions the JSO dispatcher may have. 

2. Residents are permitted to use the Access Control Officer’s phone to place a 911call or to 

call the JSO non-emergency number. 

3. Access Control Officers will only call the police if they actually witness a violation of the 

law or are in eminent danger themselves. For all other non-emergency calls to the Sheriff’s 

Office number 630-0500. 

4. Contact Giddens Security dispatch at 384-8071 if the police have been called either for an 

emergency or non-emergency incident and note the event in the pass-down logbook. 

Complete an incident report. 

 

Emergency Weather Procedures 
 

1. Secure property around your post. 

2. Check emergency supplies (flashlights, batteries, first aid, water, tape, tarps, plastic sheeting, 

rain gear, etc.). 

3. Advise Management of any shortages or expired items. 

4. Monitor weather alerts and broadcasts. 

5. Gas up patrol vehicle and check all fluid levels. 

6. Make every effort to report to your assigned post, unless authorities prohibit travel due to 

dangerous conditions or a mandatory evacuation is in effect. 

7. In the event a mandatory evacuation is in effect, the Access Control Supervisor will 

coordinate the securing of the buildings and gates with the Woods Office. 

8. All officers who do not report for their normal shifts due to inclement weather conditions 

must make every effort to contact the Access Control Supervisor to receive updated weather 

conditions. All officers must report for their next assigned shift, unless conditions prohibit it. 

Any officer not reporting must contact the Post Commander or the Woods Office and give a 

verbal accounting of their current location. 



Death in a Resident’s Household 
 

1. It is the responsibility of the bereaved family to notify the Access Control Officer, and/or the 

Woods Office of a death of a family member. The Access Control Officer at both entrances 

should have this information. The information should contain name, address, and phone 

number of the resident. 

2. The bereaved family should notify the Woods Office and the Access Control Officers 

regarding how they prefer to manage the admission of visitors (i.e., it will not be an 

automatic open gate; the family can request entry for all visitors for a certain time period OR 

they can provide a specific guest list via the Gate Sentry App or Website). Access Control 

Officers should be tactful and use common sense when handling this situation. If the Access 

Control Officer has any doubt of the procedure, the Supervisor should be notified in order to 

clarify the problem. 

3. Because of emergency concerns, there should be no parking overnight in the streets. For the 

first two nights, the Rover will notify the residence of the deceased that there will be parking 

at the Community Center and the Atlantic Entrance parking lots. Again, tact and common 

sense should be used. 

4. For family members who will be staying at the residence for an extended period of time: they 

should be informed that long term parking passes can be obtained at the Woods Office for 

parking at the Community Center or the Atlantic Blvd. parking lots. Access Control Officers 

should be prepared to explain the reason due to narrow streets and the passage of Police and 

Fire Department vehicles in the event of an emergency. 

5. All information must be passed down to all oncoming shifts, including the Rover. 



Emergency and Important Phone Numbers 
 

Atlantic Gate ......................................221-3111 

Hodges Gate .......................................221-2435 

Association Managers 

Woods Office .....................................221-3722 

Marsh Landing Mgmt ........................273-3033 

Other Numbers 

Animal Control ..................................630-4957 

City Hall .............................................630-2489 

City Services ......................................630-4975 

Fire Non-Emergency ..........................630-0522 

Fish and Wildlife................................270-2500 

Garbage Collection ............................630-CITY (2489) 

Giddens Security Dispatch .................384-8071 

JEA Electric and Water ......................665-6000 

Mayor’s Office ...................................630-1776 

Neighborhood Services ......................630-7398 

Nuisance and Abatement ...................630-4975 

Police Non-Emergency ......................630-0500 

Police Regency Substation .................726-5100 

School Bus Information .....................381-3800 

School Information ............................390-2126 
 


