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MARINE TURTLE RESEARCH PROGRAM (MTRP)
Protected Species Division

Revised November 2008
Basic Policies and Procedures for MTRP Personnel
· Zero tolerance policy on sexual harassment, inappropriate behavior and profanity in the work environment. 
· Policy on personnel safety, including proper lifting, footwear safety requirements (KRF, A2, stranding response) and safety during field studies capturing turtles.
· Policy on the unauthorized long distance use of government telephones.
· Policy on the reporting of work-related physical injuries.

· Confidentiality- Sensitivity of certain internal correspondence, reports, or verbal information that you are made privy to, using good judgment and common sense.
· Policy on communicating significant MTRP information to the Program Leader or Program Coordinator or designee.
· Policy on the unauthorized use of government computers and related resources.
· Signing out of government vehicles.
· Policy on reporting mechanical problems, accidents and damage to government vehicles.

· Driving precautions and stringent rules about unauthorized passengers and unapproved use of government vehicles.

· Prohibition on the use of cell phones while operating government vehicles.

· Parking and moving violation citations when using government vehicles.
· Mandatory use of seatbelts in government vehicles for driver and all passengers.

· Fueling and washing government vehicles.
MTRP Policies and Procedures
· Policy on parking privileges for personal vehicles. 
· Parking and safety at Kewalo Research Facility (KRF) and responsibility for KRF keys.

· Policy on storage and use of keys and cell phones.
· Securing cargo properly in government vehicles.

· Signing out of conference rooms.

· Procedures for checking voicemail, answering phone calls, and transferring incoming calls. 
· Use of fax machine and copier (including staple and photo functions).

· Use of velobinder and laminator.

· Familiarization with 983-5730 stranding line and turtle stranding contractor protocol on Oahu and the Neighbor Islands.

· Expectation of vigorous pursuit and timely completion of daily work tasks.
· Interactions with the public based on professionalism, courtesy, helpfulness, and patience. Problem resolution with mutual respect and satisfaction.
· Daily assertive verbal and written exchange of information with co-workers to maximize efficiency, productivity and job satisfaction.  Communication should be frequent, timely and complete.
· Availability in the workplace of change of clothes and shoes.
· Responsibility for secure areas (Center, A2, KRF), including keys. 

· Driving directions to Makai Animal Clinic, Halawa Necropsy Facility, Aloha Air Cargo, etc.

· Policy on reporting sick leave or other bonafide reasons for absence.
· Scheduling of vacation time/vacation requests.
· Limitations on gifts for supervisors/sponsors.
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