Ecosystems Center

Administrative Information

BIKES

Bike racks are located in back of the Starr building - make sure you have a good lock. Fire code prohibits storing bikes in the building.

COFFEE

(Jane Tucker, ext. 7469, Kelly Holzworth, ext. 7471)

Coffee is always brewing. You choose how you want to pay: $10/month or $.50/cup. The Coffee Fund supplies coffee, sugar, cream, stirrers, filters and new machines when necessary. If you don't drink coffee but you use our cream, sugar, stirrers, etc., please contribute $5/month or $1.50/week or bring in your own. Unwritten Law: "Never leave an empty pot."

DONUTS
“Donuts” is every Friday morning at 10 a.m.  Donuts and bagels are brought in and sold for $.75/each.  General announcements and new employee/visitor introductions are done at this time so all staff are encouraged to attend each week.

DIATOM SERVER
(Kelly Holzworth, ext. 7471, Denis Renna, ext. 7630)

If you have any questions regarding diatom accounts, please contact Kelly. If you are having problems with hardware or software, please send a work request to helpdesk@mbl.edu or complete a work order request online at http://helpdesk.mbl.edu/workorder.htx . A Computer Committee was formed to oversee the Center's current and long-range computing needs. Send suggestions to: ecocomputer@mbl.edu. 

FAX MACHINE

(Mary Ann Seifert, ext. 7472)

The Ecosystems Center's fax machine is located in Starr 219 and is maintained solely for Ecosystems Center business use. Our fax number is 508-457-1548. General instructions are posted on the wall in back of the fax machine. We maintain a service contract on this machine -- please notify Mary Ann of any problems with the machine. We ask that you limit personal use of our fax machine and ask that you restrict this use to non-business hours whenever possible. You may send local personal faxes at no cost, but long distance faxes must be charged to your personal telephone credit card (instructions are posted at the fax machine). If you do not have a personal telephone credit card, you can purchase a Sprint phone card at the MBL Stock Room ($5, $10 and $20).

MAIL

(Mary Ann Seifert, ext. 7472)

Outgoing/incoming mail is picked up/delivered once a day in the afternoon. Mailboxes are located at the second floor break area. Standard outgoing business mail (1st Class, Air Mail, etc.) should be clearly addressed, your name included in the return address, and coded with your cost center in upper right hand corner of the envelope. If mail cannot be attributed to a specific cost center, it should be charged to cost center 0813000. The U.S. Post Office will not deliver without a zip code. Special mail services (Federal Express, Express Mail, DHL, UPS, etc.) are not calculated in administrative charges and should therefore be charged to the appropriate cost center. Personal outgoing mail (with home return address and proper postage affixed) may be placed in the outgoing baskets. The MBL address is not to be used as a personal mailing address unless you live on campus. If you don't live on campus but are currently receiving personal mail here (utility bills, bank statements, credit card bills, magazines, etc.), please change these to your home mailing address or arrange for a Post Office Box.

PARKING

Parking stickers are issued which allow you to park in designated MBL lots without being towed. During the summer months (June-September), those with red stickers must park at Devil's Lane and shuttle in; those with green stickers may park in designated lots on campus.

PAYROLL/TIMESHEETS

(Kelly Holzworth, ext. 7471)

Paychecks are issued bi-weekly based on information you supply to the payroll office on your bi-weekly time sheet. Timesheets are completed online and must be submitted by 12:00 p.m. on the Friday before the end of the pay period.

PHOTOCOPIER

(Mary Ann Seifert, ext. 7472)

The Ecosystems Center copiers are located in Starr 219, and are maintained solely for Ecosystems Center business use. Instructions are posted at the photocopier. Personal use is on a pay-as-you-copy basis ($.10/copy). We ask that you try to restrict personal use of the copier to non-business hours.

REFRIGERATOR

The refrigerator in the break room is for food only, so if you brown-bag lunch - this is where you can store it. Make it a habit of putting your name on whatever you put in the fridge. When it gets cleaned -- everything unlabelled goes!

SECURITY

It is your responsibility to lock your office (doors and windows) before you leave. Do not leave windows, office doors and/or outside doors open or unlocked after hours or on weekends. 

NOTE: If someone is wandering through the building, ask if you can help or politely direct them to the door. There are no exhibits in this building. Our restrooms are not open to the public.

SEMINARS

The Ecosystems Center sponsors seminars which are scheduled from September-May (every Tuesday at 12:15 p.m. in the Whitman Auditorium). Refer to the MBL and WHOI calendars for special seminars.

STAFF MEETINGS

Staff Meetings are generally held every other Friday after "Donuts.” Your attendance is requested. An agenda is prepared for each meeting and distributed via e-mail prior to the meeting. For more information re staff meetings, send an e-mail to: ecoagenda@mbl.edu

TELEPHONES

(Kelly Holzworth, ext. 7471)

Telephones connected to the MBL phone system are located in all offices and labs. Local numbers are accessed by dialing 9 and the number you wish to call. Long-distance numbers for business use are accessed by dialing 9 + 1 + the number you wish to call and the Center’s access code (2001813).  Please be aware that it is not and never has been the Center's policy to subsidize personal long-distance telephone calls made from office telephones. All personal long-distance calls must be charged to your personal telephone calling card. If you do not have a personal telephone calling card, you can purchase a phone card in the MBL Stock Room ($5, $10, $20).

TGIF

“TEEG” is on Fridays at 5:00 p.m., 2nd floor Loeb unless notified otherwise (no TEEG during the summer).

VEHICLES

(Don Burnette, ext. 7764)

The Center maintains an on-campus fleet of 4 vehicles. Vehicles are available on a sign-up basis; mileage is recorded and billed to the appropriate project. Sign-up sheets and trip tickets for vehicles are in the copy room. Personal use is on a pay-as-you-go basis (MBL account, cash or check) - NO EXCEPTIONS!  Anyone new employee that will need to drive the 15-passenger long-based van MUST receive training from Larry Burdge (ext. 7530).
WORK REQUESTS

(Kelly Holzworth, ext. 7471; Don Burnette, ext. 7764)

Report all problems and/or requests to either Kelly Holzworth (Starr building) or Don Burnette (labs). They are the only authorized personnel to initiate work requests. In the event of an emergency and neither Kelly nor Don is available, please call the POM office (ext. 7776) to report the problem.
