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Your guide to a pleasant stay on Star Island
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Information for Island Staff

Living and Working on Star Island

Three of the most important qualities Star Island staff members should possess are a willingness to serve the conferees, a capacity for personal growth and the ability to act responsibly in both work and social situations. Although the expectations and life styles vary among members of our staff, there appears to be a common bond among island people who share the following characteristics for harmonious island life:

· Sensitivity to the needs and interests of others

· Willingness to work in a community team effort, moving beyond the required limits

· Respect for island traditions and the people who cherish them

· Flexibility in group living circumstances and relationships

· Appreciation of an open, basic, natural environment.

Accommodations

Most rooms for Pelicans are doubles, not spacious - rustic, but adequate. They are equipped with basic furniture. Sheets and pillows will be provided. There is a limited supply of blankets available for staff use so please bring your own blankets if able (the evenings get cold so be sure to bring warm bedding). Roommate requests are honored if we hear from both parties – please include rooming requests in your contract or email them to office@starisland.org. Occupants are expected to maintain sleeping rooms, adjacent hallways and staff bathrooms in a sanitary and presentable condition, which the Medical and Management staff will monitor. We try hard to provide clean, well cared for rooms and we expect you to leave rooms in the same condition as when you arrived. You will be charged for any damage to your room.

Electricity

The island generates its own electricity. Because of limited capacity and occasional voltage variations, electric appliances are discouraged. There are very few outlets in living quarters. Alarm clocks must be battery operated or wind-up. Please consider the limited capacity of our electrical system when using laptops.

Fire Safety Guidelines for Pelican Rooms
Fire is a very serious concern on Star Island, thus the following precautions must be made: 

· One appliance per outlet and no multiple outlet converters are permitted. 

· Extension cords should be used only to extend an outlet – not to create more outlet space. Do not run extension cords under rugs/carpets or chairs.

· Only 50% of the wall space in any room may be covered. Do not hang anything from the ceiling or from electrical conduit or sprinkler pipes. 

· No appliances with heat producing elements (i.e. curling irons, hair dryers, electric kettles/hot pots, etc) are permitted for use in Pelican rooms.

Laundry
Work and personal clothes are cleaned in the island laundry. It is washed in hot water, tumble-dried and returned folded. Requests may be made to laundry personnel for special treatment of some items (i.e. cold water wash, bleach, etc.). Irons and ironing boards are attainable from the laundry. 

All clothing (other than underwear and socks) should be marked in an obvious location with your last name - either directly on the item using a label or permanent laundry marker, or temporarily by pinning a label to each item. 

Parking
Bringing a car to Portsmouth for the summer is strongly discouraged because parking in the city is limited and expensive. No parking arrangements for Pelicans are available at this time, nor is the Star Island Corporation responsible for finding any parking for the Pelican community. 

Televisions
Do not bring televisions to Star. There is a TV and VCR/DVD player available in a common room in Pel Hall. The use of televisions in Pelican rooms detracts from the sense of community we strive to create. TVs are also high voltage and therefore likely to violate Pelican Room Fire Code.

Water
Drinking and washing water are in short supply, necessitating guidelines for use. Showers are usually available twice a week and three times a week if water supplies are sufficient.

Quiet Hours
Of necessity, employees, staff and guests at Star Island live closely together. Therefore, every individual must display reasonable sensitivity to the needs and customs of others. Undisturbed sleep must be allowed on the sleeping floors from 10:00 p.m. to 7:00 a.m. Quiet must be maintained even earlier on the Oceanic 4th floor in order not to disturb sleeping guests on the two floors below. It is essential that all staff members respect each other’s rights to privacy in their sleeping quarters. Gatherings after 10:00 p.m. should take place only in Pel Hall or on the Shack Deck, but noise even in these spaces must be kept at a minimum.

Guests
Each Pelican may have a total of five guests visit overnight during the season at a special rate of $53.00 per adult, per day for room and board. Guests are limited to two consecutive nights and no guests may stay overnight on nights when no conferees are on island. There are limited rooms for Pelican Guests on Friday nights. Sign up for your guests at the Front Desk as far in advance as possible because space is limited. Guests can come to the island via the Uncle Oscar (see www.uncleoscar.com or call (603) 964-6446 for rates and schedules). Prior to arrival, you must check in with the Front Desk for proper Pelican guest boat procedures. When your guest arrives on the island, be sure to bring him/her to the Front Desk to register promptly.

Each guest must have a Pelican take responsibility for them. Your guest cannot sleep in Pelican quarters, nor may they be entertained in work areas. However, you may take them to the Pelican recreation rooms with you. All Pel guests eat meals downstairs with the rest of the Pelican Staff. They are expected to follow all Pelican regulations and honor established quiet hours, and you will be held responsible for the behavior of your guest.

You may not have guests during your first week of work. The last week of the season is a heavy one, so you should try to have your guests before then. No guests (friends or parents) can be welcomed the last three nights of the conference season. If they are coming to drive you home, consult the Desk well ahead for suggestions of motels near Portsmouth. Because Pier Party is intended solely for those people still employed for the season, guests are not permitted under any circumstances. Staff guests should not participate in conference activities. Alternating between guest and conferee status on consecutive nights is also not permitted.

Staff Field Days
All employees are expected to participate in Staff Field Days, which involve cleaning staff living and communal areas on a weekly basis.
Health
We live close together, so health-consciousness is essential to prevent the large scale disability possible from a “bug” running through the staff. Responsible attitudes and the following of common sense hygiene practices in staff quarters are expected for the benefit of the entire island community. Employees are responsible for all health care expenses, tests, prescriptions, x-rays, etc. for illnesses and injuries that are not work related. 

Communications
Telephones
There is one public telephone in the main lobby to be used for essential business by conferees and should be used by staff members for emergency purposes only. Phone calls are restricted to six minutes. The primary island phone line is (603) 601-0832. If the main line is unavailable for use, emergencies or urgent incoming messages can be directed to the back-up island phone line of (603) 964-6252. Cell phones are permitted; however, they should be used in private or discrete areas, away from conferees and other Pelicans. Star Island’s Personnel Handbook provides information on employee use of Star Island business cell phones and telephones.

Internet
There is one computer available for non-work related Pelican use. It is located in the TV room and currently has no printer attached. The computer is connected to the Internet and any Pel interested in using it must sign up in advance and adhere to the posted rules. Because mandatory bandwidth restrictions apply to this switch, connections will be slower during normal work hours. You may also use an internet hookup in the TV room with your personal laptop, but please help us in our effort to conserve electricity by using laptops sparingly. File sharing programs may not be used on the island.

Mail
In order for mail to reach you promptly after you arrive on Star Island, please use our permanent address:
(Your Full Name Inserted Here)

c/o Star Island Corporation

30 Middle Street

Portsmouth, NH 03801

Mail may be delivered to the SIC office from April 1 to September 30 (with exceptions only for those still on island after September 30). Any mail received before or after these dates will be RETURNED TO SENDER. We recommend that you alert anyone corresponding with you of your off island address two weeks prior to your leaving date. Any mail received in the office after your departure from the island will be forwarded for one week only. We will not forward packages or magazines. Mail received past the one-week period will be RETURNED TO SENDER.

Procedural Guidelines and Regulations 

Employees are expected to become thoroughly familiar with the following guidelines and regulations before arriving on the island. This Information Sheet does not constitute an expressed or implied contract, nor is there intent to cover every kind of activity that could result in disciplinary action. Inappropriate behavior not described in these guidelines and regulations will be handled as warranted by the circumstances of the incident involved. Further details will be provided in the Personnel Handbook you will receive once your employment begins. These guidelines and regulations do not bestow additional employment rights or benefits to Star Island employees and Management reserves the right to dismiss an employee if, in the sole judgment of Management, such action is in the best interest of the island.

This information is meant to help clarify the scope of Staff living on Star Island, rather than to dwell on restrictions and imposed limitations. The experience of living in the Star Island community is special enough so that these procedures, regulations and guidelines are geared to enhance the quality of the Star Island community experience within the limits of our resources and purposes. 

Work Related

Days off

Except for the last week of employment, Pelicans are required to take one day off per week. The type of job and the crew’s ability to “cover” will dictate which days a person has off and whether it is possible to take off two consecutive days. Changeover Days (generally Saturdays) may not be taken off by Pelicans except in extenuating circumstances. No more than two consecutive days off are permitted without prior approval. 

For Pelicans, to take a day off the following is necessary:

1. Day off slips must be handed to the Front Desk staff at least 24 hours in advance. More advanced notice is preferred. There are a given number of Pels that can be off the Fire List and on boats on a daily basis, if you hand in your day off slip at the last minute, you run the risk of not being able to leave the island.

2. Please consider your involvement in the Pel Show, softball games, etc. in scheduling days off.

3. Always check with the Front Desk when leaving the island to confirm the boat schedule and weather conditions for the time you are scheduled to return.

Employee Evaluation Procedures
Evaluations are intended to provide all employees with a sense of how they are doing on the job and as a member of the unique Star Island community. Supervisors then meet with their crews to discuss the evaluation process and to schedule individual meetings with each crew member. Before the meeting with the staff member, the evaluation will be approved by the head of that department. The Supervisor shall then turn in the forms for all her/his crew members to the Executive Director, who shall keep them on file. While evaluations will be used in the rehiring process for seasonal staff, other appraisal sources will also be utilized, such as records for Fire Watch.

Job-related Injury Procedures
All employees should be aware that any job-related injury which occurs on Star Island needs to be reported to their immediate Supervisor and the Island Administrator within three days so that a Worker’s Compensation Claim Form may be sent to the New Hampshire Department of Labor. Injuries reported after three days may result in the Corporation incurring a $2,500 per day penalty. Although a claim form may not be needed in every case, use the following guidelines to determine whether a Worker’s Compensation Claim should be filed:

1. If an employee is injured on the job and sent to the Portsmouth Hospital Emergency Room, or will be sent ashore for further treatment of any kind after our First Aid Staff has provided whatever treatment it can.

2. If medications will need to be purchased.

3. If any time is lost from work that will not be compensated by the Corporation (one or more days).

If, on the other hand, a minor injury occurs which is handled solely by the First Aid Staff and the employee is able to return to work immediately or the following day, and no expenses to the employee are anticipated, a claim would not be filed. However, the injury should still be reported to the Crew Supervisor and the Island Administrator, as it may need to be recorded for OSHA reporting purposes.

If you are injured on the job and go to the First Aid Station, the First Aid staff will complete a single page accident report. Please check with the First Aid staff as to whether they feel you will need any follow-up treatment ashore or will have any expenses related to your injury. If there is any doubt or question about whether a Worker’s Compensation Claim or an OSHA report should be filed, please report your injury!!!

Pay

Pay for Pelicans is based on actual hours worked and checks are issued every week. Although employees are not paid for days off, they are allowed one paid sick day, due to illness or injury, for each expected full month of employment. An employee who cannot return to work within two or three days because of illness or injury may be asked to return home for a medical evaluation and recuperation. Employees should have approval from the medical staff and their Supervisor to be removed or returned to the work schedule.

Because your leaving date may not coincide with the end of a pay period, your last regular paycheck of the season will be mailed to you. If you do not have a checkbook with you, save enough money from your second to last paycheck for traveling and other expenses related to leaving for the season. All pels must provide updated address information to the Resident Life Advisor prior to leaving for the season.

A “Stop Payment” fee of $25.00 will be charged to the employee to replace a lost paycheck.

Please note: Star Island Corporation can no longer provide regular cash advances to staff members. Seasonal employees who are living on Star Island may receive a pay advance during their first week of employment only. Such an advance will be accompanied by a written loan agreement and is to be paid back to SIC within two weeks of the date of issue. The loan may be repaid by payroll deduction at the employee’s discretion. Staff is paid on a weekly basis so please plan accordingly.
Community Related
Leaving the Island
Employees are required to obtain “sign off” the Fire List and Fire Watch (at the Front Desk) before leaving the island or the hearing range of the fire alarm for any reason. Failure to take these two steps could lead to suspension or dismissal.

Leaving the Island for the Season
Once an employee has left for the season, it is not appropriate for him/her to return for Pier Party (if the leaving date precedes Pier Party) or return for an overnight visit to the island during the remainder of the season. Not only is guest space severely limited during the end-of-season transition, but it is difficult to have season “veterans” return as overnight guests when a new team is being established with replacement staff members.

Pelican Club
Each year the Pelicans organize themselves into the Pelican Club. Among its purposes are coordinating special activities, serving as a link with Management, and seeking to improve the quality of Pelican life.

Portable Radios
In the past, noise from portable radios used by staff members while working has intruded on the island’s peaceful setting, which is highly valued by many conferees. Also, not all employees enjoy the same kind of music. For these reasons, the use of portable radios is discouraged in public areas and required to remain at a low volume level in workspaces. All allowable radio use is determined by your crew supervisor. Use of headphones is strongly discouraged as it can inhibit your ability to hear the fire alarm. 

Island Rules

Conferee Meal Times
Except for emergencies, employees and their guests not engaged in Food Service operations are asked to assist the Food Service staff by staying clear of the Kitchen, Bakery, Dining Room/Alcove and Snack Bar areas while conferees are being served at meal times.

Fire Escapes/Hallways
All areas of egress (including fire escapes and hallways) must be kept clear at all times. Do not hang items on fire escapes or place items in hallways.

Scuba Diving
Due to insurance issues, diving from Star Island is strictly prohibited.
Rowboats
You may use rowboats when a Lifeguard or Night Crew are on duty at the pier (until sunset), only if guests are not using them. The Dock attendant’s judgment will prevail as to boating conditions. Please ask the dock attendant about rules pertaining to the use of rowboats and visiting Smuttynose Island.

Roofs

No one should be on a roof unless doing approved maintenance work or responding to an emergency.
Smoking and Open Flames
Smoking and the lighting of matches, candles, incense, or any related materials is prohibited in all Star Island buildings. Outdoor smoking is allowed on first floor porches and decks and on the pier, and only when combustible materials (such as propane or gas tanks) are not present. Smoking is prohibited on the main porch of Oceanic and Gosport. Due to the danger of brush and grass fires, smoking is not permitted on the grounds on any part of the island, including the rocks. Specific exceptions to this policy for special events (such as a bonfire) or other such reasons are only permitted with prior approval of the Executive Director, Conference Center Director, Facilities Manager, or designated manager on duty. Violators will be required to leave the island for the season on the next boat. Extreme caution should be exercised at all times, particularly when disposing of smoking materials. Do not extinguish smoking materials in trashcans; butt cans must be used and will be provided in designated smoking areas. 

Snorkeling
Stay within immediate area of the float; be sure that the Lifeguard is aware of your intentions, and beware of boats in the harbor.

Swimming

· Swimming is permitted only from the beach adjacent to the pier or from the float in the swimming area; a certified Island Lifeguard must be present.

· Swims to Smuttynose are prohibited by the Rye, NH Harbor Master and the Star Island Corporation’s insurance policy.

Intoxicants and Illegal Drugs

All staff members are expected to comply with our Fire Watch Policy which was developed jointly by Pelicans and Management; a copy of which is attached. 

The possession or use of illegal drugs is grounds for immediate dismissal.

Checklists
Things to bring to Star
· Work clothes

· Flashlight

· Wind-up or battery alarm clock

· Three blankets, sleeping bag or a heavy quilt with name tags sewn on – essential, it can get cold

· Pillow (for those who want more than one)

· Sneakers – 2 pair

· Foul weather gear and rubber boots

· Sportswear – for baseball, volleyball, tennis, etc.

· Halloween costume, dress-up clothes and a nice outfit for the Pelican Banquet - Pels celebrate many of the yearly holidays on island over the course of the summer such as Christmas, New Years, Halloween, and Valentines Day. Please bring appropriate clothing

· Sports gear – baseball glove, tennis racquet, etc.

· General clothing and personal toiletries; bring enough personal clothing to last up to two and a half weeks.

· Towels – 3 sets with name tags sewn on.

· Sheet music and instruments for weekly Pel (variety) shows.

· Please pack accordingly, using the following tips:

· Use several small bags instead of one or two large bags. Smaller bags are easier to transport. Remember, other Pels will be lifting and moving your bags.

· Use bags made of sturdy, and if possible, waterproof materials. Do not use garbage bags as they tear easily and could be confused for waste.

· All bags should close securely and be marked clearly with your name.
Things not to bring

These items will be most likely prohibited for Fire Code Reasons.
· Heating Elements

· Curling Iron

· Clothes Iron

· Hair Straightener/Hair Flat Iron

· High Wattage Appliances

· TV

· Desktop Computer

· Refrigerator

Work Clothing Requirements

Remember that as employees of a conference center, you want to appear as professional as possible. Please dress appropriately, given your position.

Conference Services and Bellhops Crew 

Professional looking dress pants, skirts or dresses, and shoes that are safe to run in should be worn while on duty. Bring clothes that look professional but do not inhibit your ability to move conference services equipment, clean, and respond to emergencies. Rainwear is essential, including boots.

Dish Crew

Shoes should be sturdy leather or similar material with closed toe and heal and be oil resistant/ non-slip. The Dish Staff is expected to wear short-sleeved or full-length shirts and pants.

Housekeepers (Chamber Crew)

Dress pants (i.e. khakis), shorts or skirts, and solid color polo shirts or tee-shirts are worn on duty. Extra pairs of shoes or sneakers are needed. Long hair must be tied back while on duty. Rainwear is essential, including boots.

Kitchen Crew

The Kitchen Staff is expected to wear long pants, white t-shirts sturdy leather or similar material with closed toe and heal and be oil resistant/ non-slip., and a hat or scarf on their head. The purpose of this uniform is to keep employees safe from burns and as cool and comfortable as possible, while staying neat and tidy. While any long pants are acceptable, kitchen staff are strongly encouraged to buy 2 or 3 pairs of chef’s pants. These pants are grease resistant, so they are easy to wash and protect your legs from burns. They are also cool and comfortable. These pants come in a variety of amusing patterns, all specifically designed to hide stains. Shirts must have sleeves. All kitchen staff should have at least 4 white t-shirts. Any head covering is acceptable, and Star Island has hats available if needed.

Maintenance, Paint, Carpentry, Truck Crew

Five sets of work clothing and work gloves are necessary. Short-sleeved shirts for hot days and sweatshirts and jackets for cooler weather are recommended. Complete foul-weather gear, rubber boots and heavy-duty work shoes with steel toes are strongly recommended. Truck Crew members are required to bring steel toed boots.

Rounders

As the nature of the Rounder’s job is to fill in on other crews as needed, all Rounders should bring at least 2 sets of clothing appropriate to wear while working with each of the other Crews on island.

Snack Bar Attendants

For the Snack Bar, khaki pants and white polo shirts with collars are worn while on duty – employees should bring at least three sets. Tunics are required and will be supplied.

Waitrae 

Wait staff are expected to wear black pants or skirts with white shirts, with a green waist-apron and neat, non-slip on shoes without heels. The purpose of this uniform is to identify the wait staff as employees and distinguish them from the guests, while providing a neat and tidy appearance. Skirts should be no shorter than mid-thigh length and both pants and skirts should not be made of jean material. Shirts should be collared, buttoned with long or short sleeves, but not sleeveless. Such shirts can be purchased inexpensively at any discount store in the men’s shirt section. The ideal shirt is a men’s short sleeve dress shirt, which is inexpensive and cool. Aprons will be provided by Star Island. Please bring at least 3 shirts and 2 pairs of pants so you will always have clean clothes for work. Shoes should be sturdy leather or similar material with closed toe and heal and be oil resistant/ non-slip. 

-All clothing will be washed and dried by the island laundry as long as the water supply permits. Ironing must be done by the owner. BRING AN ADEQUATE SUPPLY OF CLOTHING AND MARK EVERYTHING WITH YOUR NAME. Rainwear is essential, including boots.

*Food Safety and Sanitation are the most important areas that we can focus on to ensure a happy and healthy season for each other and our guests. As a result there are very specific standards for personal grooming and hygiene that must be followed. Hair must be contstrained by a hat or head wrap while in any food service area. Facial hair should be short and controlled or a protective device must be worn. Jewelry and watches on the hands and wrist are not allowed during food prep or dishwashing (a single plain band is acceptable). 
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