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Director’s Welcome
Welcome to the International Arctic Research Center (IARC). We are a nexus of arctic system science with researchers focusing on the interconnections among climatology, atmospheric dynamics, oceanography, geophysics, terrestrial and marine ecology, hydrology, and many other disciplines. We strive to foster greater advances in understanding of the Arctic through international collaborations. One of our objectives is to introduce our postdoctoral fellows into productive and satisfying collaborations with scientists at IARC and throughout the world. Communication is one of the most essential keys to success. Please make your supervisor and mentor(s) aware of your goals and the steps critical to achieving those goals. We want to help you be successful. It is in everyone’s interest to help you become a productive researcher, but we also want to help you launch a successful career. It is our hope and expectation that your time at IARC will be intellectually stimulating, academically fulfilling, and scientifically productive.

Larry Hinzman, IARC Director

This handbook provides information intended to ease your transition to IARC and to assist you in being a productive member of the IARC faculty. Your supervisor will help familiarize you with IARC operations so that you are able to quickly and smoothly fit into your workplace. You can find information on who’s who among IARC faculty and staff by exploring the people pages of the IARC website.

Logistics

Getting Started

During your time as an IARC postdoc, you will have both a supervisor and a mentor, although, as is frequently the case, your supervisor and mentor may be the same person. Your supervisor will be identified to you in your appointment letter. If no mentor was assigned during the hiring process, before or upon arrival at IARC, you should talk with your supervisor and identify the IARC faculty member(s) you wish to act as your mentor(s). If no suitable mentor exists within IARC, potential mentors outside of IARC may also be identified

For clarification, the distinct roles of the supervisor and mentor, as outlined in the UAF New Faculty Mentor Program Handbook, are presented below. 

· The supervisor manages the on-the-job performance of the mentee. The mentor is not involved in performance assessment for purposes of employment or job certification. The mentor's role is to prompt the mentee to do a process of reflection and effective self-assessment, followed by professional growth, goal setting, and planning. 

· The supervisor has authority of hierarchical or positional and legal power over the mentee. The mentor guides, suggests, teaches, challenges, and coaches using the power of experience, expertise, and caring to influence the mentee's actions and growth.

· The supervisor's emphasis is often on meeting short-term targets and effective day-to-day work focused on productivity and results, while the mentor will usually have a longer term, more strategic focus on the mentee’s development. 
Campus map

IARC is located in the Syun-Ichi Akasofu Building on the “West Ridge” of campus. The Akasofu Building is in the Blue Zone of the campus map.

Office Space/Building Access

Contact IARC’s Operations Manager Jamelle Duszynski (x1597 or jamelle[image: image1.png]


iarc.uaf.edu) to discuss office space, building access, and telephone set up. You will be given an access key card that will allow you to enter the building outside normal hours (8 a.m.–5 p.m.).

Lab Space

Lab space at IARC is limited. It may be necessary to contact other UAF departments to secure appropriate space for any lab-based research activities you plan to conduct. This is best coordinated through your supervisor. If your lab space is located within the IARC building, contact Jamelle Duszynski to obtain a lab key.

E-mail Account

IARC’s Computer System Manager Jim Long (x2689 or jlong@iarc.uaf.edu) will set up your IARC e-mail account and will add you to the IARC faculty list-serve to ensure you receive pertinent notifications.

IARC Personal Webpage

IARC postdocs can have their own webpage linked from the IARC online directory. Your webpage should detail your education, research interests, and publications. For additional information or assistance with setting up a webpage, contact Jennifer Moss (x2471 or jmoss@iarc.uaf.edu).
Business cards

Contact Vicky Zins (474-1584 or vicky@iarc.uaf.edu) if you would like business cards with your information and the IARC logo. Alternatively, use the template found at the “for staff” page on the IARC website to create and print your own. 

Parking

UAF requires that employees wishing to park a vehicle on campus purchase a yearly or semester parking decal. The annual decal fee for a single vehicle is $220. Parking permits can be paid for through payroll deduction. Weekly or daily passes can be purchased from the parking permit kiosk located on Thompson Drive as you enter the university campus. Some of the visitor parking lots close to the Eielson Building and Signers’ Hall operate on a meter. The UAF Parking Services office is located in Eielson Building, Room 111, on lower campus. Contact Parking Services (x7275) or check the facilities services website for additional information.

Polar Express Card 
The Polar Express card is your university ID card. It also serves as a library card and a debit card at university cafeterias and vending machines. The Polar Express office (x7657) is located in 116 Eielson (across the hall from Parking Services).

Benefits

All new employees, including postdocs, are required to attend a Human Resources (HR) orientation to learn about available retirement plans, health insurance and other benefits, and to set up payroll deduction. The UAF HR website has much useful information in addition to links to most HR forms. After arriving at IARC, contact the Geophysical Institute HR Office at 474-6010 to find out orientation dates and times. Once you have been set up in the Banner payroll system, you will be able to view a summary of your benefits and contributions at UAOnline. International postdocs must obtain a Social Security card before they can be entered into the payroll system. 
IARC postdocs earn 4.62 hours of sick leave per bi-weekly pay period. IARC postdocs generally have a 12-month position and as such are eligible for 21 days of paid time off (PTO) per year. It is important to note that PTO operates on a "use it or lose it" basis in that these days do NOT carry forward year to year. Unlike Sick Leave, PTO is not tracked for postdocs at UAOnline, but it is tracked by the Geophysical Institute HR office. It is important that you inform, in writing, your supervisor, IARC Director Larry Hinzman, and Executive Officer Kim Cox when you expect to be away from IARC either on vacation or business travel or if you are ill for more than a few days. 


Union Membership 

When you are initially appointed to a position as an IARC postdoc, you will be classified as banner class FN (non-represented Faculty <12 months). After the first year of your appointment, you will be transitioned to F9 (UNAC Faculty Union). United Academics AAUP/AFT LOCAL 4996 is the union representing UAF employees. You are not required to join the union, but the Collective Bargaining Agreement between United Academics and the University of Alaska requires non-members to pay agency fees. This means that you can elect to become a member with full benefits, privileges, and voting rights or you can choose not to join the union and only pay agency fees. Dues for full members are 1.25% of gross salary. Dues and agency fees are deducted bi-weekly from your paycheck. For additional information, contact the union at united.academics@uaf.edu, United Academics Contract Manager Cyndee West at x2461, or University of Alaska Labor Relations Analyst Rhonda Ooms at x1144.

Timesheets 

IARC timesheets are due bi-weekly. You will be alerted by e-mail when each timesheet is due (make sure you join the IARC list-serve). Your first timesheet will be paper, but after that you will submit timesheets electronically using the GI portal. When you submit electronically, you will still need to print out your timesheet, have it signed by your supervisor, and hand it in to Travis Brinzow (x1960 or tbrinzow[image: image2.png]


iarc.uaf.edu). Your supervisor will instruct you in timesheet protocol and the use of the GI portal for submission of online timesheets. For a two-week pay period, you should claim a total of 80 hours. It is important to properly account for all leave, including Sick Leave, Paid Time Off (PTO), Family Medical Leave (FML), or Leave Without Pay (LWP). You must submit a request form ahead of time in order to claim FML or LWP. To claim PTO, select "Insert new (My Accounts) line for" -> "Paid Time Off"->. Enter the number of PTO hours you wish to use. In addition, you MUST also claim the same number of hours against the account that you usually charge. This will look like you are claiming double hours, but the PTO hours are not summed so your total pay period hours will still total 80. This “doubling up” procedure is not necessary for the other leave codes. If you know that you will be away from IARC on leave or travel when a timesheet is due, you should fill out and submit your timesheet ahead of time. If you submit your timesheet when you are away, please inform Travis Brinzow by email. He will inform Kim Cox and she will print out your timesheet and submit in on time in your absence. If, while away, you are unable to submit your timesheet through the online process, email Travis Brinzow to let him know where to charge your hours for the pay period. Kim Cox will enter and submit your timesheet for you. Timesheets that are submitted while you are away from IARC will be received back from the Payroll Office to get the necessary signatures upon your return. Paychecks are issued bi-weekly on Fridays and can be deposited directly into your bank account. You will be able to view your paystubs and accrued sick leave at UAOnline. 

Postdoc Mentor Plan

The IARC Postdoc mentoring plan has been developed to assist you in getting the most out of your IARC postdoc and preparing you for your future career. It provides guidance for both the postdoc and the mentor. Please familiarize yourself with the mentor plan soon after your appointment to IARC. 

Annual Activities Report

As a UAF faculty member, you are required to complete an Annual Activities Report  detailing your professional activities each year for the period from July 1 through June 30. Activity reports are usually due to the director in early October. It is highly recommended that you keep a record of your activities throughout the year, including public presentations, submitted abstracts, written proposals, and scientists whom you visited or hosted. 

Supporting Facilities

Library Services 

There are three libraries on the UAF campus: Bio-Sciences, Rasmuson, and Keith B. Mather. Additionally through the library websites you will have access to a variety of online catalogues and journals. IARC postdocs are encouraged to approach the librarians in the Mather library for a tour and introduction to available resources. Librarians are very helpful and knowledgeable, and are happy to assist in literature searches. Check the library websites for more information or contact Chisato Jimura (x1561 or jimura@iarc.uaf.edu). 

Computer/Printer Resources

Contact IARC’s Computer System Manager Jim Long (x2689 or jlong@iarc.uaf.edu) to discuss computer and printer needs. IARC has some basic desktop PC’s that you can use. Specialized machines or laptops required for your research should be purchased from your start-up funds. 
IARC has print capabilities for large posters (36" or 42" width paper). A few starter layout templates are available online along with some general poster guidelines and tips. For more information or assistance with poster printing, contact Jennifer Moss (x2471 or jmoss@iarc.uaf.edu).
If you require access to High Performance Super Computers and/or mass storage, contact the Arctic Region Supercomputing Center (ARSC). ARSC, located next door to IARC, serves the computational needs of the University of Alaska and the Department of Defense. ARSC resources are regularly upgraded in an effort to offer state-of-the-art technology. Accounts for ARSC resources are granted to eligible researchers based on their need for High Performance Computing resources. ARSC is not a general-purpose, academic computing center. Users wishing to access HPC resources are required to provide proof of citizenship (or current visa, if applicable) and consent to routine background checks in lieu of a National Agency Check (NAC). In addition, the Principle Investigator (PI) for the project must provide proof of citizenship and consent to routine background checks or have a NAC, regardless of whether or not they will access ARSC resources. If your mentor or supervisor has a group allocation, you will simply have to request a user account and access to the group. Additional information on ARSC resources and account eligibility can be found on the ARSC website. 
Proposal Office
As a postdoctoral researcher at IARC, you are permitted to write proposals either as a Principal Investigator (PI) or a co-PI. IARC’s proposals are handled through the Geophysical Institute (GI) Proposal Office. Information on proposal submission procedures can be found at the GI Proposal Office website. If you plan to submit a proposal, contact the proposal office as early as possible to ascertain deadlines and to allow time for the office to set up a budget. All proposals have to be sent to UAF’s Office of Sponsored Programs for final approval prior to submission. 
Listserves

Some of the Listserves recommended by IARC faculty will help you to stay up to date with research developments and funding opportunities.

· ArcticInfo is a moderated mailing list maintained by the Arctic Research Consortium of the United States (ARCUS).
· CryoList is an unmoderated electronic mail distribution list intended to communicate information between researchers studying snow and ice.
Employee Tuition Waiver

UAF employees, their spouses, and their dependents are eligible for employee tuition waivers for up to 12 credits per academic year (a maximum of six credits per semester). These waivers cover tuition only, so the recipient is responsible for all other fees. Information on registration, deadlines, and a schedule of available classes can be found in the UAF catalog. Tuition waiver forms must be signed by your supervisor and turned in when paying fees.


Postdoc Activities

A self-organized literature review group meets weekly to discuss topical papers and stimulate interaction between IARC postdocs, students, and faculty. Postdocs are encouraged to attend. If you have an idea for postdoc activity, you are encouraged to contact the other IARC postdocs and self organize.  

Post Office

Post office boxes are available at the UAF Post Office in Constitution Hall. Information can be found on the UAF Facilities Services website. 

Food Venues

West Ridge Café is located in the Arctic Health Research Building, Room182, across the street from Syun-Ichi Akasofu Building. The café is open Monday–Friday 7:30 a.m.–3:30 p.m. There are additional dining choices on lower campus in the Wood Center and in Lola Tilly Commons. 


Student Recreation Center
The UAF Student Recreation Center (SRC) located on lower campus houses a weight room, running track, pool, climbing wall, and courts. Passes can be purchased on a daily, weekly, monthly, semester, or annual basis. Hours of operation and fees can be found on the SRC website.

Integrating Research Activities

IARC Seminars

IARC continues an active series of formal and informal seminars given by UAF-based scientists and visiting scientist. IARC postdocs are highly encouraged to attend and present seminars in order to meet fellow scientists and become familiar with their research. If you would like to arrange a seminar for yourself or for a scientist you are hosting, contact Juanxiong He (x7059 or jhe[image: image3.png]


iarc.uaf.edu) for assistance, or submit a request online. If you are hosting a visiting scientist, you are encouraged to invite him or her to give a seminar so that your IARC colleagues can benefit from the opportunity. 

IARC YouTube Channel

IARC’s own YouTube Channel is an excellent outreach tool for sharing your research with a wide audience. A hand-held video recorder is field-ready and available for postdocs to take along on research expeditions to create short descriptive movies of their work. 
Contact Jennifer Moss (x2471 or jmoss@iarc.uaf.edu) if you would like to include any videos of your research projects, lectures, or other activities on the IARC YouTube channel. For now, these videos should be ready to go without much editing. The video should have descriptive audio and/or text to explain the activity to the viewer. Videos should be limited to 10 minutes. Jennifer Moss can process the video so it is in the correct YouTube format, create a title page graphic, and upload the video. If you have already uploaded videos of your research or teaching activities to YouTube, this can be linked to the IARC channel. 

Undergraduate Research Assistants

Postdocs are encouraged to hire undergraduate student assistants. This will provide you with valuable supervisory experience and will expose the undergraduate to real scientific research. Discuss with your supervisor the need and possibility of hiring an undergraduate assistant. If funding does not exist through the supervisor’s research program, discuss the hiring possibilities with IARC Director Larry Hinzman (x7331 or lhinzman[image: image4.png]


iarc.uaf.edu). Once you receive approval to hire an undergraduate student, meet with Executive Officer Helga Wilm (x6016 or hwilm[image: image5.png]


iarc.uaf.edu) about listing the position posting. Do this at least four weeks prior to the desired start date for the position. You will need to compile a list of screening and interview questions. Helga Wilm can provide examples of questions. Job postings will be advertised through UAKjobs.

Traveling for Research/Conferences/Workshops

If desired, postdocs can use their start-up funds to cover travel to relevant scientific meetings, workshops, and other events. Additional travel funds will depend on availability and will be at the discretion of the supervisor. Other funding opportunities for travel include the EPSCoR office (travel needs to be related to theEPSCoR mission) and the S.T. Lee Young Researcher Travel Award (a bi-annual award to travel to the Antarctic Research Center (ARC) in New Zealand to promote collaboration between IARC and ARC). Travel authorization forms must be filled out and approved before travel arrangements can be made. Contact Travel Coordinator Travis Brinzow (x1960 or tbrinzow[image: image6.png]


iarc.uaf.edu) for assistance or see the IARC travel page for information. 
Information for Foreign Nationals 

Following is a brief overview of requirements for foreign nationals, but it is the postdoc’s responsibility to ensure that the information is correct and up to date. More detailed information will be available during your International and HR orientations. Postdocs coming to IARC from outside the United States will need to acquire the correct visa, usually a J1. Depending on your home country, it may take several months for visa approval; please plan accordingly. 
You must have the following documents after arriving at IARC:

1) A valid, non expired, passport

2) A valid visa

3) I-94 Arrival and Departure Record which you receive upon arrival into the USA. If your I-94 form has an expiration date, please notify the International Advisor.
4) DS-2019 Certificate of Eligibility for Exchange Visitor form. This document is prepared by your sponsoring organization (IARC) and is used to determine the dates that you are authorized to participate in your research program.

All foreign visitors need to apply in person for a Social Security card. The Social Security Administration Office is located on the first floor of the Federal Courthouse, 101 12th Avenue (room 138), Fairbanks, AK 99701 (phone: 456-5390). Office hours are 9 a.m.–4 p.m. You must have been in the USA for at least 10 days prior to submitting your Social Security number application. In addition to your Social Security application, which is usually completed during HR orientation, you will need a letter addressed to the Social Security Administration from the International Advisor, a copy of your IARC contract, passport with valid visa, and I-94 and DS-2019 forms. You should receive your card approximately two weeks after applying. If you move, you are required to notify the Office of International Programs within 10 days of changing your US address. As you will be earning income in the US, you will be required to file a tax return each year. Compliance with the US tax code is the responsibility of the postdoc. 

Further information can be found on the Office of International Programs website or by contacting International Advisor Carol Holz at 474-7677 or carol.holz@uaf.edu. 

IARC Postdoctoral Mentor Plan

The IARC postdoc mentoring plan is intended to be a guide for both the mentor and the postdoc. Both parties should review this plan to become familiar with the duties they are expected to fulfill. The mentoring plan aims to provide the postdoc with the information and skills required to succeed as a postdoc and with the training needed in his or her next position and future career. Because the University of Alaska Fairbanks is a member of the National Postdoc Association (NPA), IARC postdocs are eligible for free NPA membership. Mentors and postdocs are encouraged to take advantage of this web-based resource. Contact Kelly Hochstetler (474-7832 or k.hochstetler@uaf.edu) for the details of account creation. 
Definitions

"[A postdoctoral scholar is] an individual who has received a doctoral degree (or equivalent) and is engaged in a temporary and defined period of mentored advanced training to enhance the professional skills and research independence needed to pursue his or her chosen career path." – National Science Foundation and National Institute of Health (2007)

 “A mentor is a kind of guide who, despite having been far enough to know something of what’s down the path, comes back to walk with you, and thus leads without leaving you to follow.” – Boyd (1988)

IARC expects that its mentors will support postdocs’ efforts to become excellent teachers and scholars in addition to helping the postdocs better understand the University of Alaska’s goals, objectives, programs, and procedures and its academic, cultural, and social environment. Your mentor may or may not be the same as your supervisor. 

Compact

Both mentor and postdoc should review and jointly agree to honor the commitments described in the Compact between Postdoctoral Appointees and Their Mentors, a mentoring tool developed by the Association of American Medical Colleges. 

Core Competencies Self-Assessment Checklist

Soon after joining IARC, postdocs are required to rate their current level of professional development using the NPA Core Competencies Self-Assessment Checklist. This exercise will help the postdoc identify areas for focused training required to achieve intellectual and professional independence as a researcher, and to act as a starting point for the development of the Individual Development Plan. Adding to or expanding the details of each topic in the self-assessment checklist where appropriate is encouraged. For example, writing could be divided into two areas of composition: successful proposals and journal manuscripts. The self-assessment checklist should be revisited at least annually in order to update and quantify progress and define areas in need of further attention. 

Individual Development Plan

IARC postdocs are required to produce an Individual Development Plan (IDP) to identify their professional development needs and career objectives. The IDP forms the core of the mentoring plan and will optimize the experience by providing a roadmap for activities throughout the postdoc’s term. The IDP is a highly individualized document developed in conjunction with the mentor. It should address both short-term needs for improving the postdoc’s current performance as a member of the IARC research faculty and long-term career options. Training needs should be identified, and milestones and anticipated time frames for skill acquisition should be defined. The IDP should be an evolving document, reflecting the postdoc’s changing needs, skill levels, and goals. 

The postdoc and mentor should have an initial meeting within two weeks of the postdoc’s arrival at IARC to begin crafting an Individual Development Plan. The purpose of this meeting is to discuss broader career goals and the skills required to achieve them. It is recommended that the postdoc bring a completed self-assessment checklist to this meeting. The mentor should clarify the postdoc’s responsibilities and performance expectations including area of research focus, manuscript submissions, proposal submissions, and other duties as IARC faculty. Additionally, it is important that postdocs clearly outline what they need and expect from the mentor. After reviewing and discussing the postdoc’s self-assessment, the mentor will provide advice on appropriate training opportunities. After this meeting, the postdoc should craft his/her IDP using the IARC IDP template as a guideline.

Training Resources

IARC’s goal is to help postdocs acquire the skills they need to develop professionally and enrich their research knowledge and skills. 

Research Skills 

Postdocs should discuss with their mentor the skills required for successful completion of the research project to which they have been assigned. It is expected that the mentor will share his wealth of experience and knowledge freely with the postdoc. If the mentor lacks sufficient knowledge of a required skill, he should assist the postdoc in arranging to work with other IARC/UAF faculty members. If necessary, the mentor should help arrange for the postdoc to spend time with experts outside of UAF. It may also be deemed appropriate to take classes. A list of available classes at UAF can be found in the UAF catalog. Any course of action identified to promote research knowledge should be clearly outlined in the IDP.

Complementary Skills 

Complementary skills such as proposal writing, presenting research to diverse audiences (K-12, undergrads, grad students, general public, policy makers), writing interpretive summaries or vignettes for lay audiences, leading sessions in professional conferences, and networking will enhance the postdoc’s professional development. The mentor is expected to help postdocs find an appropriate balance of training and research activities and to encourage and support their attendance at training sessions, career development seminars and conferences, and to assist them in seeking networking opportunities and career advancement. Numerous resources available through UAF provide an opportunity for professional development training. Where possible, training opportunities should be identified within the IDP. Following is a brief list of UAF offices that offer various types of training applicable to postdocs. 

· Office of Research Integrity is concerned with responsible conduct of research (RCR), research ethics, export control, animal and human subjects, etc. In addition to its web based RCR Course jeblake@alaska.eduORI offers a course in Responsible Conduct of Research (LAS 693/601) annually. Postdocs may sign up for the entire class or attend individual lectures based on interest and relevance. For more information, contact John Blake (x5188 or ).

· Office of Sponsored Programs provides assistance with proposal preparation, including budget development, Fast-Lane, training on pre-award related issues and regulations, funding searches, types of grant programs, etc. For more information, contact Andrew Parkerson-Gray at (1851 or fnamg@uaf.edu).

· Office of Technology Transfer is concerned with patent process, technology transfer, material transfer agreements, protecting intellectual property, etc. For more information, contact Diane McLean (x7765 or Diane.McLean@alaska.edu). 

· Grants & Contracts Administration will provide assistance with post-award grant management. For more information, contact Maren Boyack (x6073 or moboyack@alaska.edu).

· Faculty Development is concerned with faculty-specific training programs. For more information, contact Joy Morrison (x5055 or jfmorrison@alaska.edu).

· Environmental Health Safety & Risk Management is concerned with hazardous waste management, safety training, etc. For more information, contact Tracey Martinson (x6771 or fntam@uaf.edu).
· Human Resources provides training programs for supervisors, recruitment and hiring, benefits and compensation, etc. For more information, contact call x7700. The specific contact person will depend on the topic of interest. 

· Office of Grants and Contracts Administration is concerned with post-award management of projects. For more information, contact Maggie Griscavage (x7301 or gmgriscavage@alaska.edu).

The above departments offer personalized training to groups of IARC postdocs as needed. Mentors and postdocs should identify the need for, and facilitate, these training opportunities.

Postdoc/Mentor Research Meetings

The mechanism for communication and the frequency of meetings will depend on personal preferences, the circumstances of the postdoc and mentor, and the size of the research group. During their initial meeting, the postdoc and mentor should agree upon a meeting schedule to discuss research progress. It is recommended that individual face-to-face meetings to discuss research progress occur at least bi-annually. 
Introductory Seminar

Within one month of arrival at IARC, new postdocs should give an informal introductory presentation to IARC faculty and staff. The purpose is to make the faculty aware of the postdoc’s research interests, to meet fellow researchers, and to establish potential collaborations. The seminar should include a discussion of past research and desired future direction. The IARC web page has a useful listing of resources for lecture/presentation preparation under the heading of “Helpful Links.”

Teaching 

Postdocs interested in an academic career should ask their mentor to assist in finding or creating opportunities that provide experience in supervising, teaching, and mentoring. Potential opportunities include guest lecturing and mentoring students and interns. The UAF Office of Faculty Development periodically offers workshops and training opportunities that can help develop teaching skills. This is a good place to check for professional development opportunities. 

Outreach

Participation in outreach activities is a key part of becoming a successful well-rounded scientist. Most funding agencies specifically request detail on how outreach will be undertaken on a research project. If the postdoc was hired to work on a specific research project, he/she should clarify with the mentor any specific outreach activities that must be performed. In addition to project-specific outreach activities, numerous outreach activities are also available in the Fairbanks area. The mentor should be able to assist in finding opportunities that best fit the postdoc’s outreach goals and interests. Potential outreach activities include volunteering time for a science class, judging science fairs, or participating in Earth Day activities. IARC’s Education and Outreach Program provides a number of resources and ideas for postdocs who wish to become involved in promoting understanding of arctic system science and climate change. Contact IARC’s Education Director Elena Sparrow (x7699 or ffebs@uaf.edu) or Education and Research Specialist Martha Kopplin (x2794 or fnmrk@uaf.edu) for more information on this program. Additionally, UAF’s Science Education Outreach Network (SEON) provides information on an array of science and math education outreach programs, activities, and resources available at UAF. For more information on the SEON program, contact Wendy Cloyd (x7999 or wcloyd@gi.alaska.edu). 

Career Advancement 

Although IARC postdocs are considered faculty members, the postdoc position itself is considered short term (usually 1-3 years). Postdocs wishing to remain in academia generally apply for a more senior faculty position toward the end of their term. Most universities have several options available, such as tenure track or research faculty. 

Tenure track faculty positions at many universities have a tripartite responsibility to provide teaching, research, and service. Obligations of research faculty are typically bipartite, limited to research and service. Depending on the track chosen, the faculty member will have different obligations and requirements for career advancement. To be considered a likely candidate for promotion, tenure-track and research faculty are usually obligated to demonstrate performance in corresponding areas of their responsibilities. An individual faculty member’s proportionate responsibility is usually reflected through an annual workload agreement.

Effectiveness in teaching may be judged through student ratings, peer classroom observation, and peer evaluation of course materials. Success in research may be judged by scholarly works published by reputable journals, scholarly reviews of publications, presentation of research papers before learned societies, competitive grants, and contracts to finance the development of ideas. The service component may be university, public, or professional. Several examples of each category of service can be found in the Regulations for the Appointment and Evaluation of Faculty handbook from the UAF Provost Office.
 IARC’s goal is to help postdocs advance their competence in many of the above areas. Your IDP should be developed with your future career path in mind. For example, if your goal is to continue your career as UAF research faculty, you should review the UAF promotion guidelines from the Provost Office to determine which additional research and service requirements you need to meet. Then, with the help of your mentor, outline a timeline for meeting the requirements. Keeping track of any pertinent research, service, or teaching activities as you progress through your postdoc term, filing detailed annual activity reports, and maintaining an up-to-date CV should not be viewed as just formalities. They are highly valuable time-saving organizational tools.
Interpersonal Conflict with a Mentor 

IARC strives to offer high-quality mentoring to its postdocs. A postdoc who has concerns regarding the mentorship being provided should diplomatically mention those concerns directly to the mentor in a one-on-one meeting. If adequate changes are not forthcoming, the postdoc should discuss the situation with his/her supervisor. If the supervisor is unable to resolve the conflict, or if the supervisor also serves as the postdoc’s mentor, the postdoc may seek confidential guidance from IARC Director Larry Hinzman. Such guidance is especially important when it pertains to ethics violations or professional misconduct on the part of the mentor. During an initial meeting with the director, the postdoc will be presented with a spectrum of possible solutions, including paths to reconciliation, diminishing involvement with a mentor, or reporting grievances through established UAF Human Resources channels. Solutions will be sought on a case-by-case basis, and discussions between the postdoc and IARC director will remain confidential unless otherwise requested by the postdoc. If irreconcilable conflict requires a change in mentor, the postdoc’s IDP will also be reviewed during transition to a new work arrangement. 
Performance and Development Review

The mentor and postdoc should meet annually to discuss the postdoc’s progress relative to the IDP during the past year. It is common for work plans to evolve during the course of a postdoctoral fellowship as new research and new contacts lead to new opportunities. So these meetings should be viewed as a chance to discuss future directions as much as they are an opportunity to assess performance. Where necessary, the IDP may need to be amended in line with new developments in the direction of the postdoc’s work and intended career. Subsequent to this meeting, the postdoc and mentor should complete the relevant sections of the Performance Review form and submit a copy to the postdoc’s supervisor and IARC director. These documented meeting outcomes will form a useful reference to target future improvements. Previous records from performance reviews should be brought to each annual review to be referenced in discussions where required.
In addition to completing an IARC postdoc Performance Review, postdocs, as UAF faculty members, are required annually to complete and submit activity reports from the past year and workload plans for the coming year. These forms will be filled out in conjunction with your supervisor but should be discussed in reference to the IDP developed with your mentor. Progress reviews present an opportunity for the postdoc to voice concerns about available resources, working arrangements, or leadership available to them.

Job Packet

IARC’s goal is to help postdocs become, by the end of their IARC appointment, well-rounded, highly employable research scientists. Postdocs are encouraged to develop a personal job packet to help them move on to the next stage of their career. The job packet should contain a statement of interest, cover letter, and CV. Upon request, IARC faculty will provide advice on preparing these documents and a subjective review. The postdoc is expected to submit a successful job packet to the IARC database along with a copy of the job description so future postdocs can learn from them. This will be a private database for internal use only. 

Exit Interview

Upon completion of their appointment at IARC, postdocs are expected to attend an exit interview with the IARC director to give the postdoc an opportunity to honestly assess his/her satisfaction with the mentoring program. Following completion of the postdoc’s term, the postdoc may be asked to complete a survey that will allow IARC to track his/her progress toward his/her career goals. The exit interview and periodic surveys are intended to gather data to allow the institution to further strengthen the overall training and mentoring environment for postdocs.
Individual Development Plan

For IARC Postdoctoral Research Associates

Postdoc:
____________________________________________

Mentor:
____________________________________________

Date: 
____________________________________________

Date of Initial Appointment:_______________________

Project Goals 

Describe the aims and experimental approaches of your research project(s). How does this project fit into a bigger picture of work in this area? What is the anticipated significance of your contributions? 

	

	

	

	


Short Term Goals

Summary of research skills acquired since last IDP meeting:

	

	


What new skills and expertise are required for success of the research project?

	Skill
	How are you going to acquire these skills? (e.g., training, courses etc.)


	Target Acquisition Date 

	
	
	

	
	
	

	
	
	


Summary of professional development accomplishments, such as event organization, committees, career workshop attendance, coursework, teaching, training, etc. since last IDP meeting:

	

	

	


What professional development skills do you need to become an independent scientist and achieve your longer term career goals?  

	Skill
	How are you going to acquire these skills? (e.g., training, courses etc.)


	Target Acquisition Date 

	
	
	

	
	
	

	
	
	


Plans for Up-Coming Year 
List your Research Project Goals for the upcoming year. Identify milestones and project timelines for completion. 

	


List your anticipated publications to submit in the upcoming year (indicate projected titles and major take-home messages): 

	


List any proposal submissions/ fellowship applications planned for the upcoming year: 

	


Long-Term Goals

What are you long-term career objectives, for example, research in academics, industry, government, teaching, writing, undecided, other?

	


Describe your timeline for achieving your long-term career objectives. 

	


When will you begin a job search? If you do not know, estimate. 

	


Performance Review 

For IARC Postdoctoral Research Associates

Postdoc:
______________________________________

Mentor:
______________________________________

Review Date:  __________________________________

Date of Last Review:___________________________

Date of Initial Appointment:_________________

Part A: To be completed by the Postdoc 

Describe and explain your level of satisfaction with your research progress in the past year: 

	


Describe and explain your level of satisfaction with other aspects of your career development in the past year:

	


Do you feel that your mentor made a reasonable effort to support you in your research skills development?

	


Do you feel that your mentor made a reasonable effort to support your professional development? 

	


How can your mentor help you achieve your goals for the upcoming year? 

	


Do you feel that your assigned responsibilities are appropriate? 

	


Describe your level of satisfaction with the available resources for research and training. 

	


Are you happy with your present working arrangement?

	


Are there concerns or conflicts that should be discussed?

	


Part B: To be completed by the Mentor 

Has the postdoc made reasonable research progress since the last review?

	


Has the postdoc made a reasonable effort to extend his personal development and acquire skills that will assist in long-term career goals? 

	


Comment on the postdoc’s oral and written communication skills, and participation in group meetings and seminars.

	


If appropriate, comment on the postdoc’s supervisory and/or group management skills.

	


Are there other responsibilities that the postdoc should assume?

	


If research progress has been satisfactory, are the postdoc’s plans for the next year reasonable?

	


If research goals are not being met, should a different approach or different research project be initiated?

	


If performance has been unsatisfactory, what are the specific goals that the postdoc must meet by the next review? The next review should take place in 3 months.

	


NSF proposal postdoc mentoring plan requirements
The revised National Science Foundation Proposal and Award Policies and Procedures Guide (PAPPG) effective for proposals received on or after January 5, 2009, states:
Each proposal that requests funding to support postdoctoral researchers must include a description of the mentoring activities that will be provided for such individuals. The postdoc mentoring plan should be a separate one-page document, supplemental to the 15-page Project Description. Examples of mentoring activities include, but are not limited to: career counseling; training in preparation of grant proposals, publications and presentations; guidance on ways to improve teaching and mentoring skills; guidance on how to effectively collaborate with researchers from diverse backgrounds and disciplinary areas; and training in responsible professional practices. The proposed mentoring activities will be evaluated as part of the merit review process under the Foundation's broader impacts merit review criterion. Proposals that do not include a separate section on mentoring activities within the Project Description will be returned without review.
Below is an example of a postdoc mentoring plan for use by IARC PI’s in NSF proposals. The specific mentoring plan developed by the PI should, however, be individualized to fit the project and the needs of the postdoctoral researcher(s) to be mentored.

Through active mentoring, administrative oversight, and integration within a vibrant academic community, postdocs working with IARC at UAF have had strong records of success. X postdoctoral researcher/s will be funded to work on this project. The PI [name them here] will be the postdoc supervisor, and [name here] will act as the mentor. The postdoctoral researcher’s professional development while working on this project will be enhanced through structured mentoring following IARC’s Postdoc Mentoring Plan. The IARC postdoc mentoring program aims to provide the postdoctoral researcher with the information and skills required to succeed in their present position and build a career that meets their interests and strengths. As part of the IARC mentor program, the postdoc will be required to conduct a self-assessment using the National Postdoc Association checklist. Following review of the postdoc self-assessment, the mentor will advise which training activities should be undertaken and a highly individualized IDP will then be developed based on the individual needs of the postdoc. UAF offers a wide range of resources through the Faculty Development Office that can enhance the postdoc skill set. This includes training with respect to proposal writing, budgets, teaching, and mentoring. UAF offers courses in Responsible Conduct of Research (LAS 693/601) annually, and postdocs will be encouraged to participate. Participation in the PI’s X-monthly research group meetings in which members will be expected to present their research will be required and the postdoc will be encouraged to present their research to IARC or the wider UAF community at least annually. In X-monthly one-on-one meetings between the postdoc and mentor, feedback and coaching will be given to help develop the postdoc’s communication and presentation skills. Travel to X conferences per year [name conferences here] has been requested as part of this project’s budget with the expectation that the postdoc will present a poster or talk at the conference. The postdoc will be expected to produce X manuscripts as 1st author based of the research to be undertaken throughout this project. The mentor will provide the guidance and training necessary to make this a reality. In addition to regular meetings throughout the year to discuss the postdoc’s research and professional development, the mentor and postdoc will meet annually to discuss the postdoc’s progress relative to the IDP. At this time, both the mentor and postdoc will be expected to detail additional expectations they have for one another and further refine the IDP for the forthcoming year. Following the end of the postdoc’s term at IARC, an exit interview will be conducted in order to assess the postdoc’s satisfaction with the mentoring program. This will enable IARC to further strengthen the overall training and mentoring environment for postdocs. 
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