Northeast Coastal and Barrier Network 

Protocol Development Guidelines 

(Draft, January 2004)

The Two Main Parts of a Protocol include:

1. The Protocol Narrative 

The narrative should include an overview of the following:

Background and Objectives

· Issue being Addressed and Rationale for Monitoring 

· Historical Development of the monitoring protocol 

· Measurable Objectives

· How will the protocol help meet programmatic goals?

Sampling Design

· Rationale for Selecting this Sampling Design Over Others

· Site Selection

· What is being monitored 

· Sampling Frequency and Replication

Field Methods

· Field Season Preparations, Field Schedule and Equipment Setup

· Sampling Methods and how they are conducted and data collected

Data Management 

· Overview of Database Design

· Data Entry, Verification and Editing

· Metadata Procedures

· Data Archival Procedures

Analysis and Reporting  

· Overview of Routine Data Summaries and Analyses to Detect Change

· Report Format with Examples of Summary Tables and Figures

· Methods for Long-term Trend Analysis (e.g., every 5 or 10 years)

 Personnel Requirements and Training

· Roles and Responsibilities

· Qualifications and Training

Operational Requirements

· Annual Workload and Field Schedule

· Facility and Equipment needs

· Startup Costs and Budget Considerations

Version Control Procedures

· Procedures for Making Changes to and Archiving Previous Versions of the Protocol

2. Standard Operating Procedures (SOP’s)

a. Best written as step by step instructions for conducting the fieldwork, data entry, protocol/SOP revisions, equipment maintenance, etc...

b. Some SOP’s, or parts of SOP’s should be standard across Protocols: Data Management, Reports and Protocol/SOP revision procedure.

The following is an example of what the SOP’s might include. The numbers and subject order is up to the cooperator, but we should consider maintaining numbers across protocol’s for standardized SOP’s, such as version control history and things like using a GPS, and other data management and reporting requirements.

SOP Examples:

SOP 1—Site Selection and Location and Permanent Establishment of Sampling Stations.
· A step-by-step description on how to select study sites.

· A step-by-step description on how locate sampling stations.

· A step-by-step description on how to permanently established sampling stations. This should include all information that would allow relocation of any sampling station at any time in the future. Things that might be included in this section could be maps of all the study areas showing the delineation of study areas and sampling station locations. Field forms used when establishing permanent stations that would include coordinate information, etc…

· Coordinates for all Network sampling stations should be provided as an Appendix.

SOP 2—Field Crew Training Procedures
· Who will do the training?

· What materials are needed?

· Qualifications necessary for field crew staffing.

SOP 3—Field Season Preparation (Scheduling and Equipment Preparation)

· Staffing requirements and sampling schedule.

· Organization of supplies and equipment. Including checklist of materials needed. List of manuals to be used by the field crew.  

SOP 4—Using a GPS  ( Network/CACO staff can assist in writing this SOP, it should be incorporated into all protocols)

SOP 5—Sampling Procedures

· There should be separate SOP’s for each sampling method used.
SOP 6--Data Management (Network/CACO staff will assist in writing this SOP)

SOP 7--Data Analysis

· Description of the annual data summaries.

· Step-by-step description of how data analysis procedures are conducted within the monitoring database if any. (Network/CACO staff will assist with writing this procedure)

· Description of analysis procedures conducted outside of monitoring database in other software packages.

SOP 8—Reporting and Review

· Description of report content and specific formatting procedures. 

· Provide outline of report specifications. Describe formatting for tables and figures, citations, etc…

· Describe review procedure and distribution. (This will be standardized across protocols and will be written by Network/CACO staff and cooperators).

SOP 9—Completion of Field Season: Procedures and Equipment Storage 

· Procedure for inventorying equipment. 

· Repair, cleaning and storage of equipment.

· Proper handling of field sheets and storage.

SOP 10—Revising the Protocol or SOP

· Concise explanatory documentation of all changes made to a Protocol or SOP.

· Major edits will require outside review. (National I&M Program Staff)

· Minor SOP changes and edits will be reviewed by Regional, Network and prototype I&M Program staff.

NOTE: Suggested Version number tracking for Protocols and SOPs. (Definition of major revision needs to be defined for both a protocol and SOP. 

PROTOCOL VERSION TRACKING: The Protocol Version Number will change only following large structural changes to the overall protocol. Protocol Version Numbers will progress in whole numbers only (i.e. 1.0, 2.0, 3.0, etc…). The following are examples of when a Protocol version number may change:

· Additional reports are added.

· An SOP undergoes a major revision.

· More parameters have been added.

· Procedures dramatically change.

SOP VERSION TRACKING:

The SOP version number will change following any major or minor revision. Major revisions will be designated by whole numbers (e.g., version 2.0, 3.0, 4.0 …). Minor revisions will increase incrementally by hundredths (e.g. version 1.01, version 1.02, …etc).  
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