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This handbooks intendedo provideyou, a new postdoc, with inforration about the 8P
program and other topics of interest that should be useful to you before you arrive.hi§
handbook is intended to be an overview, and you will bereferredin many casego otherwebsites
that can provide ore detail on the topic at hand.

General Information about ASP and NCAR

NCAR and UCAR

TheNationalCenterfor Atmosphert ResearcfNCAR) is conmposedof 5 Laboratoriessone of
which have multiple divisions. For more information abotithe organization dNCAR, please
see http://www.ncar.ucar.edu/

UCAR, which stands for the University Corpaiat for AtmosphericResearchis the managing
organizatiorfor NCAR. Techntally, if you are paid, you will be a UCAR @hoyee, even
thoughyou areworking at NCAR.

ThedistinctionbetweerNCAR andUCAR canbe challengingio understandttimes.
Technically, NCAR and UCAR are separate esditihat could operatedependently. UCAR
manages NCAR and as such provides many servicessuchasHuman ResourcesPayroll,
Financial Manageent, Accounting, etc. UCARIso has prograsthat conduct research and
produce scientific data and productor more information, please see http://www.ucar.edu/

The Advanced Study Program (ASP)

If you have been selected as an ASP fellpour appointrent at NCAR will be throgh ASP,
butyouwill beworking with scientigs in oneor more of the scidific divisions a prograns.
You will be located in the division or program that matches your research interests, not with
other ASP postdocs. That division will be referred to as the host division in this document.

Because of its large postdoc progranibecause postdocs are locatedtighout the
organization, the ASP sponsorgiaties thatareopento all postdocsin the organization.ASP
supportsa GraduateStudentPostdod-ellowsAssocationaswell asthe Early Career Scientists
Assenbly. In addition to postdocs, 3P supporta handfulof graduatestudents and senior
research associates. ASP also supportsiameh two-week sumar colloquium, a sabbatical
exchange prograrmalled the Faculty Fellowshigrogram, and a Graduate Visitor Program.

NCAR/UCAR Campuses

NCAR currentlyhas4 campuses:
' TheMesalab (ML)


http://www.ncar.ucar.edu/
http://www.ucar.edu/

Located in $uth Boulder. Houses thed#anced Study Program (ASP), the Climate and
Global Dynanics Division (CGD), and th€omputational & Information Systems
Laboratory(CISL). Also has a library.

I The Foothills Lab (FL)
Located in Northeast Boulder. Houses the Atmospheric Chemstry Division (ACD), the
Mesoscale & Microscale Meteorology Division (MMM), The Institute for
Multidisciplinary Earth Studies (TIMES), the Research Applications Library (RAL), the
EarthObservingLaboratory(EOL), andseveal UCAR Prograns. Also hasalibrary.

I TheCenterGreenCanpus(CG)
This canpus is located about 5inutes away from the Foothills Lab Campus and is
connected by a bike path. Houses the Hilillude Observatory(HAO) andmany of the
UCAR admnistrative offices such as lrhan Re®urces. Also has a library.

I Research miation Facility
Thisfacility is locatedatthe JeffersorCounty Airport andis partof EOL. Thisis the
location of NCAROs aircraft.

The three main campuses are ML, FL, and CG.

Moving to Boulder

General

Travel to Boulder

ASP FellowsASP will pay up to $200 for domestic fellowand their farties to travel to
Boulder. Up to $2500 will berpvided to international fellowand their fariies to cone to
Boulder and to return hagrat the end of twgears. The maximum shipping alowance alowed
is $750 for both domestic and foreign fellows. Domestic fellows may be reimbursed for either
airfareto Boulder,or if theychooseo drive, may be reimbursed at the current mileage rate for
one-way mileage from their current home to Boulder. For those flying, please work with
Kathleen Barneyléeney@ucar.edu) to purchaseyour ticketto Denver International Airport
(DIA). Your travel nust be ticketed on a U.8arrier in order to fly with the mndatory Fly
America Act.

Other NCAR Fellows Relocationexpenseshouldbe negotateddirectly with your sponsoior
with her/hisdesignaten your hostdivision.

Housing

UCAR has a housing office in Haam Resources #t will help you loca¢ appropriate housing
for just a short tirg, or for the length of yowstay. Please visit the housing office webpage at
http://www.fin.ucar.edu/housingé find out infornation on rerdlsin the Boulder area. The
housing office is extreely good atiinding suitake housingfor postdocsandhasaccesgo

many properties that are only available to them It is HHGHLY RECOMMENDED that you

work through the housing office to find a place to live.

In addition to the housing office, sempogdocs have recommended Housing Helpers:
http://www.housinghelpers.cdmAnother source rght be the classified section of the local
Boulder Newspaper, The Boulder Daily Camera: http://www.dailycamera.com/.
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More helpful websites include:

BCN Housinghttp://bcn.boulder.co.us/housing

Boulder Corporate Rentalstp://www.bouldercorporate.com

Cort Furnitue http://www.cortl.contfor furniture rentals)

HSH Boulder http://www.hshboulder.com

Remington Poshttp://www.remingtonpost.com

Boulder Tenant Guidkttp://www.colorado.edu/OCSS/resources/downloads.htm

Y ou will be required to provide a security deposit on any type of property that you rent. ovk
with the landlord or management company to deternine who your water,gas,andelectric
serviceprovidersare. Also,find outhowtrash and recycling reoval are handled at the

property.

Transportation

Many peoplefind thatthey canget around just fine in Boulder without a car. UCAR has itOs
own shuttle system that runs between the main campuses and picks up at other convenient
locationsaroundBoulder. In addition,thereare many bicycle paths and buses, and as a UCAR
enployee, you are entitled to a free bus pass. nere information about the bus system, please
see http://www.rtd-denver.coimn

Some bikes are available for loan through the UCAR Oblue bikeO program.
http://www.ucar.edugp/tap.htri#bluebike.

Shoppi ng

Boulderhasmany largegrocerystoresandnaturad food grocerystores. Thetwo largegrocery
storechainsareKing SoopersandSafeway. If you prefer a natl foodsgrocerystore,you may
wish to shop at Vitam Cottage or Whole Foods.

For householasuppliesclothing,andevenfood, you may find the storeTargetto havemostof
what you are looking for. Another possibilityr father odd items is McGuckins Hardware Store.

The cost of living in Boulder tends to be altigherthanthe nationalaverage.You may find
sone great used bargains on craigslist, locatddtat//denver.craigdist.org/.

If you need to look up a phone nber, tryhttp://www.dexknows.com

Information Specific to International Employees/Visitors

It is HIGHLY recomnended that you go to the W international Visitor & Scholar Services
page at http://www.fin.ucar.edu/hrfbreignvisitorg. Much of the information below is
summarized from that page.
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Visas

Acquiring a visa to work in the U.S. can seiimestakeaslong as3 months,soit is importantto
begin working on this cess as sooas possile. UCAR employs &isa specialist who will
help you through this process. Please go to
http://www.fin.ucar.edu/hr/foreignvisitors/visatypes.htmlearn more.

It isimportant for you to understand the different types of visas and deteime which typeis best
for you. It can also be difficult to get coctenformation. One pdsloc reported getting
misinformation fromthe US Enbasy in his country, so try to back up anything you hear by
obtaining official written documenttion.

Social Security Card

Getting your social security card is probably ohéhe highest prioritieonceyou gethere. All
foreign visitors and scholars who will be on UCAPayroll must have a social security number.
A socialsecuritycardcanbeappied for at any le@al Social 8curity office. The Social Security
office in Boulderis locatedat 4949PearlEastCircle, Suite 101, BouldeCO 80301. You must
apply in person, but only after you haweehin the countryfor two weeks.

A visiting scholar must have a social security number to get on the payroll. However, sometimes
your card nay not be received before your hire ddtethatcase pleasepresent the receipt from
the Social Security office to the Human Resouces office to prevent any delaysin receiving a
paycheck. Additional information and Social Security offi ce locations can be found at:
http://www.ssa.gov/pubs/10002.Htm

Y ou will need to bring the following to the Social Security office:

I Your DS-2019 fom,

I Your offer letter,

I Your I-94 card,

I Social Secrity Form SS-5, available heréttp://www.ssa.g@/online/ss-5.pdf

I At leasttwo docunentsthatestablishyour identity andage. Oneof thosedocurnents
must be your passport.

PLEASENOTE: Your SocialSecurity nunier may be requested and used bgny agencies,
specifically, financial agencies. Be cautiousin giving your numberout.

Onceyoureceiveyour socialsecuity number, please give thatimber to Human Resources by
phone.

For additional information, please sd¢CAR's web page on Social Security nogns for foreign
visitors at http://www.fn.ucar.edu/tiforeignvisitors/ssn.htin

DriverOsLicense

Driving: The ColoradodriverOsiandbookcanbe obtained from the NCAR library. You are
allowed to drive using an international licefise6 nonths, but after @t you need to take a
driving test. There is only one place to get driving lessons in Boulder: the Colorado Driving
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Institute, 2850 Iris Avenue,dilder. The Boulder Deparent of Motor Vehicle (DMV) is
located at 2850 Iris Avenue, tel: (303) 43@06. For moreinformationaboutobtaininga
driverOdicense, please go to http://www.revenue.state.co.us/mv_dir/home.aSgveral postdocs
havenotedthatcarinsurancds muchcheapeif you havea ColoradoDriverOs License rather
than an international license.

Bank Accounts

Many banksrequireyou to havesone credithistory in the US before you open an account with
them However, it is easy for non-US visitors tpenanaccountat the Elevations Federal Credit
Union. The nain branch is located at $t. andlris, or thereis a smaller branch located in the
TableMesashoppingcenter(TableMesaandBroadway).

Y ou will probably need to get your social security number before you will be able to open a bank
account.

You may cash UCAR checks ahg Chasebankbranchin Boulderevenif you do nothavean
account. You will be required to present identification.

Tax Treaties

Many countries have a tax treaty with the USisTheans that you do not pay tax for two years.
(Notethatif youarein theUS longerthantwo years thetax treatydoesnot apply). However,it
isvital that you fill out the appropriate tax forsin April to avoid alarge fine.

For more information, please go to www.irs.govand look for IRS publication 519).S. Tax
Guide for Aliensor goto http://www.irs.gov/pub/irs-pdf/p519.pdd get the publication directly
as a PDF docuent.

Change of Address

If you arehereon avisaandyou change your address, you musinptetean AR-11 form. You
may find the fom here: http://www.uss.gov/graphics/formsfee/fosfar-11.htm

International News

For international news, KUNC 91.5 (and $e#://www.kunc.org/coverage.htmbroadcasts
National Public Radio news on the hour with summaries on the half-hour each morning while
the television station PBS breastBBC World Servicenews.

Working at NCAR/UCAR
UCAR Policies

Orientation

All employees at UCAR are required to attenekiotation. At oriertation,you will learnabout
the retirement plan, the various healthinsuranceplans,andaboutmany of the other benefits and


http://www.revenue.state.co.us/mv_dir/home.asp
http://www.irs.gov/
http://www.irs.gov/pub/irs-pdf/p519.pdf
https://web2.acd.ucar.edu/horde/services/go.php?url=http%3A%2F%2Fwww.kunc.org%2Fcoverage.html

opportunitiesavailableto you asanenployee. Orientationoccurseveryother Monday. Find out
more a http://www.fin.ucar.edu/hr/orient.htim

Travel

ASP FellowsYou receive a travel budget of $2000/yeHirfunding pernits, youwill alsobe
given the opportunity to write a proposal to ASP for additional travel funds. The call for
proposaldor additionaltravelfundswill occur once or twice every fiscal year.

Before you will be reimbursed for your travel ard upon return, you ost provide one of the

following three items:

I a pdf file of the presentatidhatyou madewhile ontravel

I a pdf file of the poster that you presented while on travel

I adetailed trip report, outlining the purposeof your trip andits impacton your research
and/or professional develogmt (ALL acronymsieedto be definedin this report).

Other NCAR Fellows You shouldnegotiateyour travel opportunities dactly with your sponsor
or with her/his designatin your host division.

All Fellows You areeligible for travel and visitor funds the Early CareeBcientistsAssenily
(ECSA) budget. The ECSA announces calldri@avel/visitorapplicaions2-3 times/year.

All Travelmustbe pre-approvedbeforeyou go, and travel must be onld.S. Carrierunlessnone
isavailable.

Manuscri pts

Before you submit a manuscript to ajournal based on the work that you have done 8AR,
you musthavethe manuscriptreviewedby atleast two NCAR colleagues, whose comments
should be addressed before the manuscript is submitted. Y ou should also inquire about and
confom to any requirements establish®y your hostdivision or program. ASP fellows must
follow theseguidelinesvhensubmittingASP¥elated work even after you have left ASP.

You mustacknowledgeNCAR on anyof your NCAR publications. Please put your naand
affiliation (NCAR) at the top, and put a* next to NCAR. In thefootnotepleasdanclude* The
National Center for Anospheric Research ssipportedoy the National Sciencd~oundation
That statement can bein smaller print, but it nust be there.

Timecar ds

Employees are required to compl ete timecards every two weeks. Your first timecard will be a
paper timecard, but any timecards after that will be done electronically. In order to submit your
timecard electronically, you will need what is called a UCAS password. Please work with your
host division to get that password. Y ou may complete your timecard at any time during the pay
period; you do not need to wait until the end. If you are going to be away, please make sure that
you haveelectronc accesgo thetimecardsygem,or arran@ to have AP staff fill in your hours
for you.
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Y ou will receive a paycheck every two weeks. Generaly, paychecks a deposited directly into
your bankaccount. To seethe payroll schedulealongwith alist of all the UCAR holidays,
pleasego to http://www.fin.ucar.edu/b_f/payrollsched.htm

Employ ee Identific ation Numbers

All employees are assigned an employee identification number (ID #). You may useyour
employee ID # to charge persona phone calls and shipping.Any charges will b deducted
directly from your paycheck.

Shipping/Mailing

Anything that you are mailing for businessishhae an account key on it. Pleaseriwwith
ASP staff oryour host division, aappropriate,to deternine whatthat number should be. As a
UCAR amployee, you can take advantage oftheaper negotiated sipipg ratesthat UCAR
enjoysfor your personapackages.Simply put your employee ID # on the package and the
charges will come from your paycheck. Please note that the Shipping department may charge a
small fee for this service on top of the shipping costs.
http://www.fin.ucar.edu/ss/logistics/index.htin

Benefits

You will learn alot more about your benefits at orientation,or you cango to
http://www.fin.ucar.edu/hr/benefits/gtbenes.htnou will be entitled to 20 paid days off per
year in addition to holidays. That isrfbothsick leave and vacation leave and it called Paid
Time Off (PTO). Also, participation in the UCAR retirermrent plan is nandatory. Every pay
period, 5% of your salary will be deducted automatically from your paycheck for retirement;
UCAR matchesthatby contributng 10% of your salaryperpay period to theplan. The5%is
deducted from your pay before taxes.

Resources at NCAR/UCAR

General Computing

Y ou will be provided with the computing equipmentyou needto performyour research.
Generally, your logins and computer support for all fellows (ASP included) will come from your
host division. Personal laptops must be approved for use before they ag be connected to
NCAR networks.

Supercomputing and General Accounting Units (GAUS)

ASP FellowsASP haslimited GAUs availableto pogdocsin order to supplement those
provided by your host division for NCAR supergmumer use.

Other NCAR Fellows Accessto NCAR supercomputers should be negotiated directly with your
sponsoor with her/hisdesignatein your hostdivision.

All Fellows For more information about GAUs and NCAR supercorputers pleasereviewthe
materials including the links at http://www.asp.ucar.edu/gau.jsp.
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Library Services

Each of the main campuses of NCAR has alibrary. Thelibrary staff arevery helpfuland
provide many services, including online journalkibrary staff arealsoavailalde to come to
your office andprovideindividual instruction. For more information about the library please see
http://www.ucar.edu/libraries.

NCAR Fellows Association

TheNCAR FellowsAssociatiorwasstartedn 2006 to provide a sans by which all postdocs
and graduate students in the argation could meet, socialize, and support one another. This
grouphasanemil list, andyou may signup here
http://mailman.acd.ucar.edu/mailman/listinfo/grad-postdoc-assn. ASP postdocsareautonatically
subscribed.

NCAR Cafeteria

Each of the rain campuses of NCAR (ML, FL, Clhas a cafeteria that is open for breakfast and
lunch daily. Employees receive a 10%discountoff publishedpricesanda 15%discountf an
enployeebadgeis usedto pay. Any charge to your employeebadgecomeout of your

paycheck.

Child Care

UCAR sponsors child carecenterwhich givesa discountandpriority to UCAR employees.
For more information, please see http://www.cclc.com/corp_fam/ucar/reg.html.

ASP Activities for NCAR Fellows

Please note that dmost al of ASP@ activities are open to any postdoc or graduatestudentn the
organization These activities will @announcedia the postdoc association mailing list.

Seminar Series

During the academic year (September BJune), ASP invites speakers of the postdocsO choosing to
give presentationsntheir reseach. The seminars are presented at alevel appropriate for the
non-specialist. Immediately following the semmar,anyinterestegostdocgoin the speakefor

lunch in the NCAR cafeteria. 3-4 postdocserveon acommittee that selects and hosts the

seminar speaker.

Phil Thompson Lecture Series

Everyyear,postdocsareaskedo providenanes of distinguishedscientistdo betheinvited
speakenf the Phil ThompsonLectureSeries. Fromthelist of possiblepresenterspneor two
are selected to come and serve as the distinguishedspeakef theseries. The seriesgenerally
lastsfor 2-3 daysandincludesa.) senminarsgiven by the speakerp.) discussiorforums with the
postdocs and c.) individual one-on-oneetings. Similar to the seminar committee, thereisa
committee that manages the selection of the speaker and hosts the NCAR visit.
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Research Reviews

ASP Research Reviews are presented every otbek from Septebrer to June. ASP fellows
are expected to present one Research Review each year. The purpose®f theseresearchieviews
are

a.) to survey areas of NCAR research,

b.) to fosterscientificcommunication and discussion angthe postdoctorafellows,

c.) to help develop otual understanding dhe research projects being conducted in

ASP, and

d.) to provideadviceanddevelopnew collaborations where appropriate.
These reviews give fellows opportunities to dssthe research strategothersarefollowing
and to consider how theyight apply to their ow projects.

The ResearchiReviewsarenotintendedio be mini-seminars, and should not emphasize results.
Instead, they should focus on motivation and strategyandon the broadsignificanceof the
researclendeavorTheymay describeesearclturrently underway or plans for new projects. A
good drategy is to emphasize whythe research is being conducted.

Monthly Socials

The ASP offi ce plans monthly socials for dl the postdocsandgraduatestudentsat NCAR. Often
times, these socials will have an educational or careerdevelopnentsegmenfollowed by
socializing. Other times, the purpose will be purely social. ASPpostdocsareexpectedo attend
the socials whenever possible.

Community Service

ASP Postdocsareexpectedo participatein same form of communityserviceduringtheir two
year term. For many postdocs, this means serving on the Research RevispSenmar Series, or
Phil Thompson L ecture Series committees. Others preferto engagen EducationandOutreach
activities. The possibilities are fairly broad, but the expectations tha you will beanengaged
member of the ASP community.

Any NCAR postdoovho wantsto beinvolvedin aneducaion andoutreachactivity is
encouragedo contactthe ASP office to leam aboutthe rangeof oppotunities available at
NCAR and UCAR. Thee include the serrannualGirl Scouts at NCAR day that is led by
female fellows. In addition, the ASP has put ttger sciencekits containingexperinentsthat
postdocs can take into the classroom.

What to do before you arrive

All Fellows Work with your hostdivision to identify when and where you should go on your
first day. Sometimes your first day will be orientation.

Work with your host division to ensure thatu havea conputerlogin anda UCAS password
before you arrive.

Review the New Employee Assistance page at http://www.fin.ucar.edu/hr/neweptoyee/

ASP FellowsWork with Paula Fisher in ASP if ycave questions about computer equipment
or special needs.
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What to do once you get here

All Fellows
1. Withinthefirst 72 hours, you must present docunentationto Human Reurcesthat
provesthatyou may legally work in the United States. This is called the |19 for Please
go tohttp://www.uscis.gov/grapbs/fornsfee/forns/i-9.htmfor more information.

2. Checkin with your hostdivision.
3. Get an Access Cad and key from your host division.
ASP Fellows

4. Checkin with ASPatthe Mesalab Canpus. Pease work with Kathleen Barney
(leeney@ucar.edu) to set up atime to meet with the ASP Director,MauraHagan.

5. Take somtime to review the ASP policies and procedures manual
http://www.asp.ucar.edu/policies.jsp

Please feel free to contact any of the ASP staff at anytime with questions:
Paula Fisherpaulad@ucar.edi803-497-1328
Kathleen Barneyleeney@ucar.ediB03-497-1434
Scott Briggs: sbriggs@ucar.edi803-497-1607
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