DT:
April 21, 2008

TO:
Toolik Staff

FM:
Michael A. Abels


IAB & Toolik Operations Manager

RE:
Staff Handbook


Policies and Procedures

Seems like only yesterday Toolik had three staff members, a student and myself in Fairbanks.  As the station and staff grow, people have inquisitive and legitimate questions on how things run, what can or can’t I do.  With staff workings shifts, what use to be resolved  immediately with the three staff members, now  lingers on for weeks until everyone rotates thru and then sometimes the issue/question  starts all over again.

The same situation has accumulated with station users.  After years of should we or shouldn’t we, the handbook Your Stay at Toolik was drafted.  The main dissenting argument for this handbook was “now it’s in writing”. If you document in writing a) you need to do what you say b) the staff and management loose flexibility in what might be solutions or accommodations.

As we enter into the summer season, with new and old staff members returning, I feel it’s time for the “Staff Handbook”. The handbook will be web based with posted word documents. As questions are posed, the answers will be posted.  This will be a “live” document. I know this will take a few years to complete. 

http://mercury.bio.uaf.edu/toolik/logistics/index_staff.html
I will send out a staff e-mail as pages are created.

Most of the answers have been in my head for the past 31 years, now it’ time to write things down on how it all (Toolik) works. Please understand the transition process. Everyone can help by keep asking Brett, Chad and myself good clarification questions, and we will respond with answers in the handbook. Please understand that once the policy/procedure is in writing, the handbook is the standard, the handbook is the rulebook, the hand book lays out consequences for certain actions. The motivating idea for this project is to get everyone on the same sheet of music and moving forward in the same direction.
I ask that you review the e-mail distribution and let me know new staff members that have to be added.  Welcome back to our returning staff, have a good two weeks off to our winter staff, we look forward to another successful season.
