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INTRODUCTION 
This Employee Handbook has been prepared to inform you about the Museum of Northern 
Arizona workplace goals and guidelines, the benefits provided to you as a valued employee, and 
the conduct that is expected from you. 

These goals and guidelines should not be construed as creating a contract of employment 
between the Museum of Northern Arizona and any of its employees. The Museum of Northern 
Arizona retains the right to modify or withdraw these guidelines at any time, at the Museum’s 
sole discretion, with or without prior notice to the Museum’s employees. The most current 
version of the Employee Handbook will be found in the Human Resource Manager’s office at 
the Museum. 

 

Our Culture 
The Museum of Northern Arizona culture includes our history, mission, and core values. All of 
us at the Museum of Northern Arizona must be focused on the Museum’s mission, goals, and 
values as we continue working together to make the Museum a world-class cultural, science and 
heritage studies, and art organization of the Colorado Plateau. 

 

Our History 
The Museum of Northern Arizona (MNA) was co-founded in 1928 by Dr. Harold Colton, a 
zoologist and archaeologist, and professional artist Mary-Russell Ferrell Colton and community 
members as a regional repository for and protector of Native American artifacts and natural 
history specimens from the Colorado Plateau and as a center for art and cultural advancement. 
The Museum today is a 501(c) (3) research, collection and educational institution that interpret 
the art, biology, geology, ecology and prehistoric and living Native American cultures of the 
Colorado Plateau. Located three miles from downtown Flagstaff and an hour’s drive from the 
Grand Canyon, MNA is a reflection of the audiences it serves, the community in which it is 
located and the unique region it interprets — the Colorado Plateau. This biologically and 
culturally diverse region encompasses major portions of Utah, Colorado, New Mexico, and 
Arizona and includes over 130,000 square miles of high plateaus and mountains, deep canyon 
systems, rivers, volcanic cinder fields, and windswept high deserts. 

MNA is committed to the creation of a welcoming context for stimulating audiences to reach a 
fuller understanding of the natural and cultural history of the Colorado Plateau, to providing an 
arena for a balanced discussion of regional issues, and to enhancing the learning process through 
presentation of engaging and thought-provoking exhibits, programs, and services. More than 
60,000 persons of all ages, including many schoolchildren and national and international tourists, 
visit the Museum each year. The Museum’s campus contains a sizeable exhibit building, a gift 
store and bookstore, and a large complex of buildings devoted to research and education. The 
exhibit building is currently open 362 days a year from 9:00AM to 5:00PM for public visitation 
and frequently during evenings for lectures, exhibit openings and special events. In addition, the 
Museum maintains a non-circulating library, which is open daily by appointment. 
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The Museum of Northern Arizona is one of the most important regional museums in the US. It 
holds outstanding collections in archaeology (250,000 cataloged artifacts and 9,000 cubic feet of 
bulk material); ethnology (14,000 items); geology and paleontology (25,000 specimens); biology 
(35,000 vertebrate specimens, 32,000 plant specimens and over 200,000 invertebrates) and art 
(3,200 pieces documenting the 20th  and 21st  century fine arts among native Americans as well 
as regional work from non-native artists dating from the 1860s); some 500 items of memorabilia 
and a library containing significant original source material and photo archives (86,000 volumes 
and separates, 150,000 images, and 3,500 linear feet of archival material). 

The Museum was a leading pioneer of research in natural and cultural history on the Colorado 
Plateau in all of the collections areas described above and in linguistics, dendrochronology, 
ethnomusicology, meteorology, and paleomagnetism. MNA pioneered contract science in the 
Plateau during the 1950’s and ‘60’s and ‘70’s and its more than seven decades of fieldwork 
includes the longest continuous archaeological survey in the U.S.; pioneering ecological studies 
of the Grand Canyon; and major archaeological, biological, and paleontological discoveries. The 
Museum has had an equally long history of working with Native American people, particularly 
Hopi and Navajo, and in its early years did much to stimulate initial public interest in Native 
American arts. 

MNA is a member organization with 3,600 members, including members in other regions of the 
U.S. and foreign countries. Its publication history includes numerous scientific books, and the 
Bulletin, an occasional series of technically scientific papers arising from MNA research. The 
Museum also produces two publications for its member audience: a newsletter, “MNA Notes,” 
and Plateau, a twice-yearly magazine that additionally is distributed to national parks and 
monuments in the four states of the Colorado Plateau region. 

MNA’s land base currently consists of 200 acres. Ecological zones include oak and ponderosa 
pine woodlands, grassy meadows and the Rio de Flag riparian canyon. Other features include 
Coyote Spring, a regionally rare natural spring; prehistoric Pueblo archaeological sites; a colony 
of prairie dogs, which are a declining species in this region; and a magnificent view of the San 
Francisco Peaks, Arizona’s highest mountain. The campus includes 38 buildings, several of 
which are on the National Registry of Historic Places. These include the 1886 McMillan 
Homestead, Flagstaff s oldest residence, and the unique Spanish Colonial Revival style buildings 
including the Colton House (1929), the home of MNA’s founders, and the MNA exhibits 
building (1936). The campus also houses a charter school for grades 9-12 (currently 160 
students) for which MNA provides resources for hands-on learning and school-to-work 
opportunities. Currently under construction is the Easton Collection Center which is scheduled to 
open in 2009. 

The Museum’s seven exhibit galleries feature award-winning long-term exhibits that summarize 
regional natural history and anthropology for visitors to the area and new residents, along with 
frequently changing temporary exhibits that introduce diverse topics and integrated themes. In 
addition, MNA offers numerous educational programs each year through its children’s Discovery 
and adult Ventures programs, and through its traditional summer shows: the Zuni Festival, the 
Hopi Festival of Arts and Culture, the Navajo Festival of Arts and Culture, and the more recently 
established Celebraciones de la Gente festival, which attract both visiting and local audiences. 
Regional cultural group members advise MNA on these events. These, and all other public 
programs, alongside MNA’s research, take place in an environment of active scholarship, and 
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continue to add substantially to the advancement of knowledge about the Colorado Plateau — in 
service to the Museum’s mission. 

 

Vision, Mission and Goals 
The Museum of Northern Arizona inspires people to love the land and the natural and native 
plants; to conserve native plant habitats; to restore native plant communities; and to integrate 
native plants into planned landscapes. This vision is based on the need to respect the natural 
heritage of each region and place, and to demonstrate good environmental ethics. 

The mission of the Museum of Northern Arizona is to inspire a sense of love and responsibility 
for the beauty and diversity of the Colorado Plateau through collecting, studying, interpreting, 
and preserving the region‘s natural and cultural heritage. To make our vision and mission a 
reality, operational goals are established each year for our collections, exhibits, research, 
educational programs, national outreach, and management effectiveness. 

The Museum also reaffirms the core tenets of the mission established by its founders: 

• Research — “to increase knowledge of science and art” 

• Collections — “to collect and preserve objects of art and scientific interest” 

• Education — “to diffuse knowledge and appreciation of science and art” 

• Conservation — “to preserve and protect the region’s historic and prehistoric sites, 
works of art, scenic places, and wildlife from needless destruction” 

• Place — “to maintain a museum in the city of Flagstaff” 

With the support of Museum volunteers, docents, members, visitors, donors and special friends, 
these goals will be accomplished. 

A volunteer Board of Directors governs the Museum and is responsible for setting policies, 
defining long-term goals, and raising funds for the institution. The Director leads internal 
operations with support from the managers of each department. 

 

Our Core Values 
The Board of Trustees, management, staff and volunteers of the Museum ascribe to a set of core 
values, which we feel need to be embraced by all of us in performing our jobs. We feel further 
that by following them, they will enable us to achieve our vision, mission, and goals. These core 
values and a short description of each follows: 

• Excellence — in leadership, cooperation, and in use of highest museum standards — 
setting our sights high and following through, fully using our talents and skills, getting 
the job done at a high level, with passion and enthusiasm, striving to become a world 
class organization. 

• Openness — of purpose, governance, and communication - open sharing of information 
up and down and across the organization, dealing directly with each other through clear 
expectations and goals. 
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• Enjoyment - passion for the Museum’s mission, enjoying our work and each other, 
celebrating individual and team achievements. 

• Integrity  — fair and ethical practices, and the respectful treatment of all - honesty, 
authenticity (i.e., connection between beliefs and actions), meeting commitments, actions 
that generate trust. 

• Relevance-- in identifying and responding to new challenges — resourceful problem-
solving, imagination, openness to new ideas, risk-taking, trying new things. 

• Respect — for different viewpoints, diverse cultural values, and the traditions of the 
Museum - showing consideration for each other, listening, being accessible when 
someone needs you, inclusion, respecting and caring for the living and non-living 
collections of the Museum of Northern Arizona. 

• Stability  — of its mission, vision and resources, particularly its collections - helping each 
other be successful, cooperating within and between departments, giving and asking for 
help when needed, caring, appreciating how each person’s work contributes to the 
Museum’s goals. 

 

Environment of Mutual Respect 
The Museum of Northern Arizona values the dignity of all persons in its community and is 
committed to creating a setting characterized by respect for the diversity of all individuals and 
groups. The Museum also aims to provide an atmosphere in which you, as an employee, are 
encouraged to develop to your full potential. 

 

AFFIRMATIVE ACTION 

1. Diversity  
The Museum of Northern Arizona desires to be an essential component of the social fabric of our 
community and to serve as a catalyst for cross-cultural understanding, communication, and 
appreciation. As such, the Museum recognizes that support from the diverse greater Flagstaff 
community is critical to the long-term growth and viability of the Museum as an organization. 

The Museum of Northern Arizona has established and is committed to the following diversity 
goals: 

• To attract and retain Board members that reflects the diversity of our region. 

• To attract and retain a competent workforce that reflects the diversity of our community. 

• To create a work environment that values the diversity of all employees. 

• To recruit, engage and retain a base of volunteers throughout our organization that 
reflects the diversity of our community. 

• To develop and make accessible events and educational opportunities that addresses the 
related needs of our diverse community. 
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2. Equal Employment Opportunity 
It is the intent of the Museum of Northern Arizona to employ people who will contribute to the 
overall growth and success of the Museum and to have an atmosphere in which all employees 
derive the maximum satisfaction from their work. While new employees are selected with care, 
selection is done without regard for the applicant’s race, sex, age, color, religion, creed, national 
original, sexual orientation, disability, or veteran status. All of the employment practices of the 
Museum are governed by our commitment to equal opportunities for everyone in every aspect of 
employment, including but not limited to recruitment, hiring, placement, promotion, transfer, 
training and compensation. 

3. Work Eligibility 
Our policy is to employ persons legally entitled to work in the United States without regard to 
citizenship, ethnic background, or place of national origin. In conformance with the Immigration 
Reform and Control Act of 1986 (IRCA) and the Immigration Reform and Immigration 
Responsibility Act of 1996 (IRIRA), we hire only those who are eligible to work in the United 
States. We have adopted the following policies and procedures to encourage compliance with 
federal regulations and to facilitate our commitment to equal employment opportunity: 

a. Applicants offered jobs must produce satisfactory legal evidence of eligibility to work in the 
United States — such proof will be a condition of employment. 

b. All new employees will be asked to provide actual documents verifying eligibility to work 
legally in the United States and to complete an INS Form I-9 prior to commencing employment 
with the Museum. 

4. Americans with Disabilities Act (ADA)  
The Museum of Northern Arizona welcomes applications from people with disabilities and does 
not discriminate against individuals with disabilities. The Museum complies with the Americans 
with Disabilities Act of 1990 by: 

• Considering all applicants with disabilities for employment using the same criteria as are 
used for the employment of persons without disabilities 

• Considering staff persons with disabilities for promotion using the same criteria that are 
used for the promotion of staff persons without disabilities. 

• Taking steps to make its facilities barrier-free and accessible according to appropriate 
federal and state statues. 

• Making scheduling and other reasonable accommodations to allow individuals with 
disabilities to perform their essential job functions. 

• Educating staff on the legal requirements pertaining to individuals with disabilities. 

• Posting required notices explaining the provisions of ADA. 

An employee with a disability is under no obligation to disclose that condition to the Museum. If 
an employee chooses to discuss the disability, any such conversation will be strictly confidential 
and will not be disclosed to others without the employee’s permission (except as required by 
law).  
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ANTI-HARASSMENT AND ANTI-DISCRIMINATION POLICY 
The Museum of Northern Arizona will not tolerate harassment or discrimination of any 
employee or applicant based upon race, color, religion, national origin, sex, age, sexual 
orientation, disability, veteran’s status or any other protected status. The Museum will not 
tolerate sexual harassment or discrimination by any of its employees, officers, representatives, 
volunteers or suppliers.  

1. Definition of “unlawful discrimination” 
Treating an individual differently in terms or conditions of his or her employment on the basis of 
the individual’s race, color, gender, age, sexual orientation, religion, ethnic or national origin, 
disability, veteran’s status, or any other protected status constitutes unlawful discrimination. 

2. Definition of “sexual harassment” 
Sexual harassment is a form of sex discrimination that is illegal under both federal and state law 
and is strictly prohibited by the Museum. Unwelcome sexual advances, requests for sexual 
favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment 
when: 

• Submission to such advances, requests or conduct is made either explicitly or implicitly a 
term or condition of an individual’s employment, or is used as the basis for employment 
decisions affecting that person; 

• Rejection of such advances, requests or conduct affects a term or condition of an 
individual’s employment, or is used as the basis for employment decisions affecting that 
person; 

• Such conduct has the purpose or effect of unreasonably interfering with an individual’s 
work performance or of creating an intimidating, hostile, or offensive work environment. 

3. Conduct which may constitute unlawful discrimina tion and 
 harassment 
Depending upon the circumstances and how they impact the workplace or work environment, 
examples of unlawful discrimination and harassment could include but are not limited to the 
following types of conduct: 

• Making decisions about a person’s employment, compensation or education based upon 
his or her race, color, gender, age, sexual orientation, religion, ethnic or national origin, 
disability, veterans’ status, or any other protected status; 

• Verbal abuse, offensive innuendo or derogatory words, concerning a person’s race, color, 
gender, age, sexual orientation, religion, ethnic or national origin, disability, veterans’ 
status, or any other protected status; 

• An open display of objects or pictures designed to create a hostile working environment 
based on a person’s race, color, gender, age, sexual orientation, religion, ethnic or 
national origin, disability, veterans’ status, or any other protected status. 
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• Verbal abuse, insults, jokes, comments or innuendo of a sexual nature that include lewd, 
obscene or sexually suggestive displays or remarks; 

• Physical contact, such as touching, hugging, kissing, patting, or pinching, that is 
uninvited and unwanted by the other person; 

• Repeated unwelcome social invitations, sexual flirtations, advances, propositions or 
unwanted requests for sexual favors; 

• Romantic involvement (even if consensual) between supervisors and subordinates that 
impacts the workplace and/or other individuals in areas such as assignments, 
advancements and benefits. 

4. Harassment or Discrimination Reporting 
The purpose of this policy is to provide employees with a convenient, confidential and reliable 
method for reporting incidents of sexual harassment or discrimination. 

Harassment or discrimination can come from anyone associated with the organization, including 
another employee, suppliers, volunteers, or visitors. Any employee or applicant who feels that he 
or she has been subjected to harassment as defined above or has otherwise been discriminated 
against due to his or her race, color, religion, national origin, sex, age, sexual orientation, 
disability, veteran status or any other legally protected status, or who witnesses such harassment 
of or discrimination against another employee must promptly report the incident as follows: 

• Promptly report the incident to the Director or the Human Resources Manager. The 
individual should choose the person with whom he or she is most comfortable in 
discussing the details of the incident or conduct. 

• At any time during the complaint procedure, you may arrange a meeting with the 
Director or the Human Resources Manager to discuss the incident. The report should 
include all facts available regarding the harassment. No one will be penalized for 
reporting such conduct in good faith. All reports of sexual harassment or discrimination 
will be treated seriously and investigated promptly. Every effort will be made to proceed 
in such a way as to maintain confidentiality to the extent practicable under the 
circumstances. 

5. Investigation 
Human Resources will promptly investigate all allegations of harassment and discrimination in a 
fair and expeditious manner. All individuals involved in harassment or discrimination complaints 
will have the opportunity to give a full account of their recollection of the incident(s). Each 
employee is responsible for cooperating in any investigation of alleged sexual harassment or 
unlawful discrimination if requested to do so by the person conducting the investigation. In 
determining whether alleged conduct constitutes harassment or discrimination, Human 
Resources will investigate the totality of the circumstances, the nature of the complaint, and the 
context in which the alleged incidents occurred. 
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6. Determination/Conclusion of Investigation 
The Director will issue a final decision after reviewing the investigation reports and, if necessary, 
making further inquiries and/or contacting legal counsel. If it has been determined that 
inappropriate conduct has occurred, the Director will act promptly to eliminate the offending 
conduct.   

7. Non-Retaliation 
The Museum of Northern Arizona prohibits any form of retaliation against any employee for 
filing a bona fide complaint under this policy or for assisting in a complaint investigation. Any 
acts of retaliation will be handled promptly.  

If the Museum determines that an employee has knowingly provided false information regarding 
the complaint, appropriate action will be taken. 

 

EMPLOYEE ETHICS  
Your ethics, appearance and conduct reflect on the Museum of Northern Arizona’s public image. 
As a Museum of Northern Arizona employee, you are expected to maintain the highest standards 
of integrity and business ethics in your conduct of Museum affairs. The Museum’s policy is to 
prevent unethical conduct and actions that could produce real or apparent conflict between the 
personal interest of the employee and the interests of the Museum. While good judgment is the 
basic requirement in adherence to this policy, the following guidelines are also applicable: 

• You should not use your Museum of Northern Arizona position in any way to gain direct 
or indirect personal advantages from vendors, suppliers, award recipients, donors, and 
others with whom the Museum deals. You should not accept excessive and/or frequent 
entertainment; or any gift of substance from vendors, suppliers, donors, and others with 
whom the Museum deals. All such relationships should be cordial and professional, 
conducted in a manner that will not impair or give the appearance of impairing your 
independent judgment. 

• You must report to your immediate manager any direct or indirect financial interest, 
including any interest as an employee, agent, independent contractor or owner, in any 
business or organization that supplies the Museum with goods or services or deals with 
the Museum as part of its business. 

• As a Museum of Northern Arizona employee, you may have access to highly confidential 
or proprietary information regarding Museum operations. Examples of proprietary 
information include: information on the Museum’s living or non-living collection, 
personal information regarding Board members and employees, budget data, certain 
correspondence, computer data, personnel records, financial information not made public, 
donors’ names, designations, or donations. You must maintain the highest level of 
integrity to assure all such information remains confidential both during your Museum of 
Northern Arizona employment and after leaving Museum of Northern Arizona 
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employment. If you are unsure whether certain information may be released, consult with 
your manager or the Director in advance. 

• You are expected to provide external auditors with any and all information required for 
the performance of the auditors’ responsibilities; thus, concealment of information 
whether financial or operational or allowing misleading information to be provided is 
considered in violation of this policy. 

• The Museum of Northern Arizona forbids the use of Museum of Northern Arizona funds 
or resources for the support of political parties or candidates. No employee is authorized 
to make or approve such a contribution. The Museum is also prohibited from supporting 
a political candidate in any form. If you choose to publicly support a political candidate, 
you must do so in a way that does not involve the Museum, i.e., not using the Museum’s 
name, resources or work time. 

• You must report all property or money found on the premises or grounds of the Museum 
by an employee or volunteer, and which does not belong to the employee or volunteer, to 
the Visitor Services Manager. He/she is responsible for ensuring that all measures are 
taken to safeguard the property or money and the organization while seeking the rightful 
owner. Should all avenues be exhausted to return the property or money to its rightful 
owner, found money will be directed to the Museum and found property will be directed 
to the Goodwill Industries of Northern Arizona for donation to the community. 

• If you are in doubt as to whether a specific activity or absence of an activity may be a 
violation of this policy, you should discuss it with your immediate manager, who will 
seek guidance from the Director if necessary. 

Each employee will also be given a separate document titled “Museum of Northern Arizona 
Code of Ethics” that they will be asked to review, and sign acknowledgement of receipt. 

 

EMPLOYEE CODE OF CONDUCT 
Certain rules and regulations regarding employee behavior are necessary for the efficient 
operation of the organization and for the benefit and protection of the rights and safety of all. 
Conduct that interferes with operations, brings discredit to the Museum organization, or is 
offensive to visitors and/or fellow employees will not be tolerated. 

Examples of inappropriate behavior include, but are not limited to: 

• Mistreatment of fellow employees or visitors, including but not limited to using obscene 
or abusive language. 

• Insubordination (refusing to follow management’s instructions concerning job-related 
matters). 

• Possessing a weapon, concealed or otherwise, on Museum premises. 

• Assaulting a fellow employee, visitor or volunteer. 

• Stealing or misusing Museum property or funds, or another person’s property or funds. 

• Gambling or unlawful conduct on Museum property. 
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• Falsifying any record or report, such as an application for employment, timesheets, 
expense reports, or other Museum of Northern Arizona documents. 

• Breaching confidentiality. 

• Engaging in political activity on the premises or during business hours. 

• Damaging Museum property or another person’s property. 

• Making unauthorized copies of Museum property or documents. 

• Excessive tardiness or absenteeism. 

• Engaging in excessive personal business during business hours. 

• Failing to disclose a potential or actual conflict of interest. 

Incidents involving inappropriate employee conduct will be dealt with appropriately. Nothing 
stated herein is intended to change the employee-at-will status of any employee. 

 

APPEARANCE 
Your contact with the Museum of Northern Arizona’s constituents -- members, donors, 
volunteers, visitors and the general public -- is vital to Museum operations and places a special 
emphasis on your role in projecting a professional image. You are expected to dress in attire 
appropriate for the people whom you meet on the job and for the kind of work that you perform. 
Use good judgment, and if you have any questions about appropriate attire, ask your manager. 

Managers may establish appropriate dress and grooming standards for their employees and are 
responsible for compliance within their work areas. These standards may vary among work 
areas, depending on contact with and visibility to visitors, volunteers, and others. Managers may 
send nonexempt employees home without pay if their attire is inappropriate. Uniforms may be 
required for some job categories, such as Visitor Services. 

 

UNIFORM POLICY AND PROCEDURE 
The Museum has instituted a uniform policy for all employees assigned to Visitor Services. The 
Museum will issue uniform shirts and uniform fleece jacket as part of the new hire process. The 
uniforms are considered Museum property and are to be returned in the event of termination. 
Uniforms are the responsibility of the employees for maintenance and care. Periodically, the 
Museum may issue new uniforms or require uniforms to be returned for special purposes, such as 
logo changes, color changes, etc. In these cases, advance notice to employees will be provided to 
ensure that those engaged in Visitor Services have suitable replacements. In the event of 
employee termination (voluntary or involuntary), uniforms are to be returned as part of the exit 
process. If they are not returned, the Museum will deduct the cost of the uniforms from the final 
pay due the employee. 
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CONFLICTS OF INTEREST AND OUTSIDE ACTIVITIES  
Your outside activities must not interfere with your Museum job responsibilities or place you in 
a position of conflict with the interests of the Museum. Therefore, as a Museum employee, you 
must accept as a condition of employment the reasonable restrictions that are necessary to 
maintain public confidence in the Museum and to fulfill the Museum’s legal and ethical 
obligations. Any time you have a conflict of interest -- real, potential or apparent -- you must 
immediately notify your manager of the existence and nature of such a conflict. Your manager, 
in consultation with the Director and/or the Human Resource Manager, shall determine the 
appropriate manner for disclosing or otherwise handling the conflict. 

1. Non-Work Related Activities during Work Hours:  You may not engage in 
any activity (with or without compensation) other than assigned duties or Museum-related 
business during scheduled Museum work hours. Exceptions to this policy require written 
permission of your manager and the approval of the Director. 

2. Teaching, Lecturing, Writing, and Other Creative  Activities:  You are 
encouraged to teach, lecture, write and engage in other creative activities that aid your 
professional development. The Museum of Northern Arizona will permit such activities so long 
as there is not undue interference with performance of regular duties and you do not use your 
Museum position for personal monetary gain or appear to compromise the integrity of the 
Museum. 

When your outside activities are directly related to your regular Museum duties, you must reach 
an agreement with your manager concerning all aspects of that activity. You must also obtain the 
permission of the Director for any significant amount of outside teaching, lecturing, writing, 
editing or other outside activity from which you may derive additional income. You must also 
obtain approval for the use of the Museum’s research facilities, staff time, and/or property (e.g., 
copiers, slides, etc.) that will be used in connection with such outside efforts. 

Employees will not receive any special advantage or priority when submitting their work for 
consideration for sale in the Museum’s Bookstore or Gift Shop. Further, sale in Museum stores 
of any work or object created by employees must have the prior approval of both the Retail 
Shops Manager and the Director. 

3. Consulting:  If you engage in consulting arrangements that are in any way related to 
the functions that you perform for the Museum, you must disclose such activities to the Director. 
The Museum will permit such activities so long as there is not undue interference with 
performance of your regular Museum duties and you do not use your Museum position for 
personal monetary gain or appear to compromise the integrity of the Museum. 

4. Gifts, Favors, Loans, Discounts, Commissions:  You may not accept gifts, 
favors, loans, discounts, commissions or other things of value that are available to you because 
of your employment with the Museum. You are also prohibited from accepting commissions or 
other compensation as a result of ordering goods and services for the Museum. 

“Gifts” might include discounts not available to the public on personal purchases from Museum 
suppliers, offers of outside employment, or other advantageous arrangements for you as a 
Museum of Northern Arizona employee. You are permitted to accept gifts of nominal value 
($10.00 or less) provided that such acceptance will not impair or appear to impair your judgment 
or to otherwise influence your professional decisions. Occasionally, you may receive personal 
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gifts from individuals who have a potentially beneficial relationship with the Museum; in such 
cases, you should avoid the appearance of a conflict of interest by fully disclosing to the Director 
the gift and the circumstances under which it is given. 

You also have the right to accept and keep gifts that originate from purely personal or family 
relationships. 

5. Other Off-Duty Activities:  You must undertake any off-duty activities with the 
fundamental premise that: 

(1) The activities will not interfere with your ability to fulfill your Museum responsibilities, and 

(2) The activities will not compromise your professional integrity or the reputation of the 
Museum. 

6. Employment of Relatives 
Your relatives are welcome to apply for employment with the Museum of Northern Arizona. 
However, to ensure impartial supervision of all employees, the Museum prohibits the 
employment of relatives in situations where one relative supervises another or is in the same 
chain of command. Immediate family members may not be employed in the same department or 
in sensitive areas of the Museum such as Human Resources, payroll or on the direct staff of the 
Director. 

Should such a situation arise later because of marriage, transfer, promotion, or organizational 
change, action to resolve the situation should be arranged within a reasonable time; it may result 
in transfer to another area, resignation of one of the employees or other actions up to and 
including termination of one of the affected employees. If termination is necessary, the 
employees involved will be given the choice of having one of them resign. If one of the 
employees does not voluntarily resign, the employee with the least seniority will be terminated. 

For purposes of this policy, a relative is defined as any person related by blood or marriage to the 
second level of affinity (i.e., a first cousin) or anyone with whom you have a legal custodial 
arrangement or a co-habitation relationship. 

7. Employment outside the Museum of Northern Arizon a 
Full-time employees should consider their employment with the Museum as their primary 
employment, and all employees must refrain from any activity that might be construed as a 
conflict of interest. 

Outside jobs must not interfere with your work assignments or performance, or involve 
sponsorship or the possibility of adverse publicity to the Museum. Also, to avoid conflict of 
interest, you may not work for a vendor or contractor supplying services to the Museum without 
the prior approval of the Museum Director. 
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EMPLOYMENT CATEGORIES 
All Museum employees are employed on an “at-will” basis. This means that employees have the 
right to terminate their employment at any time, for any reason, and the Museum can also 
terminate the employment at any time with or without cause and with or without notice. This 
Handbook does not constitute a contract between the Museum and the employee. All policy 
statements, procedures, manuals or documents as well as statements by an employee or 
representative of the Museum shall not in any way modify this at-will status. 

1. Full-time Regular Employee 
A full time, regular employee is an employee who is scheduled to work a normal Museum 
workweek. Full-time regular employees are eligible for full Museum benefits. 

2. Part-time Regular Employee 
A part-time employee is an employee who is scheduled to work 20 or more hours per workweek, 
but less than the regular work week. Part-time employees are eligible for certain Museum 
benefits on a prorated basis, as explained in the Benefits section of this Handbook. 

3. Temporary and/or On-Call Employee 
Generally, temporary and/or on-call employees are hired for specific projects or programs or for 
“on-call” or “as-needed” basis. Temporary and/or on-call employees are not eligible for Museum 
benefits. 

4. Project Specific Employee 
A project-specific employee is an employee who is hired to work on a Project Specific basis as 
funded by a grant or other monies set aside for the particular position, and for a specific duration 
(e.g. Collections Assistant under the ABC Society for the Collections Department). The full-time 
project specific employee is eligible to receive benefits such as health insurance and vacation or 
other leave only if provided for in the project funding. It is the responsibility of the supervisor to 
assure that benefits are only granted when such funding is available. 

5. Interns 
An intern is an individual who is working at the Museum to attain work experience in a chosen 
field of study. Generally, interns work for the duration of a summer or a semester in a particular 
department. In addition to college credit, many interns are supported financially by specific 
grants established for this purpose, offered as a weekly or monthly stipend. Each intern is offered 
opportunities to learn more about his or her chosen field (collections, museum studies, cultural 
anthropology, etc.). Qualified non-resident interns may also be provided housing. Interns usually 
work 30 to 40 hours per week for a period from 10-16 weeks. Interns are considered 
“volunteers” for IRS purposes; they are not eligible for employee benefits. 
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6. Work Study Students 
The Museum offers an opportunity to University or community college students to work on or 
off their campus in order to gain work experience in their chosen field of study. The students are 
not considered Museum employees and are not eligible for any employee benefits. 

7. Independent Contractors 
Individuals working under a direct Museum contract for specific services are considered 
independent contractors, not employees. Usually contractors have an expertise that Museum 
employees do not have (e.g. electricians, caterers, auditors, etc.). Contractors work on their own 
schedules and are paid in accordance with the terms of their contract. 

 

WORKING HOURS  
Regular working hours are 9:00 a.m. to 5:00 p.m. Monday through Friday, with one hour for 
lunch. All non-exempt staff members receive a paid fifteen (15) minute rest period for each four 
(4) hours worked. Non-standard working hours are often necessary for certain employees, such 
as Visitor Services and Facilities employees. Managers have the authority to adjust schedules to 
accommodate the Museum’s ongoing operating needs. 

Regular schedule or regularly scheduled hours, as referenced in the leave accrual section, means 
your standard hours for payroll purposes, not your actual hours per each payroll week. This does 
not include overtime or, in the case of employees who are scheduled to work fewer than 40 hours 
per week, it does not include hours worked in excess of that schedule. 

Your job responsibilities may require you to work at Museum events after regular working 
hours. Non-exempt employees will be paid for additional time they are required to work as 
approved by their manager/supervisor. Non-exempt employees must obtain prior approval for 
any overtime hours and will be paid overtime in accordance with the Fair Labor Standards Act. 
Overtime will be monitored by supervisors. Any abuses in overtime will be dealt with 
appropriately. 

 

EXEMPT/NON-EXEMPT STATUS AND OVERTIME  
1. Exempt/Non-Exempt Classifications 

Employees are considered either exempt or non-exempt from the overtime provisions of the Fair 
Labor Standards Act (FLSA) depending upon the duties of their position. Exempt/non-exempt 
classifications are determined by Human Resources, with the approval of the position’s manager 
and the Director. 

Exempt: Exempt employees are not covered by the overtime provisions of the FLSA because 
they perform executive, professional, or administrative work, as defined by the Fair Labor 
Standards Act, or because they fall into any other exempt category under the Act. Exempt 
employees are expected to work, without additional pay, the number of hours necessary to fully 
perform their job responsibilities even if the hours go beyond 40 hours per week. Exempt 
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employees are paid monthly on a salary basis and their salary cannot be reduced because of 
variations in the quantity or quality of their work. 

Non-Exempt: Non-exempt employees are those employees covered by the provisions in the Act 
for minimum wage and are entitled to receive overtime pay for hours worked beyond the 40 
hours in the workweek. Holidays, vacation or other paid time off do not count as hours worked. 
Non-exempt employees are paid on an hourly basis. 

Non-exempt employees who work additional hours one day in a week may request an adjustment 
in their schedule later in the same workweek to compensate for the additional hours worked so 
that total hours worked during the week do not exceed 40 hours. Such adjustment to the schedule 
must have prior approval from the employee’s manager. 

If you believe that you are not being paid correctly, you should immediately inform your direct 
supervisor. If, after discussion with your direct supervisor, you continue to have questions about 
the appropriateness of your pay or FLSA classification, you should contact the Human Resources 
Manager. 

Reports of failure to pay for hours worked (non-exempt employees) or improper reductions in 
pay (exempt employees) will be promptly investigated. If it is determined that an error has been 
made, it will be promptly corrected. 

2. Overtime 

Where the needs of the workplace cannot be met during regular working hours, employees may 
be required to work overtime to complete any work assignments. All overtime must have prior 
authorization by the employee’s supervisor. Failure to receive prior authorization will result in 
disciplinary action. Hourly employees are paid to the nearest quarter hour based on the total 
number of hours and minutes per week recorded in I-Employee. 

 

FLEXIBLE WORK SCHEDULES 
Flexible work schedules may be provided as a privilege not a right. Your manager, together with 
Human Resources will review, on a case-by-case basis, the feasibility of any request for flexible 
hours, job sharing and/or telecommuting. Your manager is responsible for ensuring that the 
needs of the department and organization can be met and, therefore, is responsible for 
determining individualized work schedules and arrangements. Such arrangements may or may 
not be a permanent situation depending on final decision. All positions may not be conducive to 
flexible hours due to job and operational necessities. 

You may submit a proposal for flexible hours to your manager for approval. Approval by your 
manager will be based on such factors as your performance, constraints of the position, and 
timeliness of the request. A written request and approval will be submitted to Human Resources 
to document your schedule change. 

You and/or your manager may request a temporary change to the flexible work arrangement in 
order to meet departmental or personal objectives. 

The Museum of Northern Arizona reserves the right to modify or eliminate the flexible work 
hours, job sharing and/or telecommuting arrangements at any time. 
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PAYROLL PRACTICES 
Our pay practices adhere to the provisions of the Fair Labor Standards Act and the Arizona 
Employment Law and include categories of employment, pay practices for exempt and non- 
exempt employees, and flexible work time. 

1. Pay Periods 
Pay periods are biweekly. This means that you will be paid every other Friday. To ensure 
accurate processing of any overtime pay, all employees are paid one week in arrears. All 
employees must submit timesheets via I-Employee to ensure accurate payroll processing. 

Personal loans and pay advances are not permitted. 

2. Deductions 
Your personal “statement of earning and deductions” is included with each paycheck. This is a 
list of our earnings and deductions for that pay period along with the cumulative (year-to-date) 
earnings and deductions. Payroll deductions will be made as required by law, policy, contract, 
voluntary agreement, or authorization. For example, the Museum of Northern Arizona will 
deduct and withhold from your paycheck the following: federal income tax, state income tax, 
federal Social Security and Medicare tax, authorized deductions for the 401(k) plan, approved 
charitable deductions, Internal Revenue Service liens, court-ordered garnishments for child 
support, and authorized payroll deductions for pre-tax and/or post-tax benefits premiums or 
flexible spending accounts. 

3. Payroll Terms 
The following terms are frequently used to describe our pay practices: 

• “Regular pay”: This is the base rate at which your pay is calculated. Regular pay is a 
biweekly sum for salaried employees and an hourly rate for hourly employees. 

• “Timesheet”: this is an electronic timesheet which documents the total number of work 
hours and leave hours within a pay period. Employees’ timesheets will automatically be 
submitted to their managers at the end of each pay period via the I-Employee software. 
Managers will review, edit and submit their employees’ timesheets electronically to 
Payroll. All Museum employees are required to submit timesheets. 

• “Earnings statement”: This is your paycheck stub. It contains information about pay, 
withholding taxes, cumulative pay and tax totals, and optional deductions.  It also 
provides year-to-date totals. 

• “Direct deposit”: This is an election to have your net pay conveniently sent directly to as 
many as three accounts in banks, savings and loans, or credit unions. Forms are located in 
Human Resources. 

• “Time off Request”: This is a form used when employees take leave (i.e. sick, vacation, 
etc.) from their regularly scheduled workday. Employees submit a Time Off request via 
the I-Employee software, and it advances to their manager, Human Resources and Payroll 
for approval and processing. The I-Employee software will track accumulated balances 
for all leave types. 
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EMPLOYEE BENEFITS 
If you qualify for benefits (see employment categories), a quality benefits and paid time off 
package may be available to you as a Museum of Northern Arizona employee. This package 
includes both basic benefits (paid by the Museum of Northern Arizona) and additional benefits 
(completely or partially paid by the employee). This Handbook provides summary benefits 
information only. 

Note: The term “regularly scheduled,” as defined in the Payroll Terminology section, means 
your standard hours for payroll purposes, not the actual hours you worked in a week, which 
might include overtime. 

1. Basic Benefits 

Basic benefits are provided for all employees beginning on the date of hire: 

• Workers’ Compensation: The Museum of Northern Arizona provides workers’ 
compensation insurance benefits in the event you are injured while working. If you are 
injured while working, report the injury immediately to your manager or Human 
Resources, even if you don’t think the injury is serious. You will be required to fill out 
and Incident Report within 24 hours if possible. 

• Liability Insurance : The Museum of Northern Arizona provides liability insurance 
coverage for its employees while operating vehicles on and off-site while on duty. 

Provided for all full-time employees beginning on the first day of the month following the 30- 
day waiting period following your date of hire: 

• Life Insurance. Coverage is in effect, following the waiting period, while you are 
working for the Museum. The policy provides group term life insurance in an amount 
equal to your annual salary x 1, up to a maximum of $50,000. 

• Accidental Death and Dismemberment (AD&D) Insurance. Coverage is in effect 
following the waiting period, while you are working for the Museum. The policy 
provides term life insurance for accidental death in an amount equal to your annual salary 
x 1, up to a maximum of $50,000. The policy also provides lump-sum payment to you in 
case of dismemberment, based on the policy’s degree of loss schedule. 

2. Shared Benefits 

Shared benefits may be provided for full-time regular employees beginning on the first day of 
the month following the 30- day waiting period following the employee’s date of hire: 

• Medical Insurance. The Museum of Northern Arizona’s carrier provides a HSA 5000 
plan.  Employees are responsible for $5.00 per month of employee premiums. Spouse and 
Family insurance options are available. Information for these plans can be found in the 
Human Resources Department. 

• Dental Insurance. A comprehensive dental plan that provides coverage for preventive, 
basic; and major dental care. The dental insurance is available to all eligible employees 
and dependents at their own costs. Employees are covered the first day of the following 
month of employment. Dental insurance is available to all regular full time and regular 
part time employees. 
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• Note: If you are a covered employee, you may have continuation rights after a qualifying 
event for medical and dental insurance under COBRA (Comprehensive Omnibus Budget 
Reconciliation Act) for yourself and your dependents. COBRA is employee-paid medical 
and/or dental benefits available to you as a former employee. See Human Resources for 
more information. 

• HSA At the sole discretion of the Museum, the Museum may fund a monthly 
contribution to your Health Savings Account. Employees may elect to add additional 
funds, based on a total yearly contribution. HSA accounts are available to all regular full 
time employees who are on the Museum’s medical insurance plan. See Human Resources 
for more information. 

• 401(k) Tax-Deferred Retirement Plan. The Museum of Northern Arizona offers you 
the opportunity to contribute to a 401(k) Tax-Deferred Plan to enable you to accumulate 
long-term savings for retirement while benefiting from tax savings. The Museum matches 
qualified employees’ payroll retirement deduction contributions dollar-for-dollar up to 
5% of wages earned. If you participate, you may contribute an additional amount, (up to 
the IRS mandated maximum per year) withheld from your pay. Your current taxable 
compensation is reduced and the funds are deposited directly in your qualified savings 
plan. Federal income taxes are not paid on contributions or investment earnings until 
withdrawal. All of your contributions are 100% vested in the program immediately. In 
this plan you are offered an option of several investment vehicles for investing your 
funds. Program plan descriptions take precedence over the descriptions in this document. 
To be qualified an employee must have been employed fulltime for a minimum of one 
year or have worked a minimum of 1000 hours. 

3. Conveniences and Discounts 

The following conveniences and discounts may be available to all full-time and part-time 
employees: 

• Free Museum of Northern Arizona Membership at the Painted Desert Affiliate Level 
after 3 months employment. 

• Discount of 20% on books and gifts at the Bookstore and Gift Shop. 

• Education Department offers a discount on fees for classes and trips based on available 
space. 

• Eligibility for Docent Training at no charge and other educational seminars and events at 
no charge (on a space available basis). 
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EMPLOYEE LEAVE         

1. General Leave Guidelines 
• Paid leave may not be taken until leave has been accrued. 

• Staff classified as part time, temporary, seasonal, or interns are not eligible for any leave 
accruals. 

• All leave accruals, subject to allowable limits, transfer with you to other positions within 
the Museum of Northern Arizona. 

• If you leave the Museum of Northern Arizona voluntarily, your last day on the payroll 
must be worked and cannot be a holiday or paid leave day. 

• Contact Human Resources as soon as you know that you require Family and Medical 
Leave Act (FMLA) leave, long-term disability, or workers’ compensation benefits. 

 

2. Paid Holidays 
The Museum of Northern Arizona observes the following paid holidays each year, based on the 
Federal Government calendar: 

New Year’s Day 

Martin Luther King, Jr. Day 

Presidents’ Day 

Memorial Day 

Independence Day 

Labor Day 

Thanksgiving Day 

Day after Thanksgiving 

Christmas Eve Day 

Christmas Day 

An official schedule of the year’s holidays will be published annually. In the event a holiday falls 
on a Saturday, the Friday before will be designated the paid holiday. If the holiday falls on a 
Sunday, the following Monday will be designated the paid holiday. 

Should a holiday occur while you are on sick or vacation leave, the number of regularly 
scheduled hours will not be charged to sick or vacation leave, but will instead count as holiday 
leave. 

If you do not work or take paid leave on both the workday before and the workday after a 
Museum holiday, you will not be paid for the holiday. Holidays that fall within periods of unpaid 
leave will not be paid. 
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If you are required to work on a paid holiday and you are: 

Exempt: You will receive only your regular pay. 

Non-Exempt: You will receive pay for holiday time plus pay for time worked. 

The Museum of Northern Arizona will make an effort to accommodate holiday schedules in 
observance of religious holidays. You may use your vacation or personal leave for the 
observance of a religious holiday that is not included in the paid holiday schedule. At your 
discretion and with your manager’s approval, time needed for religious holidays may be 
designated as leave without pay. 

3. Vacation Leave 
Vacation leave accrues from your date of hire. All regular full-time employees are eligible to 
accrue vacation. It is for your physical and mental well-being that the Museum provides you with 
this benefit, and you are encouraged to take your vacation as it accrues.  

New employees are eligible to take accrued vacation leave after their first 60 days of 
employment, or with approval of the Director if within the 60 days.  

Each employee, including management staff, is responsible for submitting a Time Off request in 
I-Employee prior to taking the time off. Vacation leave may only be taken with the approval of 
your manager. Whenever possible, two weeks advance notice is requested. To the degree 
possible and reasonable, vacations will be scheduled to meet the requests of individual 
employees. However, the Museum reserves authority to approve and change vacation schedules 
to provide necessary Museum services. 

Full-time employees accrue vacation leave according to the following schedule of service: 

• From date of hire to 2.99 years of service  10 days/year 

• From 3 to 6.99 years of service   15 days/year 

• From 7 years of service    20 days/year 

Any exceptions to this schedule must be specifically approved by the Director. Vacation leave 
will not accrue during a period of unpaid leave of one pay period, or greater. 

You may carry up to a maximum of thirty (30) days accrued, unused vacation leave over to the 
next calendar year. Any accrued vacation leave in excess of 30 days will be lost. 

If you voluntarily terminate your employment with the Museum of Northern Arizona, you will 
be paid in a lump sum for your vacation leave balance up to a maximum of thirty (30) days 
vacation leave accrual. 

If you terminate employment with the Museum of Northern Arizona and are later rehired with a 
break in service of one year or less, you resume accruing vacation time at the same rate as when 
you left, provided that you have the same number of regularly scheduled hours. If you terminate 
employment with the Museum and are later rehired with a break in service of more than one 
year, you begin accruing vacation time at the same rate as a newly hired employee. 
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4. Personal Days 
After a full year of employment, all regular full-time employees will have two (2) paid personal 
days available. Personal days are provided to meet a variety of personal needs, such as religious 
holidays, personal emergencies, etc. Personal days can be used at the employee’s discretion with 
the advance approval of the employee’s manager. 

Personal days may not be carried over to the following year and you will not receive any cash 
compensation for accrued personal days in the event your employment with the Museum 
terminates. 

5. Paid Sick Leave 
All full-time regular employees are eligible for sick leave. There is no waiting period from your 
hire date before you are eligible to accrue sick leave. You may not take sick leave prior to 
accrual. Sick leave may be used for: 

• Physical illness 

• Physical or mental incapacity, or 

• Medical, dental, or optical examinations or treatments. 

For smooth Museum operations, please make every effort to schedule non- emergency 
appointments outside your regular work hours. 

The reasons listed above for sick leave also apply to members of your immediate family who 
require your immediate care and attention. For purposes of this policy, immediate family 
includes spouse (legal or common law), domestic partner, parent or an individual who raised 
you, child (natural, adopted or foster), sibling, grandparent, grandchild, and any person who 
permanently resides in your household. 

If it is requested, you must provide written verification by a physician for sick leave taken for 
three or more consecutive days. If your illness or injury will keep you out of work for more than 
three days, contact your manager and Human Resources. 

At the end of your employment with the Museum of Northern Arizona, you will not be paid for 
any unused sick leave balance. 

If you will need to be absent due to a “serious health condition” as defined by the Family and 
Medical Leave Act, you must follow the requirements of the Family and Medical Leave Act 
Policy. 

Sick leave is accrued at a rate of one work day per month and may be carried over from year to 
year to a maximum of thirty (30) business days. Sick leave will not accrue during periods of 
unpaid leave of one pay period or greater. 

6. Bereavement Leave 
To respond to the needs of employees at a time of emotional strain, the Museum has established 
a separate type of approved absence with pay following a death in your immediate family or 
immediate family of your spouse or domestic partner: 

• If there is a death in your immediate family, you may take up to five (5) working days of paid 
bereavement leave. A “work day” consists of the average of your regularly scheduled hours per 
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day in a regularly scheduled work week. The term “immediate family” includes spouse (legal or 
common law), domestic partner, parent or an individual who raised you, child (natural, adopted 
or foster), sibling, grandparent, grandchild, spouse’s or domestic partner’s immediate family. 

• If there is a death of a close friend or distant relative, you may receive up to one (1) day of paid 
bereavement leave. 

With the prior approval of your manager, you may use accrued vacation or personal leave to 
extend your absence due to bereavement. If you have exhausted your paid leave balance, you 
may, with the prior approval of your manager, take leave without pay. 

7. Civil Leave 
All employees: If you are subpoenaed to appear as a witness at a legal proceeding where the 
Museum of Northern Arizona is a party to the proceeding or has an interest in the proceeding, 
you will receive full pay during this time period. You must present a court summons to your 
manager before the service and a pay voucher after the service. If the court recesses for the day 
or part of the day, you must return to work. 

Non-exempt employees: If you are subpoenaed to serve on a jury, you will receive full pay for 
up to ten (10) working days in any calendar year, less what the court pays. (This pay will be 
prorated for part-time employees.) If you are subpoenaed to appear as a witness at a legal 
proceeding where the interests of the Museum of Northern Arizona are not involved, you will not 
be paid for missed work time. However, with the approval of your manager you may use 
vacation or personal leave to cover this time. A copy of the subpoena must be provided to your 
manager. 

Exempt employees. If you are subpoenaed to serve on a jury or appear as a witness at a legal 
proceeding where the Museum of Northern Arizona has no interest, you will receive full pay for 
any workweek in which you perform any work. You are expected to provide a copy of the 
subpoena to your manager and to turn over to the Museum any compensation the court pays.  

8. Military Leave 
You are eligible for leaves of absence for military service. You must submit copies of military 
orders to your manager and Human Resources as soon as possible for scheduling purposes. If 
you interrupt your employment to serve with the United States Armed Forces, whether for guard 
or reserve training or active duty, you are eligible for re-employment and benefits reinstatement, 
subject to current law. Contact Human Resources for more detailed information. 

9. Voting Leave 
In accordance with Arizona law (A.R.S. §16-402), any employee who has less than three (3) 
consecutive hours between the opening of the polls and the beginning of his regular work shift or 
between the end of his regular work shift and the closing of the polls, may absent himself for 
such a length of time at the beginning or end of his work shift that, when added to the time 
difference between work shift hours and opening or closing of polls, will provide a totals of three 
(3) hours.  

In that event, the employee must request time off for voting in writing or via e-mail five (5) 
business days in advance. The request for leave must clearly state that the employee needs leave 
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in order to vote and the amount of time needed. No deductions will be made from wages or 
salaries, and employees will not be expected to make up missed work hours. 

10. Discretionary Leave with Pay 
The Director may, at the Director’s sole discretion, grant discretionary leave with pay to 
employees for the successful completion of a major project that took excessive hours, for 
outstanding service, or as a reward for a superior effort on behalf of the Museum of Northern 
Arizona. 

Discretionary leave is typically one work day in length. The employee’s timesheet must reflect 
the discretionary leave taken and be approved by the Director who approved the discretionary 
leave. 

 

LEAVE OF ABSENCE WITHOUT PAY 
The Museum recognizes that on occasion special circumstances arise that may necessitate a 
leave of absence without pay. Such extended leave of absence without pay may be granted at the 
Director’s sole discretion. 

1. Benefits during General Leave of Absence without Pay 

• You will be responsible for any premiums due for pay periods that are taken without pay. 
Premium payment for medical, dental, additional life insurance, etc. should be sent to Human 
Resources for processing. If you fail to pay your premiums due, your policies will lapse. 

• No accrual for vacation, sick, or holiday leave will occur while you are on leave without pay. 

2. Return to Work Following General Leave of Absence 

• When you return from a General Leave of Absence, the Museum of Northern Arizona will 
make every effort to return you to the same or the equivalent of the position you held prior to 
your leave. However, this may not be possible and therefore you may be offered another position 
at a different rate of pay. 

• If you do not return to work on the date agreed upon or decide after the leave that you do not 
wish to return to the position offered by the Museum of Northern Arizona, you will be 
considered to have voluntarily terminated your employment with the Museum. 

 

FAMILY AND MEDICAL LEAVE POLICY 
The Family and Medical Leave Act of 1993 (FMLA) requires covered employers to provide up 
to 12 weeks of unpaid, job-protected leave to eligible employees for certain family and medical 
reasons. The Museum is a covered employer under the Family and Medical Leave Act since it 
has employed 50 or more employees for 20 or more calendar weeks in the current or preceding 
calendar year.  

You are eligible for family and medical leave if: 

• You have been employed at the Museum for at least 12 months; and 
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• You have worked at least 1,250 hours over the previous 12 months. 

Unpaid FMLA leave will be granted for any of the following reasons: 

• to care for your child after birth or placement in your home for adoption or foster care 
(during one year following the birth or placement); 

• to care for your child, spouse, or parent who has a serious health condition, as defined by 
the FMLA; or 

• for a serious health condition, as defined by the FMLA, which makes you unable to 
perform your job. 

“Serious health condition” means an illness, injury, impairment, or physical condition that 
involves patient care in a hospital, hospice, or residential medical facility, or outpatient care with 
continuing medical treatment by a licensed physician.  

A request for leave of absence will not be denied if the employee is entitled to the leave under 
the FMLA.  

1. FMLA Guidelines: 

Family and Medical leave is unpaid leave. However, except where the FMLA leave is taken for 
reasons of a birth, adoption or foster placement of a child, the Museum of Northern Arizona will 
require you to use any accrued vacation, sick leave, or personal days concurrently with the 
FMLA leave so you will receive pay for as long as possible during your absence. 

You may take a total of 12 workweeks of leave during any 12-month period for FMLA eligible 
reasons. The 12- month period will be measured backward from the date you request FMLA 
leave. 

You may be required to provide advance leave notice and medical certification. If the necessity 
for leave is foreseeable, for example, where it is based on an expected birth, placement, or 
planned medical treatment, you must provide your manager with not less than 30 days’ notice. If 
the date of the expected leave is not foreseeable 30 days in advance, you must give your 
Manager as much notice as is practicable. The Museum may require medical certification to 
support your request for leave because of a serious health condition, and may require second or 
third opinions (at the employer’s expense) and a fitness-for-duty report to return to work. Taking 
of leave may be denied if requirements are not met. 

FMLA may be taken intermittently or on a reduced leave schedule only: 

• If medically necessary to care for a family member or for the employee’s own serious 
health condition; or 

• If approved by the Manager. 

If you request intermittent leave or a reduced leave schedule that is foreseeable based on planned 
medical treatment; you may be temporarily transferred to an alternative position for which you 
are qualified, which has equivalent pay and benefits, and which better accommodates recurring 
periods of leave. 

A husband and wife, who both work at the Museum, may be limited to a total of twelve (12) 
weeks during each 12-month period for leave for the birth of a child, placement of a child for 
adoption or foster care, or to care for a sick child or parent.  
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2. FMLA Documentation and Procedure 

Employees are expected to consult with Human Resources regarding what documentation they 
need to submit when requesting FMLA leave.  

Before taking FMLA leave, you must complete an “EMPLOYEE LEAVE REQUEST” form and 
obtain the approval of your Manager and Human Resources. You may be requested to complete 
a “CERTIFICATION OF HEALTH CARE PROVIDER” form. If this occurs, you must submit a 
completed form to Human Resources within 15 calendar days after you receive the form entitled 
“EMPLOYER RESPONSE TO EMPLOYEE REQUEST FOR FAMILY OR MEDICAL 
LEAVE”. 

If an emergency situation occurs that requires FMLA leave, contact your Manager immediately 
to begin the approval process. Human Resources and your Manager will work together to assist 
you with this leave approval process, but it is your responsibility to provide the information 
needed to complete the process. Failure to provide any required certifications within a reasonable 
amount of time can result in turning your approved leave into unapproved leave. Additionally, 
the approved status of your leave will end once the serious health condition ends.  

You may be required to submit a FITNESS FOR DUTY CERTIFICATE to return to work if the 
leave is for your own serious health condition. 

3. Job Benefits and Protection under FMLA 

An employee taking FMLA leave shall be entitled to have the health care plan in which the 
employee is participating continue under the same terms and conditions applicable to actively 
working employees. The Museum will require the repayment of any health care premiums paid 
by the Museum for continuing coverage during the period of FMLA leave if the employee fails 
to return to work after the FMLA leave expires and the failure to return is not due to 
circumstances beyond the employee’s control. 

Upon return from FMLA leave, an employee will be restored to the same position held before 
the FMLA leave commenced or to an equivalent position with equivalent pay, benefits and 
working conditions. The Museum may deny restoration of position to any “key employees,” in 
accordance with Section 104(b) of the FMLA, if it is necessary to prevent substantial and 
grievous economic injury to the Museum’s operations. 

 

WORKERS COMPENSATION 
In the event that an accident occurs on the job and you are injured as a result, or you contract a 
disease as a direct result of your work, you may be eligible for workers’ compensation benefits. 
The amount of coverage under this benefit is based on your base pay rate at the time the injury or 
illness was incurred. 

If you have a job-related accident while at work, whether it is large or small, you are required to 
immediately report it to your manager to ensure your protection under the Workers’ 
Compensation program. Managers must complete an Incident Report (available from Human 
Resources) within 24 hours of notice of the injury or illness. 

Human Resources will notify the insurance company administering the Workers’ Compensation 
plan. A representative of the administering company will contact you soon after treatment. 
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Modified or light duty positions may be considered for injured employees as a reasonable 
accommodation under the Americans with Disabilities Act. 

 

EMPLOYEE ATTENDANCE REQUIREMENTS 
You are a valuable member of our team! The Museum of Northern Arizona needs you at work to 
help ensure the smooth operation of your department and the Museum of Northern Arizona as a 
whole. You are expected to be present and on time at the start of your scheduled work. When 
you are absent or late, then our collective efforts to achieve excellence and to serve the 
community suffer. 

The minimum standards for reporting lateness or absence are listed below; however, managers 
have the authority to establish more specific attendance and punctuality requirements based on 
operating needs for their work areas. Standards may vary among work areas, again, depending 
on operating needs. 

The attendance standards are applicable to exempt, non-exempt and hourly employees. 

If you are unable to report to work, or are going to be late for any reason, you must report the 
anticipated lateness or absence to your manager within 30 minutes after the beginning of your 
regular work schedule and you must advise your manager of the anticipated duration of your 
absence. If you cannot get to a telephone, contact your manager as soon as possible. 

If your manager is unavailable, leave a voice mail message and a telephone number where you 
can be reached or contact Human Resources at 928.774.5211 x 203. 

Even one incident of unauthorized absence or lateness within a six-month period may negatively 
affect your job performance evaluation and may lead to appropriate corrective action, including 
termination. 

If you have been absent for more than three consecutive days due to illness, accident, or surgery, 
or at other times at your manager’s discretion, you may be required to submit a doctor’s 
statement or other medical evidence indicating your degree of fitness and your ability to resume 
the full duties of your job. 

Definitions 

• You will be considered “late” when you do not report to work within 10 minutes of the 
beginning of your regular work schedule. 

• “Excused” or “authorized” absences are: Family and Medical Leave Act leave, military leave, 
civil leave, subpoenaed witness testimony, approved-in-advance vacation, personal or sick leave, 
long-term disability and holiday leave. 
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EMPLOYEE RESIGNATION 
Employees who voluntarily separate from employment are considered to have resigned. If you 
wish to resign and be eligible for rehire, you are expected to give the Museum of Northern 
Arizona adequate advance notice of your intent to resign. All employees are expected to give a 
minimum of two weeks’ notice, during which time they are expected to be at work. All 
resignations should be in writing in a letter directed to your manager. 

The Museum of Northern Arizona reserves the right to determine if the employee who tendered 
the resignation will be permitted to work the final notice period. Prior to your last work day, 
Human Resources will conduct an exit interview to review benefits plan rights and options, 
reconcile leave balances, travel and expense reports, provide COBRA notification, determine 
transmittal of the final paycheck, and ensure the return of all Museum property (keys, security 
badges, etc.). The departing employee must return all Museum property and any advances. 

Final Compensation 
When an employee voluntarily quits or is laid off, he/she will receive their final paycheck on the 
next regular payday. However, those employees discharged from the Museum will be paid 
within 72 hours of their dismissal, as required by law. 

Continuation of Health Insurance under COBRA 
Under the Consolidated Omnibus Budget Reconciliation Act of 1985, better known as COBRA, 
if an employee terminates employment with the Museum, the employee is entitled to continue 
participating in the Museum’s group health plan for a prescribed period of time, usually 18 
months. (In certain circumstances, such as an employee’s divorce or death, the length of 
coverage period may be longer for qualified dependents.) 

If a former employee chooses to continue group benefits under COBRA, he/she must pay the 
total applicable premium plus 2 percent administrative fee. Coverage will cease if the former 
employee fails to make premium payments as scheduled, becomes covered by another group 
plan that does not exclude pre-existing conditions or becomes eligible for Medicare. 

 

LICENSES AND CERTIFICATION 
Some staff may be required by their profession to maintain certain academic degrees, licenses, or 
certifications. It is the employee’s responsibility to assure that all documents requiring updates 
are current (including driver’s license). A copy of each license or certificate will be forward to 
the Human Resources Manager and placed in your employee permanent file. 

Attainment of nonessential but relevant certifications and degrees may enhance the employee’s 
opportunity for promotion, but does not obligate the Museum to pay the employee for the 
increased level of expertise unless the employee is placed in a position requiring such 
certification. 
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USE OF MUSEUM TIME, PROPERTY AND EQUIPMENT 
You are expected to exercise care in using Museum of Northern Arizona time, property, and 
equipment, including all keys, computers, phones, security badges, vehicles, and credit cards. A 
password or authentication process is required for all computer use. Do not tell others your 
password or try to discover another user’s password. 

You must obtain manager approval to remove any Museum tools, equipment, supplies or 
materials from the museum. You may not use Museum of Northern Arizona vehicles, or electric 
or motorized tools for personal use. Any employee who is found to have used Museum property 
for his or her personal benefit will be dealt with appropriately. 

Personal telephone calls made from work should be kept to a minimum. The costs for your 
personal long-distance telephone calls on Museum telephones must be promptly reimbursed to 
the Museum of Northern Arizona. 

 

REIMBURSEMENT OF EXPENSES 
Expenses for travel and supplies can be paid for in one of three ways: 

• They can be charged on a Museum account; or 

• The employees may be given a per diem for an upcoming off-campus trip; or 

• The employee may be reimbursed for using personal funds for costs incurred for Museum 
business.  

Some projects require that that an employee pay expenses when they are incurred, and that they 
be reimbursed (at actual cost), while others may allow an employee to charge costs or get per 
diem before or after a trip. In all instances, travel and related expenses must be pre-approved in 
writing (email approval is sufficient) by the Director, even when costs are included in a project 
budget. 

While away on Museum business, you should keep personal telephone charges to a minimum, 
such as “safe arrival” calls, emergencies and “checking in” calls of reasonable duration. Movies 
and alcoholic beverages will not be reimbursed. 

In order to obtain the most favorable airfare, trips should be planned in advance whenever 
possible. When making air travel arrangements, all Museum employees are required to travel 
coach class, unless previously approved by the Director. 

Your manager may approve occasional business meals and refreshments for guests. These must 
be for specific business reasons and conducted in a manner that reflects the proper image of the 
Museum as a community organization. 

You must obtain receipts for all hotel bills, credit card charges and other travel expenditures in 
order to be reimbursed. Requests for reimbursement of business, mileage and training-related 
expenses should be submitted within three (3) days of the incurred expense. Travel 
Reimbursement Forms are located on the MNA Intranet site. 
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While every effort has been made to cover all situations as they relate to business expenses, it is 
your responsibility to ensure that you use Museum of Northern Arizona funds appropriately and 
that you account for all expenses on an accurate and timely basis.  

All travel requires pre-approval by the Director. 

Reimbursement policies and guidelines. 
Supplies and Equipment Reimbursement: When Employees have received prior approval from 
their manager, Employees can request reimbursement for items purchased for MNA business 
with personal funds, including supplies, postage, and office or field equipment. For 
reimbursement of purchases of over $30.00 made with personal funds, please pick up a General 
Expense Reimbursement Form from the business office or off the intranet site, and return the 
completed form to the business office. Purchases of less than $30.00 can be made through petty 
cash. 

Mileage Reimbursement: Mileage will be reimbursed to employees using their own vehicles for 
official Museum business at the rate determined by the federal government. Please note that this 
reimbursement is intended to cover not only the cost of gasoline, but also maintenance, 
insurance, and any damage that might occur to the vehicle while it is in use for Museum 
business. Should an employee’s vehicle malfunction or sustain damage, the Museum will not be 
responsible for payment to the owner of any amounts above and beyond the customary 
reimbursement for mileage. 

Please use a Travel Reimbursement Form (available in the business office and on the MNA 
intranet site) for mileage reimbursement. Once the form has been completed, including trip dates, 
destination, purpose of the trip, whether or not an MNA credit card was used to pay for gas, a 
signature and date, supporting documentation, when possible return to the business office. 

Lodging and Food Reimbursement: When traveling overnight on official Museum business, 
employees may incur costs for business meetings, field work, or research that have been paid for 
with personal funds. Reasonable actual costs for lodging, food, tips, cab fare, plane fare, or other 
travel-related business will be reimbursed by MNA. Please submit a completed Travel 
Reimbursement Form with all associated receipts to the business office within 3 days of 
returning from a business trip. Failure to provide the associated receipts in a timely manner may 
result in the reimbursement request being denied. 

Per Diem: Per diem, or food or lodging allowance, may be paid to employees who need to work 
away from the Museum overnight. Per Diem may be paid for an employee who is conducting 
fieldwork or research, who is attending or conducting training, or is attending a meeting or event 
in a location that will not allow the employee to return home at the end of the workday. Per Diem 
will be paid at the rate set for federal employees or at a rate set in a project contract. Per Diem 
may be paid before the employee leaves the Museum on a trip or after he or she returns. A per 
diem is paid in lieu of reimbursement of actual expenses incurred for lodging and food.  

 

USE OF CREDIT CARDS 
Most MNA company credit cards are held by the Controller, and can be checked out from the 
business office. When using an MNA credit card for travel or local purchases, proper receipts 
must be submitted with an expense report to the Controller with the return of the card 



Museum of Northern Arizona Page 35 February 2, 2008 
Employee Handbook 

immediately upon returning to the Museum. The receipts must include billing information, 
including the department and/or project to which the costs should be charged. Credit cards, 
expense reports, and receipts must be returned to the Controller as soon as the necessary 
transactions are completed. 

Under no circumstances should MNA credit cards be used for personal purchases. 

Gas Charge Cards: Included in the key bag for each MNA vehicle is a gas charge card for 
employee use when driving that MNA vehicle. Please submit gas receipts upon return of the 
vehicle. The receipts must include billing information, including the department and/or project to 
which the costs should be charged. Gas charge cards are assigned to each vehicle. Do not switch 
cards from one vehicle to another. Report missing cards to the business office immediately. 
Return the vehicle with a full tank of gas. 

Rental Vehicles: Vehicles may be rented to conduct Museum business; rental will require use of 
the accounts established with Budget Car Rental or Enterprise Car Rental and the use of a 
Museum charge card. All vehicle rentals must be pre-approved in writing (email approval is 
sufficient) by the Director, even when costs are included in a project budget. The driver of the 
vehicle must be a Museum employee who is at least 21 years of age, and who is covered by 
Museum’s insurance policy. Rental receipts and the credit cards should be submitted to the 
business office immediately upon return to the Museum. Museum vehicles must not be used for 
personal travel. 

Note: The Museum’s auto insurance policy extends to rental vehicles; when renting a vehicle, 
employee does not need to retain any insurance from the rental agency as long as the vehicle is 
rented under the name of the Museum, and not the name of the individual. 

 

HANDLING THE MUSEUM’S FUNDS 
If you have control over the Museum’s funds, you are personally accountable for such funds. If 
you approve the correctness of a purchase authorization or bill, you approval signifies that you 
have reasonable knowledge that the purchase and amounts are proper and that the details are 
factually stated. The approval of purchase authorization is a most important responsibility, and 
should never be handled in a perfunctory manner. 

Petty Cash 
A small petty cash fund is maintained in the Business Office to cover small, work-related 
expenses ($30.00 and under). Requests for reimbursement require both a receipt and your 
manager’s approval. 

Purchase Orders and Contracts 
All requests for funds exceeding $250.00 must be submitted on a Purchase Order (PO) in the 
following manner: 

• Acquire a PO form from the Business Office (Controller). 

• Complete the form and have your manager review and approve it. 

• Send the PO with all back-up data to the Controller for review and approval. 
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• The Controller will review and approve the PO and send it to the Director for final 
approval. 

• The PO and back-up will then be sent to the Business Office for processing. 

Any and all contracts entered into on behalf of the Museum of Northern Arizona will be received 
and executed by the Director. All original signed contracts will remain in the office of the 
Director, with a copy in the Business Office. 

Personal Local and Long Distance Telephone Calls 
You may place business-related long distance calls paid for by the Museum. Personal long 
distance calls should be kept to a minimum and are made at your own expense. 

You may place and accept personal telephone calls; however, these calls should be limited in 
their frequency and duration and they should not interfere with daily work performance. Please 
use your cell phone or calling card for personal calls. 

 

COMPUTER, ELECTRONIC MAIL, INTERNET USAGE 
As an employee of the Museum, you may be given access to e-mail, voice mail and the Internet. 
These systems are operated by and for the Museum and are intended for business use only. Since 
e-mail, voice mail and the internet are intended for business use only, the employee has no 
expectation of privacy with respect to this information and the Museum may monitor the 
employee’s use of these resources.  

You are prohibited from using your e-mail account or Internet access to download or disseminate 
inappropriate jokes, pictures, etc. or to play pranks on co-workers.  

You are prohibited from using e-mail or the Internet to make offensive or harassing comments or 
otherwise against any group.  

You are to use Museum equipment only for Museum business. Examples of prohibited use 
include but are not limited to the following: 

Solicitations for outside business ventures, personal parties, social meetings, charities, 
membership in any organization, political causes, religious causes, or any other matters not 
connected to the Museum operations.  

No software, including encryption software, other than what is on the approved list or 
individually approved by the Information Technology Manager, may be used on your Museum 
personal computer or on the Museum network. Illegal copying of software is strictly prohibited. 

 

EMPLOYEE RECORDS 
All Human Resource records are the property of the Museum. Employee personnel file 
information will include applications, resumes, compliance and governmental regulation forms, 
payroll deductions, employee performance reviews, pay actions, and other personnel-related 
matters (e.g., commendations, disciplinary actions, etc.). You are responsible for notifying 
Human Resources in writing of changes in your personal information, including: 
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• Address and phone number • Person(s) to be notified in case of    
      emergency 

• Legal name   • Insurance beneficiary 

• Marital status   • Status of personal deductions for income tax 

• Educational status  • Add/change dependent coverage 

You may review your personnel file at reasonable intervals based on a prearranged appointment 
in the Human Resources area with a Human Resources representative present. Your employment 
records are considered confidential. Access to the files is limited to you, your manager, your 
Director, a prospective manager (when you are being considered for an internal position 
opening), the Director, and the Museum’s legal counsel. Personnel files may not leave the 
Human Resources area. Information may also be released from the files as may be required by 
law or pursuant to an authorization for release of this information signed by the employee. 

 

RELEASE OF INFORMATION PERTAINING TO EMPLOYEES  
The Museum is regularly asked to provide information about employees and former employees. 
Inquiries may come from various sources, including potential employers, credit firms, 
governmental agencies, and private investigators. Information requested may be for pre-
employment, reference checks, credit approval or other purposes. Human Resources may verify 
dates of employment and title. However, other information shall only be released as required by 
law or pursuant to an authorization for release of information signed by the employee. 

Requests for employment references must be forwarded to Human Resources. Only Human 
Resources may provide employment references. 

 

SOLICITATIONS 
The Museum permits on-site solicitations of employees as long as the solicitations are brief, un-
pressured, not for personal profit, and do not disrupt the individual’s work or the office 
environment. You may sell items such as Girl Scout cookies, collect pledges for charitable 
events or causes, and sell products from school catalogs to support various not-for-profit 
institutions or causes. Employees are not obligated to pledge or buy from any other employee. 

Except for major Museum of Northern Arizona fundraising activities, and other fundraising 
specifically approved by the Director, solicitations that do not meet the above criteria are not 
allowed. Solicitation by anyone who is not an employee is not allowed at any time. 
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HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY 
(HIPAA) COMPLIANCE  
The Museum maintains health care and related plans that are subject to HIPAA requirements. 
Thus, the Museum has made a decision that HIPAA privacy and security provisions will apply to 
protected health information (PHI) maintained by the Museum. HIPAA regulations will be 
followed in administrative activities undertaken by assigned personnel when they involve PHI in 
any of the following circumstances: health information privacy, health information security and 
health information electronic transmission. The Museum will consider any breaches in the 
privacy and confidentiality during the handling of PHI to be a serious infraction and prompt 
disciplinary action will be taken. 

 

MEDIA INQUIRIES 
All media inquiries should be referred to the Marketing Manager. If the Marketing Manager is 
unavailable, refer the inquiry to the Director. 

 


