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Employee Handbook 
 

Welcome to NAWCC! 
We believe that every employee helps to make NAWCC successful. We hope that you 
will be proud to be a member of our team. 

This handbook describes many of our policies, and outlines the programs and benefits 
available to eligible employees. 

The handbook will answer questions you may have about your employment at NAWCC. 
We suggest that you become familiar with the handbook, and that you visit the NAWCC 
Intranet Website to familiarize yourself with the history and inner workings of the 
Association. 

We hope that your experience here will be challenging, enjoyable, and rewarding. 

Sincerely,  
Board of Directors 
Executive Director 

 

Organizational Structure 
 Founded in 1943, The National Association of Watch and Clock Collectors, Inc. 
(NAWCC) is a nonprofit scientific organization that serves as a unique educational, 
cultural and social resource for its membership and the public at large.  Its headquarters 
offices are located in the same building as the Library and Museum. 

Members include hobbyists, students, educators, casual collectors, and professionals in 
related retail and manufacturing trades. The one common bond (and main membership 
requirement) is a fascination with the art and science of timekeeping (horology). 

The National Watch and Clock Library is one of the largest horological libraries in the 
world. Housed beside the Watch and Clock Museum, the collection consists of over 
15,000 books, catalogs, and periodicals dealing with all aspects of the study of time and 
timekeeping.  

The National Watch and Clock Museum was officially opened to the public in 1977 
with fewer than 1,000 items. Since that time the collection has increased to over 12,000 
items and the museum has undergone several expansion projects.  
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The latest expansion opened in October 1999 and featured an entirely new and 
redesigned exhibit space as well as space for restoration, maintenance and storage.  
Today, the museum is recognized as one of the largest and most comprehensive 
horological collections in North America. 

In 1995, the association officially opened the NAWCC School of Horology designed to 
continue the tradition of watch and clock repair. Adjacent to the headquarters complex, 
the school offers a clock repair program and a watch repair program. Students are 
taught on the beginner, intermediate, and advanced levels. The school is licensed by 
the Pennsylvania State Board of Private Licensed Schools.  

GOALS 
The goals of this association shall include:   

  To stimulate interest in timepieces of all kinds;  

  To foster genuine interest in collecting timepieces;  

  To facilitate the sale or purchases of timepieces by members;  

  To cooperate with individuals and with other organizations in 

exhibiting timepieces;  

  To collect and preserve horological data and material for posterity;  

  To disseminate full information regarding the mechanism and 

cases of timepieces and their repair and restoration. 

 To provide education regarding horology to our members and the 

public. 

CUSTOMER RELATION 
Our NAWCC members and everyone we interact with are very important to us. Every 
employee represents NAWCC to the membership, students at the school, visitors and 
the public in general. We are judged by how we treat them. One of the highest priorities 
at NAWCC is to make any contact with NAWCC an enjoyable experience. Nothing is 
more important than being courteous, friendly, prompt, and helpful to them. 

Your contacts with the public, your telephone manners, and any communications you 
send reflect not just on you, but also on the professionalism of NAWCC.  
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Employees must recognize they are considered an authoritative source of information 
and should only present factual information or direct members of the public to other 
resources.  

 

101 Nature of Employment 
Effective Date: 4/1/2003 
Revision Date: 11/1/2006 

This handbook gives a general understanding of the personnel policies of NAWCC. It 
should help answer many common questions. You should review all the policies in the 
handbook and become familiar with them. 

However, this handbook cannot cover every situation or answer every question about 
employment at NAWCC. This handbook is also not an employment contract and is not 
intended to create contractual obligations of any kind. 

You became an employee at NAWCC voluntarily and your employment is at will. "At 
will" means that you may terminate your employment at any time, with or without cause 
or advance notice. Likewise, "at will" means that NAWCC may terminate your 
employment at will at any time, with or without cause or advance notice, as long as we 
do not violate federal or state laws. Rarely, an employee will have an actual 
employment contract covering a specified period of time. In no case will NAWCC enter 
into a contract without the specific approval of the governing board and signed by the 
Executive Director of NAWCC. 

Sometimes we may need to change, add, or cancel policies or benefits. We want you to 
know that this could happen and that NAWCC has the right to make changes. The only 
exception is that we will not change our employment-at-will policy. The only official 
changes to this handbook are changes that are authorized by the governing board of 
the association. . 

If you have concerns about work conditions or compensation, we strongly encourage 
you to express these concerns openly and directly to your supervisor. Our experience 
has shown that when employees deal openly and directly with management, the work 
environment can be excellent, communications can be clear, and attitudes can be 
positive. We believe that NAWCC fully demonstrates its commitment to employees by 
responding effectively to employee concerns. 
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102 Equal Employment Opportunity 
Effective Date: 4/1/2003 
Revision Date:  

To give equal employment and advancement opportunities to all people, we make 
employment decisions at NAWCC based on each person's performance, qualifications, 
and abilities. NAWCC does not discriminate in hiring or employment because of race, 
color, religion, creed, age, sex, veteran status, sexual orientation, disability, national 
origin or ancestry, or any other characteristic protected by law.  

We will make reasonable accommodations for qualified individuals with known 
disabilities unless making the reasonable accommodation would result in an undue 
hardship to NAWCC. 

Our Equal Employment Opportunity policy covers all employment practices, including 
selection, job assignment, compensation, discipline, termination, and access to benefits 
and training.  

If you have a question about any type of discrimination at work, talk with your supervisor 
or the Executive Director. You will not be penalized for asking questions about this. 
Also, if we find out that anyone was discriminating, that person will be subject to 
disciplinary action, up to and including termination of employment. 

 

103 Employing Relatives 
Effective Date: 4/1/2003 
Revision Date:  

In cases where a situation involving relatives poses current or potential conflict, 
NAWCC reserves the right to separate the employees by reassignment or termination of 
employment.  

For this policy, we define a relative as any person who is related to you by blood or 
marriage, or whose relationship with you is similar to that of a relative. This policy 
applies to all employees regardless of their gender or sexual orientation. 
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104 Immigration Law Compliance 
Effective Date: 4/1/2003 
Revision Date:  

NAWCC is committed to employing only people who are United States citizens or who 
are aliens legally authorized to work in the United States. We do not discriminate 
because of a person's citizenship or national origin. 

Because we comply with the Immigration Reform and Control Act of 1986, every new 
employee at NAWCC is required to complete the Employment Eligibility Verification 
Form I-9 and show documents that prove identity and employment eligibility. 

If you leave NAWCC and are rehired, you must complete another Form I-9 if the 
previous I-9 with NAWCC is more than three years old, or if the original I-9 is not 
accurate anymore, or if we no longer have the original I-9. 

 

105 Outside Employment 
Effective Date: 4/1/2003 
Revision Date: 11/1/2006 

You may hold an outside job as long as you can satisfactorily perform your NAWCC job 
and the job does not interfere with our scheduling demands. 

We hold all employees to the same performance standards and scheduling 
expectations regardless of whether or not they have other jobs. In order to remain 
employed at NAWCC, we will ask you to terminate an outside job if we determine that it 
is impacting your performance or your ability to meet our requirements, which may 
change over time. 

You may not have an outside job with or volunteer with an organization that may have a 
conflict of interest with NAWCC. Also, you may not accept gifts from anyone outside or 
inside NAWCC in exchange for something you produce or a service you provide as part 
of your NAWCC job 
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106 Non-Disclosure 
Effective Date: 4/1/2003 
Revision Date:  

It is very important to NAWCC that we protect our confidential business information and 
trade secrets. Confidential information includes, but is not limited to, the following 
examples: 

  compensation data  

  member lists  

   member preferences  

   financial information  

  marketing strategies  

 donor information 

If you improperly use or disclose a trade secret or confidential business information, you 
will be subject to disciplinary action, up to and including termination of employment. This 
applies even if you do not get any benefit from releasing the information. 

 

107 Disability Accommodation 
Effective Date: 4/1/2003 
Revision Date:  

NAWCC is committed to complying fully with the Americans with Disabilities Act (ADA). 
We are also committed to ensuring equal opportunity in employment for qualified 
persons with disabilities. We conduct all our employment practices and activities on a 
non-discriminatory basis. 

Our hiring procedures have been reviewed and they provide meaningful employment 
opportunities for persons with disabilities. We only make pre-employment inquiries 
regarding an applicant's ability to perform the duties of the job. 

Reasonable accommodation is available to an employee with a disability when the 
disability affects the performance of job functions. We make our employment decisions 
based on the merits of the situation not the disability of the individual. 
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Qualified individuals with disabilities are entitled to equal pay and other forms of 
compensation (or changes in compensation) as well as job assignments, classifications, 
organizational structures, position descriptions, lines of progression, and seniority lists.  

NAWCC is committed to taking all other actions that are necessary to ensure equal 
employment opportunity for persons with disabilities in accordance with the ADA and 
any other applicable federal, state, and local laws. 

 

201 Employment Categories 
Effective Date: 4/1/2003 
Revision Date:  

It is important that you understand the definitions of the employment classifications at 
NAWCC and know your classification. The reason is because your employment 
classification helps determine your employment status and what benefits you are 
eligible for. If you have questions or are not sure what your employment classification is, 
see your supervisor.  

These employment classifications do not guarantee employment with NAWCC for any 
specific period of time. You became an employee at NAWCC voluntarily and your 
employment is at will. "At will" means that you may terminate your employment at any 
time, with or without cause or advance notice. Likewise, "at will" means that NAWCC 
may terminate your employment at any time, with or without cause or advance notice, 
as long as we do not violate federal or state laws. 

Depending on your job, you are either NONEXEMPT or EXEMPT from federal and state 
wage and hour laws. If you are a NONEXEMPT employee, you are entitled to overtime 
pay under the specific provisions of federal and state laws. If you are an EXEMPT 
employee, you are excluded from specific provisions of federal and state wage and hour 
laws. Your EXEMPT or NONEXEMPT classification may be changed only with written 
notification by NAWCC management. 

In addition to being a Nonexempt or Exempt employee, you also belong to one of the 
following employment categories: 

You are a REGULAR FULL-TIME employee if you are not assigned to a temporary or 
introductory status AND you are regularly scheduled to work the NAWCC full-time 
schedule. In most cases, regular full-time employees are eligible for all NAWCC benefit 
programs, subject to the terms, conditions, and limitations of each benefit program.  
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You are a PART-TIME employee if you are not in a temporary or introductory status 
AND you are regularly scheduled to work less than 30 hours per week. Part-time 
employees receive all legally mandated benefits, such as Social Security and workers' 
compensation insurance. Part-time employees are not eligible for the other NAWCC 
benefit programs.  

You are an INTRODUCTORY employee if your performance is being evaluated to 
determine whether further employment in a specific position or with NAWCC is 
appropriate. When you satisfactorily complete the introductory period, you will be told 
about your new employment classification.  

You are a TEMPORARY employee if you were hired as an interim replacement, or to 
temporarily increase our workforce, or to help finish a specific project. Employees are in 
the temporary category for a limited time. Even if you work at NAWCC longer than the 
original time period that we agreed to when you were first hired, you will stay a 
temporary employee until you are officially notified that you have been assigned to a 
different category. Temporary employees receive all legally mandated benefits, such as 
Social Security and workers' compensation insurance. Temporary employees are not 
eligible for other NAWCC benefit programs.  

You are a VOLUNTEER employee if you have an employment relationship with 
NAWCC, but you are serving in an unpaid capacity. Volunteers may be assigned to 
work on a regular basis. Volunteer employees are not eligible for NAWCC benefit 
programs.  

Any volunteer failing to maintain an appropriate level of dependability and 
professionalism may be requested to terminate their relationship with the NAWCC. 

 

202 Access to Personnel Files 
Effective Date: 4/1/2003 
Revision Date: 11/1/2006 

NAWCC keeps personnel files on all employees. The personnel files include the job 
applications and related hiring documents, training records, performance 
documentation, salary history, and other employment records. 

Personnel files are the property of NAWCC. Because personnel files contain 
confidential information, the only people who can see them are those approved by legal 
council as a result of outside request or those approved by the board chairman. 
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You will need to give advance notice if you wish to see your file. You may review your 
file only with a representative of NAWCC present.  Personnel files are in the custody of 
the Controller. 

 

203 Employment Reference Checks 
Effective Date: 4/1/2003 
Revision Date:  

NAWCC will respond only to those reference check inquiries that are submitted in 
writing. Responses to such inquiries will confirm only dates of employment and 
positions held. 

 

204 Personnel Data Changes 
Effective Date: 4/1/2003 
Revision Date:  

It is important that NAWCC have certain personal information about you in our records. 
You need to tell us as soon as there is a change to your mailing address, telephone 
numbers, marital status, dependents' information, educational accomplishments, and 
other possibly related information. We also need to have information about who to 
contact in case of an emergency. To change your personal information or if you have 
questions about what information is required, contact your supervisor. 

 

205 Introductory Period 
Effective Date: 4/1/2003 
Revision Date:  

NAWCC has an introductory period for new employees. During the introductory period, 
we will evaluate your work habits and abilities to make sure that you can perform your 
job satisfactorily. The introductory period also gives you time to decide if the new job 
meets your expectations.  

Since your employment with NAWCC is voluntary and at will, you may terminate your 
employment at any time during or after the introductory period, with or without cause or 
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advance notice. Likewise, NAWCC also may terminate your employment at any time 
during or after the introductory period, with or without cause or advance notice. 

The introductory period for all new and rehired employees is the first 90 calendar days 
after their hire date. 

If you are absent for a significant amount of time during your introductory period, the 
length of the absence will automatically extend the introductory period. We may also 
extend the introductory period if we decide it was not long enough to evaluate your 
performance. This could happen either during or at the end of the introductory period. 

When employees satisfactorily complete the introductory period, they are assigned to 
the "regular" employment classification.  

During the introductory period, new employees are eligible for those benefits that are 
required by law, such as Social Security and workers' compensation insurance. They 
may also be eligible for other NAWCC benefit programs, subject to the terms and 
conditions of each benefit program. Be sure to review the information for each benefits 
program to see the exact requirements. 

 

206 Employment Applications 
Effective Date: 4/1/2003 
Revision Date:  

We rely on the accuracy of the information you put on your employment application. We 
also expect that you and your references give accurate and true information during the 
hiring process and employment. If we find that any information is misleading, false, or 
was left out on purpose, we may reject an applicant from further consideration. If the 
person was already hired, it could result in termination of employment. 

 

207 Performance Evaluation 
Effective Date: 4/1/2003 
Revision Date:  

We encourage you and your supervisor to discuss job performance and goals on an 
informal, day-to-day basis. A formal written performance evaluation will be done at the 
end of the introductory period after you are first hired at NAWCC. In addition, you and 
your supervisor will have formal performance evaluations to discuss your work and 
goals, to identify and correct weaknesses, and to encourage and recognize your 
strengths.  
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Performance evaluations are usually done every 12 months around the end of the fiscal 
year. However, during the introductory period, employees will be evaluated on 
performance once every 30 days. 

 

208 Job Descriptions 
Effective Date: 4/1/2003 
Revision Date:  

We try to have accurate job descriptions for all jobs at NAWCC. A job description 
includes the following sections:  

  job information;  

  job summary (gives a general overview of the job's purpose);  

  accountabilities  (most important responsibilities related to a job that 

must be met to provide superior performance);  

  essential duties and tasks; expectations (define performance expected 

from the person in the job); supervisory responsibilities;  

  qualifications (includes education and/or experience, language skills, 

mathematical skills, reasoning ability, and any certification required);  

  physical demands; and work environment. 

We use the job descriptions to help new employees understand their jobs and their 
responsibilities. We also use job descriptions to identify the requirements of a job, set 
up the hiring criteria, set standards for employee performance evaluations, and 
establish a basis for making reasonable accommodations for individuals with 
disabilities. 

Management will prepare a job description when a new job is created. We review 
existing job descriptions and change them when a job changes. You can help by 
making sure that your job description is accurate and describes your most important job 
duties. 

Your job description does not necessarily cover every task or duty that you might be 
assigned. You may be assigned additional responsibilities as necessary. If you have 
questions or concerns about your job description, contact your supervisor. 
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301 Employee Benefits 
Effective Date: 4/1/2003 
Revision Date: 11/1/2006 

NAWCC gives eligible employees many benefits. Some benefits are required by law 
and cover all employees. The legally required benefits include Social Security, workers' 
compensation, state disability, and unemployment insurance. 

There are several factors that decide if you are eligible for a benefit. One important 
factor is your employment classification. See your supervisor to find out which benefit 
programs you are eligible for. 

This employee handbook contains policies describing many of the benefit programs. 
Sometimes a policy will tell you that there is more information in another place such as 
the Summary Plan Document. 

The following benefit programs are available to eligible employees: 

  401(k) Savings Plan  

  Bereavement Leave  

   Dental Insurance  

  Holidays  

  Jury Duty Leave  

  Life Insurance  

 Short-Term Disability 

  Long-Term Disability  

  Medical Insurance  

  Military Leave  

  Sick Leave and Personal Days Benefits  

  Vacation Benefits  

  Vision Insurance 

You may have to pay part or all of the cost for some benefits, but NAWCC fully pays for 
many of them. 
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302 Vacation Benefits 
Effective Date: 4/1/2003 
Revision Date: 11/1/2006 

NAWCC offers vacation time off with pay to eligible employees. Employees in the 
following employment classifications are eligible for paid vacation time: 

  Regular full-time employees  

The amount of paid vacation time you receive each year depends on how long you have 
been working. This is the schedule for earning vacation: 

 Vacation in the first year will be prorated based on hire date at the rate 

of one (1) day per full month.  Up to 10 vacation days. 

  The employee is entitled to 10 vacation days each year beginning 

January 1 after their date of employment. 

  After 5 years of eligible service the employee is entitled to 15 vacation 

days each year.  

  After 20 years of eligible service the employee is entitled to 20 

vacation days each year.  

We calculate the length of your eligible service on the basis of a "calendar year." Once 
you enter an eligible employment classification, you begin to earn paid vacation time 
according to the schedule in this policy.  

You may not take less than two hours vacation at a time. To schedule your vacation 
time, you should first submit your vacation schedule for advance approval from your 
supervisor. Employees must submit vacation requests to their Supervisor in writing at 
least one (1) week in advance for any vacation of five (5) days or more.  Each request 
will be reviewed based on a number of factors, including our business needs and 
staffing requirements.  Conflicting requests will be evaluated on a “first come” basis. 

You will be paid for vacation time off at your base pay rate as of the time of the 
vacation. Vacation pay does not include overtime or any special forms of compensation. 

We encourage you to use your available paid vacation time for rest and relaxation. If 
you do not use your available vacation by the end of a benefit year, you will lose the 
unused vacation time. 
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If your employment terminates, you will be paid for any unused vacation time that has 
been earned through your last day of work. 

 

303 Holidays 
Effective Date: 4/1/2003 
Revision Date: 11/1/2006 

NAWCC recognizes the following as paid holidays: 

  New Year's Day (January 1)  

  Good Friday (Friday before Easter)  

  Memorial Day (last Monday in May)  

  Independence Day (July 4)  

   Labor Day (first Monday in September)  

  Thanksgiving (fourth Thursday in November)  

   Day after Thanksgiving  

  Christmas Eve (December 24)  

  Christmas (December 25)  

To operate efficiently, employees may be required to work on recognized company 
holidays.  Work requirements on holidays will be determined by the Executive Director 
and scheduled by each Department Supervisor.  With the approval of the Executive 
Director, Supervisors may also reassign a holiday for employees or departments as to 
be more suitable for operations. 

Eligible employees will be paid for holiday time off. If you are eligible, your holiday pay 
will be calculated at your straight-time pay rate as of that holiday multiplied by the 
number of hours you would normally have worked that day. Employees normally off on 
Mondays, will receive one day, to be taken within 90 days, for any of the recognized 
holidays falling on Monday. 

Employees in the following employment classifications are eligible for holiday time off 
with pay once they have completed 90 calendar days of service in one of these 
classifications: 

  Regular full-time employees  
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Normally, if a recognized holiday falls on a Saturday, NAWCC will observe it on the 
Friday before the holiday. If a recognized holiday falls on a Sunday, NAWCC will 
observe it on the Monday after the holiday. There may be changes or exceptions at the 
discretion of the Executive Director. If you are eligible for paid holidays and on the 
holiday you are on a paid absence, such as vacation or sick leave, you will be allowed 
to take the holiday with pay at a later time.  

If eligible nonexempt employees work on a recognized holiday, they will receive holiday 
pay plus their wages at their straight-time rate for the hours they worked on the holiday. 
We will count holiday paid time off as hours worked when calculating overtime. 

The Executive Director will approve the scheduled holidays and the dates will be posted 
on the staff bulletin board prior to the beginning of the New Year. 

 

304 Workers' Compensation Insurance 
Effective Date: 4/1/2003 
Revision Date:   

NAWCC provides a comprehensive workers' compensation insurance program to our 
employees. This program does not cost you anything. 

The workers' compensation program covers injuries or illnesses that might happen 
during the course of your employment that require medical, surgical, or hospital 
treatment. Subject to legal requirements, workers' compensation insurance begins after 
a short waiting period, or if you are hospitalized, the benefits begin immediately. 

It is very important that you tell your supervisor immediately about any work-related 
injury or illness, regardless of how minor it might seem at the time. Prompt reporting 
helps to make sure that you qualify for coverage as quickly as possible and lets us 
investigate the matter promptly. 

 

305 Sick Leave and Personal Days Benefits 
Effective Date: 4/1/2003 
Revision Date:  11/1/2006 

NAWCC provides paid sick leave benefits to eligible employees who are temporarily 
absent due to illness or injury. Employees in the following employment classifications 
are eligible for sick leave: 
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   Regular full-time employees  

Eligible employees will receive 78 hours on the first day of each year to use for illness 
and 16 hours to be used for  personal reasons. You may not take less than one hour at 
a time. Give your supervisor advanced notice, if possible. Each request will be reviewed 
based on a number of factors, including our business needs and staffing requirements. 

New employees who start during the year are provided one sick day and 2 hours of 
personal leave for each month worked.  

If you cannot report to work because of an illness or injury, you should notify your 
supervisor before the scheduled start of your workday, if possible. Your supervisor must 
also be contacted on each additional day of absence.  Your supervisor may require a 
doctor’s “return to work” at anytime.  All employees will need a doctor’s “return to work” 
after three (3) days. 

Your sick leave and personal days benefits will be calculated based on your base pay 
rate at the time of your absence. Benefits do not include any special forms of 
compensation. 

Unused sick leave benefits will be allowed to accumulate until you have accrued 500 
hours of sick leave. If your unused sick leave reaches this maximum, you will 
temporarily stop accruing sick leave. When you start using sick leave again and the total 
accrued sick leave falls below 500 hours, you will start accruing sick leave again. 

Sick leave and personal days benefits are meant to provide income protection in case it 
is necessary for you to be unexpectedly absent from work. You will be allowed to 
accumulate unused sick leave benefits while you are employed and use these benefits 
in the future.  You will be paid for four weeks of unused sick leave benefits when your 
employment terminates. 

Short Term Disability benefits pay 60% of your wages after seven (7) consecutive 
calendar days of illness.  The balance of unused or accrued leave will be used to pay 
the remaining 40% until the balances have been used. 

The use of more than three (3) consecutive days of sick leave requires a doctor’s 
statement.  Absences of more than ten (10) days require a doctor statement allowing a 
return to work. 
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306 Bereavement Leave 
Effective Date: 4/1/2003 
Revision Date: 11/1/2006 

NAWCC provides bereavement leave to employees who need to take time off because 
an immediate family member died. To ask for bereavement leave, see your supervisor.  

Employees in the following employment classifications are eligible for up to 3 days of 
bereavement leave with pay: 

  Regular full-time employees 

While you are on a paid bereavement leave, you will get your base pay rate. 

We normally will give you bereavement leave unless there are business reasons that 
require you be at work. With your supervisor's approval, you can use any available paid 
leave benefits you have, such as vacation, if you need more time off. 

For bereavement leave, "immediate family" means your spouse, parent, child, in-laws, 
siblings, grandparent, grandchild, or others approved by the Executive Director. 

 

307 Jury Duty 
Effective Date: 4/1/2003 
Revision Date:  

NAWCC encourages you to fulfill your civic responsibilities by serving jury duty if you 
get a summons. Employees with 90 calendar days of service in an eligible classification 
may request up to 1 week of paid jury duty leave over any 1 year period. 

If you are eligible for jury duty, you will be paid at your base rate of pay for the number 
of hours you would normally have worked that day. Employees in the following 
classifications are eligible for paid jury duty leave: 

  Regular full-time employees 

If you stay on jury duty longer than paid jury duty allows, you may use any available 
paid time off benefits you have, such as vacation, to be paid for the unpaid jury duty 
leave. 
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If you get a jury duty summons, show it to your supervisor as soon as possible. This will 
help us plan for your possible absence from work. We expect you to come to work 
whenever the court schedule permits. 

Either you or NAWCC may ask the court to excuse you from jury duty if necessary. We 
may ask that you be relieved from going on jury duty if we think that your absence 
would cause serious operational problems for NAWCC.  

Subject to the terms, conditions, and limitations of the applicable plans, NAWCC will 
continue to provide health insurance benefits for the full period of unpaid jury duty leave. 

 

308 Benefits Continuation (COBRA) 
Effective Date: 4/1/2003 
Revision Date:  

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) helps 
employees and their dependents to continue their health insurance even if they are no 
longer eligible under our health plan. 

There are strict rules about when you can use COBRA. COBRA lets an eligible 
employee and dependents choose to continue their health insurance when a "qualifying 
event" happens. Qualifying events include the employee's resignation, termination, 
leave of absence, shorter work hours, divorce, legal separation, or death. Another 
qualifying event is when a dependent child stops being eligible for coverage under your 
health insurance. 

If you continue your insurance under COBRA, you will pay the full cost of the insurance 
at NAWCC's group rates plus an administration fee. When you become eligible for our 
health insurance plan, we will give you a written notice describing your COBRA rights. 
Because the notice contains important information about your rights and what to do if 
you need COBRA, be sure to read it carefully. 
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309 Health Insurance 
Effective Date: 4/1/2003 
Revision Date:  

Our health insurance plan offers vision, medical and dental benefits to eligible 
employees. Employees in the following employment classifications are eligible to enroll 
in the health insurance plan: 

  Regular full-time employees  

The eligible employees can enroll in the health insurance plan subject to the terms and 
conditions of the agreement between NAWCC and its insurance carrier after the 
employee has completed 30 days of employment.  

If you are enrolled in the health insurance plan and change to an employment 
classification that would make you no longer eligible, you may be able to continue your 
health care benefits under the Consolidated Omnibus Budget Reconciliation Act 
(COBRA). See the Benefits Continuation (COBRA) Policy in this handbook for more 
information. 

There are more details about our health insurance plan in the Summary Plan 
Description (SPD). When you become eligible for health insurance, you will receive an 
SPD and rate information. If you have questions about our health insurance plan, 
contact your supervisor for more information. 

The employee may purchase coverage for insurance approved dependents through the 
association carrier. 

 

310 Life Insurance 
Effective Date: 4/1/2003 
Revision Date:  

NAWCC offers a basic life insurance plan for eligible employees. 

Employees in the following employment classifications are eligible to enroll in the life 
insurance plan: 

  Regular full-time employees  
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The eligible employees may participate in the life insurance plan subject to the terms 
and conditions of the agreement between NAWCC and its insurance carrier. 

There are more details about our basic life insurance plan in the Summary Plan 
Description. If you have questions about our life insurance plan, contact your supervisor 
for more information. 

 

311 Short-Term Disability 
Effective Date: 4/1/2003 
Revision Date:  

NAWCC has a short-term disability (STD) benefits program for eligible employees. STD 
benefits are paid to eligible employees who cannot work because of qualifying disability 
conditions caused by an injury or illness. 

Employees in the following employment classifications are eligible for the STD plan: 

   Regular full-time employees  

Eligible employees may participate in the STD plan subject to the terms and conditions 
of the agreement between NAWCC and its insurance carrier. If the disability comes 
from being pregnant or a pregnancy-related illness, it will be treated the same as any 
other illness that prevents an employee from working.  

If the disability is covered by workers' compensation, it is not covered by the STD plan. 

Under the current plan, employees will receive payment after 7 consecutive calendar 
days of illness. There are more details in the STD Summary Plan Description including 
how much can be paid and when, the limits, the restrictions, and what is not covered. If 
you have questions about STD benefits, contact your supervisor for more information. 

 

312 Long-Term Disability 
Effective Date: 11/1/2006 
Revision Date:  

NAWCC has a long-term disability (LTD) benefits program for eligible employees. LTD 
benefits are paid to eligible employees who cannot work because of qualifying disability 
conditions caused by an injury or illness. 
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Employees in the following employment classifications are eligible for the LTD plan: 

   Regular full-time employees  

Eligible employees may participate in the LTD plan subject to the terms and conditions 
of the agreement between NAWCC and its insurance carrier.  

If the disability is covered by workers' compensation, it is not covered by the LTD plan. 

Under the current plan, employees will receive payment of 60% of their current salary 
after 180 consecutive calendar days of illness during a 360 day period. The LTD 
payments will continue until the employees normal retirement age of 65 or in some 
cases longer provided the employee does not return to work or accept other full or part 
time employment.  There are more details in the LTD Summary Plan Description 
including how much can be paid and when, the limits, the restrictions, and what is not 
covered. If you have questions about LTD benefits, contact your supervisor for more 
information. 

 

313 401(k) Savings Plan 
Effective Date: 4/1/2003 
Revision Date:  

NAWCC offers a 401(k) savings plan to help eligible employees save for the future and 
their retirement years. 

To be eligible to join our 401(k) savings plan, you must have completed 6 months of 
service and be 21 years of age or older. You may join the plan only during open 
enrollment periods. When you are eligible, you may participate in the 401(k) plan 
subject to all the terms and conditions of the plan. 

You choose how much salary you wish to contribute to the 401(k) plan. You also will 
choose how your plan account should be invested. 

Your 401(k) contribution is taken from your pay before the federal and state taxes are 
calculated for your paycheck. That means that you will pay lower taxes now while you 
are contributing the 401(k) plan. Your 401(k) account will be taxed when you take 
money out of it in the future. 

There are more details about our 401(k) savings plan in the Summary Plan Description. 
If you have questions about the 401(k) plan, contact your supervisor for more 
information. 
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314 Other Benefits 
Effective Date: 4/1/2003 
Revision Date:  

The employee discount for gift shop merchandise will be 20% with a 30% discount on 
apparel.  Some restrictions apply.  The discount may not bring final price below cost. 

Full and part time employees may become “Family” members of the NAWCC by paying 
the appropriate dues. 

Employees and Volunteers will receive five (5) complementary Museum admission 
passes per year. 

Employees may rent the facilities for personal functions at non-profit rates. 

There will be three social functions per year.  There will be a volunteer dinner in the 
headquarters building to which volunteers may bring a guest, an employee Holiday 
lunch in the headquarters building, and a volunteer and employee picnic during the 
summer.  The events will be catered at the expense of the NAWCC with volunteers and 
employees bringing a desert if desired.  

 
315 Educational Support  
Effective Date: 11/6/2006 
Revision Date:  

Employees will be given time off with pay to take advantage of educational opportunities 
if approved by the Executive Director.  Fees will also be paid when approved. 

 

316 Maternity Leave 
Effective Date: 11/1/2006 
Revision Date:  

NAWCC provides maternity leave not associated with illness.  It consists of time off without pay of two 
weeks or such longer time as may be established by US Government regulation. 
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401 Timekeeping 
Effective Date: 4/1/2003 
Revision Date: 11/1/2006 

Exempt employees must record the time worked each day on the form supplied.  
Overtime hours while not paid should be reported.  Unpaid overtime will be reported to 
the board quarterly. 

Nonexempt employees are responsible for accurately recording the hours they work. 
The law requires NAWCC to keep accurate records of "time worked" in order to 
correctly calculate employee pay and benefits. "Time worked" means all the time that 
nonexempt employees spend performing their assigned work. 

If you are a nonexempt employee, you must accurately record the time you start and 
stop work, when you start and end any meal periods or split shifts, and when you leave 
the workplace for personal reasons. Before you work any overtime, you must always get 
advance approval. 

Falsifying time records is a serious matter. You may not change time after it is already 
recorded, enter a false time on purpose, tamper with time records, or record other 
employees' time for them. If you do any of these actions, you may be subject to 
disciplinary action, up to and including termination.  

You must have your supervisor’s approval to work any unscheduled time. 

 

402 Paydays 
Effective Date: 4/1/2003 
Revision Date: 11/1/2006 

All employees are paid biweekly on every other Wednesday. Each paycheck includes 
pay for all work performed through the end of the previous payroll period.  

If a payday falls on a holiday, you will be paid on the last workday before that payday.  

If holidays fall during a payroll week, the payday will be postponed to the third working 
day of that week. 

If you are going to be on vacation on a payday, you can get your earned pay before you 
leave. You must first ask your supervisor in writing at least two weeks before you leave.  

Deleted: one 
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If an employee uses direct deposit, payday will be postponed accordingly. 

NAWCC has a direct deposit program. Direct deposit means that we will deposit your 
pay directly into your bank account if you authorize it. On paydays, instead a check, you 
will get a statement explaining how much you were paid and all the details. 

 

403 Employment Termination 
Effective Date: 4/1/2003 
Revision Date: 11/1/2006 

There can be many reasons why employment may terminate. The following are some of 
the most common reasons for termination of employment: 

   Resignation - voluntary employment termination initiated by an 

employee.  

  Discharge - involuntary employment termination initiated by the 

organization.  

  Layoff - involuntary employment termination initiated by the 

organization for non-disciplinary reasons.  

  Retirement - voluntary employment termination initiated by the 

employee meeting age, length of service, and any other criteria for 

retirement from the organization.  

We will usually schedule an exit interview if you terminate. At the exit interview, we can 
go over such topics as your benefits, benefits conversion rights, repayment of any 
outstanding debt to NAWCC, or return of NAWCC-owned property. You may also make 
suggestions or complaints and ask questions at the exit interview.  

Since your employment with NAWCC is voluntary and at will, you may terminate your 
employment at any time, by written notice, with or without cause or advance notice. 
Likewise, NAWCC may terminate your employment at any time, with or without cause or 
advance notice. Rarely, an employment contract may alter this aspect of the termination 
process. 

Your benefits are affected by termination in several ways. All accrued, vested benefits 
that are due and payable at termination will be paid out during normal business 
processing. You may be allowed to continue some benefits by paying for them yourself. 
You will be notified in writing about which benefits you can continue and the limitations 
and details of how to continue them. 
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404 Administrative Pay Corrections 
Effective Date: 4/1/2003 
Revision Date:  

NAWCC tries to make sure that you are paid correctly and on scheduled paydays. In 
case you find a mistake in your pay, tell the Payroll Manager immediately so that the 
error can be corrected as quickly as possible. 

 

405 Pay Deductions and Setoffs 
Effective Date: 4/1/2003 
Revision Date:  

Laws require NAWCC to take deductions from your pay. Deductions are money taken 
from your pay for certain things such as federal, state, and local taxes. The law also 
requires us to deduct Social Security taxes from your pay. We must deduct up to a 
certain amount called the Social Security "wage base." We also contribute to your 
Social Security. We pay the same amount of Social Security tax to the government as 
we deduct from your pay.  

NAWCC also offers programs and benefits to eligible employees that are not required 
by law. You may ask us to deduct money from your pay to cover your payment for these 
programs.  

If you want to know why money was deducted from your paycheck or how your pay is 
calculated, see your supervisor or the Payroll Manager. 

 

501 Work Schedules 
Effective Date: 4/1/2003 
Revision Date: 11/1/2006 

The NAWCC offices shall be open and staffed Monday through Thursday from 8:00 
a.m. to 5:00 p.m. and Friday from 8:00 a.m. to 4:00 p.m.  

The Museum shall be opened Tuesday through Saturday, from 10:00 a.m. to 5:00 p.m., 
Sunday  from 12:00 p.m. to 4:00 p.m. April through November and will close Sundays 
and at 4:00 p.m. on remaining days December through March. 

Deleted:  Thursday
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Periodically the Museum will be open for special occasions. 

The school will normally be open from 8:00 a.m. until 4:30 p.m. on weekdays.  
Occasionally classes will be held during the weekend or evening. 

The Library is open Monday through Thursday from 9:00 a.m. until 5:00 p.m.  Friday it is 
open from 9:00 a.m. until 4:30 p.m. and Saturday from 12:00 p.m. until 4:00 p.m.  

Your supervisor will tell you what time your work schedule will normally start and end. 
Our staffing needs and work demands may require that we change the starting and 
ending times of work schedules. We may also need to change the number of work 
hours that are scheduled each day and week.  

Flexible scheduling, or flextime, is available to some employees. Flextime lets you vary 
the times you start and end work each day within certain time limits. To have flextime, 
you and your supervisor must agree on the schedule together. Before we can approve 
flextime, we will also look at our staffing needs, your performance, and the needs of 
your job. If you are interested in flextime, talk with your supervisor. 

Flextime can also be used to adjust your scheduled work week when you are working 
outside the normal in the local area. 

 

502 Use of Tobacco Products 
Effective Date: 4/1/2003 
Revision Date:  

NAWCC prohibits smoking and use of tobacco products throughout the workplace and 
museum. 

This policy applies equally to all employees as well as to our visitors. 

 

503 Overtime 
Effective Date: 4/1/2003 
Revision Date:  

There may be times when NAWCC cannot meet its operating requirements or other 
needs during regular working hours. If this happens, we may give employees the 
opportunity to work overtime. 
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It is our policy that no overtime can be worked without the approval and authorization of 
the supervisor. We try to distribute overtime assignments fairly among all employees 
who are qualified to perform the required work. 

Nonexempt employees will receive overtime pay, for hours worked in excess of 78 
hours per pay period, in accordance with the federal and state wage and hour laws. 
Overtime pay is based on the actual hours worked. Benefits such as paid time off, 
vacation, and other paid or unpaid leaves of absence are considered hours worked 
when calculating overtime pay.  

If you do not work scheduled overtime or if you work overtime without first getting your 
supervisor's approval, you may be subject to disciplinary action, up to and including 
possible termination of employment. 

 

504 Emergency Closings 
Effective Date: 4/1/2003 
Revision Date:  

There may be times when emergencies, such as severe weather, fires, or power 
failures disrupt normal business operations at NAWCC. We may even have to close the 
facility. 

When we are officially closed due to emergency conditions, you will not be paid for the 
time off. However, you may request to use any available paid time off you have, such as 
vacation. 

 

505 Business Travel Expenses 
Effective Date: 4/1/2003 
Revision Date: 11/1/2006 

We will reimburse you for reasonable business travel expenses if the Executive Director 
approves the travel in advance in writing.  Use the applicable form for requests. After a 
trip is approved, you are responsible for making your own travel arrangements.  
Traveling companions expenses are not reimbursable, unless prior approval is granted. 

We reimburse approved travel expenses such as travel, meals, lodging, and other 
expenses as long as they were necessary to meet the objectives of the trip. You are 
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expected to keep expenses within reasonable limits.  Meals in excess of $25.00 per day 
require receipts. 

If you are involved in an accident while on business travel, immediately report the 
accident to your supervisor. If you use a vehicle leased or rented by NAWCC, you will 
not be reimbursed for that vehicle for personal reasons unless you get advance 
approval. 

Employees submitting a travel request must include, or have on file with the Controller, 
a machine copy of a valid driver’s license and proof of insurance when mileage or 
vehicle rental expenses will be incurred. 

When a business trip is over, submit your completed travel expense report within 10 
days. With your expense report, you must also submit receipts for every expense item 
over $20.00. 

See your supervisor for help and questions about business travel, expense reports, or 
any other travel issues. 

It is a very serious matter if you record false or misleading information on your expense 
report. You may not request reimbursement for expenses that you did not have or that 
were not business-related. Employees who do not follow this business travel policy 
could be subject to disciplinary action, up to and including termination of employment. 

Employees who use their own vehicle for NAWCC business shall be reimbursed at the 
current IRS mileage allowance. 

 

506 Computer Usage 
Effective Date: 4/1/2003 
Revision Date: 10/19/04 

To help you do your job, NAWCC may give you access to computers, computer files, 
the email system, and software. You should not use a password, access a file, or 
retrieve any stored communication without authorization. To make sure that all 
employees follow this policy, we may monitor computer usage. 

We try hard to have a workplace that is free of harassment and sensitive to the diversity 
of our employees. Therefore, we do not allow employees to use computers and email in 
ways that are disruptive, offensive to others, or harmful to morale. 

NAWCC buys and licenses computer software for business purposes. We do not own 
the copyright to this software or its documentation. Unless the software developer 
authorizes us, we do not have the right to use the software on more than one computer. 
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You may only use software on local area networks or on multiple machines according to 
the software license agreement. NAWCC prohibits the illegal duplication of software and 
its documentation. 

If you know about any violations to this policy, notify your supervisor, the MIS Manager 
or any member of management. Employees who violate this policy are subject to 
disciplinary action, up to and including termination of employment. 

 

507 Internet & Email Usage 
Effective Date: 4/1/2003 
Revision Date: 10/01/04 

Any connection between the NAWCC network and the Internet presents the opportunity 
for non-NAWCC employees to attempt to access our systems and information. It is 
therefore extremely important that such a connection is secure, controlled, and 
monitored. It is also important that employees use the Internet to increase productivity 
rather than for non-business purposes that may adversely affect the responsiveness of 
critical business systems on the network. 

No connection to the Internet is permitted except via the firewall (e.g., no dial-up 
connections to ISPs) and any use not expressly permitted is prohibited.  

E-mail resembles speech in its speed and lack of formality. Unlike speech, e-mail 
leaves a record that is often retrievable even after the sender and recipient delete it.  

If you would not want your mother to read your message on the front page of the Los 
Angeles Times, do not send it by e-mail. 

No Privacy  

The NAWCC provides computers with email and Internet connections to further its 
business interests. You should use those facilities only for NAWCC business. The 
NAWCC has the right, but not the duty, to monitor all communications and downloads 
that pass through its facilities, at its sole discretion. Any information retained on the 
NAWCC’s facilities may be disclosed to outside parties or to law enforcement 
authorities.   

Improper Activities 

You may not disseminate or knowingly receive harassing, sexually explicit, threatening 
or illegal information by use of the NAWCC’s facilities, including offensive jokes or 
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cartoons. You may not use the NAWCC’s facilities for personal or commercial 
advertisements, solicitations or promotions. 

E-Mail/Internet policy  
You may not download, install or use any software obtained over the Internet. This 
includes software demos, screen savers, music files, videos, and desktop backgrounds. 
All files and software must be approved by the IS department or the Executive Director. 
After approval the IS department will download and install needed files or software to 
your computer for you. We will not download or use material from the Internet or 
elsewhere in violation of software licenses, or the copyright trademark and patent laws. 
Files will be downloaded only from trusted, major commercial sites. A copy of all 
software downloaded from the Internet will be copied to a disk and placed in your PC 
folder. All software will be kept in a locked file in the computer room. Only the software 
found in this folder will be allowed on your PC. 

The NAWCC strongly discourages storage of large numbers of e-mail messages. As a 
general rule, you should promptly delete each e-mail message that you receive after 
you have read it. If you need to keep a message for longer than a week, save it to your 
hard disk, or print it out and save the paper copy. 

This policy applies to any and all forms of use of the Internet and e-mail used within the 
NAWCC and e-mail used conjointly with the Internet, and does not supersede any state 
or federal laws, nor any other company policies regarding confidentiality, information 
dissemination, or standards of conduct. Generally, the Internet and e-mail should be 
used only for legitimate company business; however, brief and occasional e-mail 
messages of a personal nature may be sent and received if the following conditions are 
met: 

 

GENERAL GUIDELINES: 

 Sending and receiving email messages with attachments with a file 
size less than 2MB for business purposes is permitted. Publishing 
has a 5MB limit. 
  

 Sending and receiving short text messages with no attachments for 
non-business purposes is permitted. 
  

 Employees need to keep in mind that all e-mail and all Internet 
usage can be recorded and stored along with the source and 
destination.  
  

 Employees have no right to privacy with regard to Internet and e-
mail. Management has the ability and right to view employees' e-
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mail and Internet usage patterns.  
  

 Personal use of the Internet and email is a privilege, not a right. As 
such, use should be limited. The privilege may be revoked at any 
time and for any reason. Abuse of the privilege may result in 
appropriate disciplinary action.  
  

 Any user approved for Web access may connect to and view any 
Web page for well-defined business purposes. 
  

 The Internet path record and recorded e-mail messages are the 
property of the NAWCC.  
  

 Each employee using the Internet shall identify him/herself 
honestly, accurately, and completely (including one's company 
affiliation and function where requested) when providing such 
information.  
  

 Only those employees or officials who are expressly authorized to 
speak to the media or to the public on behalf of the NAWCC may 
represent the NAWCC within any news group. Other employees 
may participate in news groups in the course of business when 
relevant to their duties, but they should do so as individuals 
speaking for themselves and must include a disclaimer in their 
comments similar to the following:  
 
"This contains the thoughts and opinions of (employee name) 
and does not represent official NAWCC policy." 
 
This statement should also be used when an employee sends a 
personal e-mail if the content of the e-mail could be interpreted as 
an official company statement. Employees should be aware that 
when sending an e-mail message of a personal nature, there is 
always the danger of the employees' words being interpreted as 
official company policy or opinion 

RESTRICTIONS: 

 Forwarding email chain letters is not permitted. 
  

 Racist, sexist, threatening, or otherwise objectionable language is 
strictly prohibited.  
  

 Personal e-mail and Internet use should not cause the company to 
incur a direct cost in addition to the general overhead of e-mail and 
Internet connection. Consequently, employees, upon receiving 
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personal e-mail, should read it and delete it. Employees are not 
permitted to store or print personal Internet material.  
  

 Accessing, posting or sharing any racist, sexist, threatening, 
obscene or otherwise objectionable material (i.e., visual, textual, or 
auditory entity) is strictly prohibited.  
  

 The Internet and emails should not be used for any personal 
monetary interests or gain.  
  

 Employees should not subscribe to mailing lists or mail services 
strictly for personal use and should not participate in electronic 
discussion groups (i.e., list server, Usenet, news groups, chat 
rooms) for personal purposes.  
  

 Employees must not intentionally use the Internet facilities to 
disable, impair, or overload performance of any computer system or 
network, or to circumvent any system intended to protect the 
privacy or security of another user.  
  

 Installation of Web server software on any PC attached to the 
company network is strictly forbidden. 
  

 Connection to Web sites related to sex, illegal drugs, criminal skills, 
hate speech, online gambling, sports, entertainment, or job search. 

 

508 Workplace Violence Prevention 
Effective Date: 4/1/2003 
Revision Date:  

We are committed to preventing workplace violence and making NAWCC a safe place 
to work. This policy explains our guidelines for dealing with intimidation, harassment, 
violent acts, or threats of violence that might occur during business hours or on our 
premises at any time. 

You are expected to treat your co-workers, including supervisors and temporary 
employees, with courtesy and respect at all times. You should not fight, play tricks on 
others, or behave in any way that might be dangerous to other people. We do not allow 
firearms, weapons, and other dangerous or hazardous devices and substances on the 
premises of NAWCC without proper authorization. 

NAWCC does not allow behavior at any time that threatens, intimidates, bullies, or 
coerces another employee, a customer, or a member of the public. This includes off-
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duty periods. We do not permit any act of harassment, including harassment that is 
based on an individual's sex, race, age, or any characteristic protected by federal, state, 
or local law.  

You should immediately report a threat of violence or an act of violence by anyone to 
your supervisor or another member of management. If you report a threat of violence, 
give every detail you can. Be sure to immediately report any suspicious person or 
activities to a supervisor. Do not place yourself in danger. If you see or hear trouble or a 
disturbance near your work area, do not try to see what is happening or try to stop it. 

We will promptly and completely investigate all reports of violent acts or threats of 
violence. We will also promptly and completely investigate all suspicious people and 
activities. We will protect the identity of a person who makes a report when practical. 
Until we have investigated a report, we may suspend an employee, either with or 
without pay, if we think it is necessary for safety reasons or to do the investigation. 

If you commit a violent act, threaten violence, or violate these guidelines in another way, 
you will be subject to disciplinary action, up to and including termination of employment. 

If you are having a dispute with another employee, we encourage you to talk it over with 
your supervisor or the Executive Director. NAWCC wants to help you work out problems 
before they become more serious and possibly violent. We will not discipline you for 
bringing these types of problems to our attention. 

 
509 Pets in the Workplace  
Effective Date: 11/1/2006 
Revision Date:  

NAWCC prohibits pets of any kind in the workplace.  Animals required for medical 
reasons are allowed. 

 

601 Medical Leave 
Effective Date: 4/1/2003 
Revision Date:  

NAWCC provides unpaid medical leaves of absence to eligible employees who become 
temporarily unable to work due to a serious health condition or disability. For medical 
leave purposes, a serious health condition or disability includes inpatient care in a 
hospital, hospice, or residential medical care facility. It also includes continuing 
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treatment by a health care provider in your home. It also includes temporary disabilities 
associated with pregnancy, childbirth, and related medical conditions. 

Employees in the following employment classifications are eligible to request medical 
leave: 

  Regular full-time employees  

Eligible employees may request medical leave only after they have completed 90 
calendar days of service. To accommodate disabilities, we may make exceptions to the 
90 days rule. If you think you will need a medical leave, give your request to your 
supervisor at least 30 days before the leave would start. This will help us plan for your 
possible absence. If it is an unexpected situation, make your request as soon as 
possible. 

We require a health care provider's statement verifying that you need a medical leave, 
when the leave would start and the expected end dates. You are responsible for telling 
us if that information changes later. Before you can return to work, we will require 
verification from a health care provider that says you are fit to return. 

Unpaid medical leaves are normally for the period of the disability, up to a maximum of 
12 weeks within any 12-month period. The 12-week maximum applies to any 
combination of both medical leave and family leave during any 12-month period. If you 
need more time, we will also consider a request for extension. Before beginning an 
unpaid medical leave, you must first use any available paid leave you may have, such 
as vacation or sick benefits. 

If you sustain a work-related injury, you are eligible for a medical leave for the period of 
disability in accordance with the laws covering occupational disabilities.  

Subject to the terms, conditions, and limitations of the applicable plans, NAWCC will 
continue to provide your health insurance benefits for the full period of an approved 
medical leave.  

Please give us at least two weeks advance notice before you plan to return. When you 
return from medical leave, you will go back to the same job if it is still available. If that 
job is no longer available, we will place you in an equivalent job that you are qualified 
for. 

If you do not come back to work promptly at the end of a medical leave, we will assume 
that you have resigned. 
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602 Military Leave 
Effective Date: 4/1/2003 
Revision Date:  

NAWCC will grant a military leave of absence if you are absent from work because you 
are serving in the U.S. uniformed services in accordance with the Uniformed Services 
Employment and Reemployment Rights Act (USERRA). You must give your supervisor 
advance notice of upcoming military service, unless military necessity prevents advance 
notice or it is otherwise impossible or unreasonable. 

You will not be paid for military leave. However, you may use any available earned paid 
time off, such as vacation or sick leave, to help pay for the leave. 

If you are on military leave for up to 30 days, you must return to work on the first 
regularly scheduled work period after your service ends (allowing for reasonable travel 
time). If you are on military leave for more than 30 days, you must apply for 
reinstatement in accordance with USERRA and applicable state laws. 

When you return from military leave (depending on the length of your military service in 
accordance with USERRA), you will be placed either in the position you would have 
attained if you had stayed continuously employed or in a comparable position. For the 
purpose of determining benefits that are based on length of service, you will be treated 
as if you had been continuously employed. 

If you have questions about military leave, contact your supervisor for more information. 

 

701 Employee Conduct and Work Rules 
Effective Date: 4/1/2003 
Revision Date:  

We expect you to follow certain work rules and conduct yourself in ways that protect the 
interests and safety of all employees and NAWCC. 

While it is impossible to list every action that is unacceptable conduct, the following 
gives some examples. Employees who break work rules such as these may be subject 
to disciplinary action, up to and including termination of employment: 

  Theft or inappropriate removal or possession of property  

   Falsification of timekeeping records  
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  Working under the influence of alcohol or illegal drugs  

  Possession, distribution, sale, transfer, or use of alcohol or illegal 

drugs in the workplace, while on duty, or while operating employer-

owned vehicles or equipment  

  Fighting or threatening violence in the workplace  

   Negligence or improper conduct leading to damage of employer-

owned or customer-owned property  

  Insubordination or other disrespectful conduct  

  Violation of safety or health rules  

  Sexual or other unlawful or unwelcome harassment  

  Possession of dangerous or unauthorized materials, such as 

explosives or firearms, in the workplace 

  Excessive absenteeism or any absence without notice  

  Unauthorized absence from work station during the work day  

  Unauthorized use of telephones, mail system, or other employer-

owned equipment  

  Violation of personnel policies  

  Unsatisfactory performance or conduct  

Since your employment with NAWCC is voluntary and at will, you may terminate your 
employment at any time you want, with or without cause or advance notice. Likewise, 
NAWCC may terminate your employment at any time, with or without cause or advance 
notice. 

 

702 Drug and Alcohol Use 
Effective Date: 4/1/2003 
Revision Date:  

NAWCC considers alcoholism and drug addiction to be medical problems and treats 
them as such.  Employees who suspect that they have an alcohol or drug abuse 
problem may consult with their supervisor.  Employees may be required to use 
substance abuse care from health program.  Employees seeking in-patient rehabilitation 
may use sick days or medical leave to cover their treatment stay.  
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NAWCC is committed to being a drug-free, healthful, and safe workplace. You are 
required to come to work in a mental and physical condition that will allow you to 
perform your job satisfactorily. 

NAWCC employees may not use, possess, distribute, sell, or be under the influence of 
alcohol or illegal drugs while on NAWCC premises or while conducting any business-
related activity away from NAWCC premises. You may use legally prescribed drugs on 
the job only if they do not impair your ability to perform the essential functions of your 
job effectively and safely without endangering yourself or others. 

If you violate this policy, it may lead to disciplinary action, up to and including immediate 
termination. 

 

703 Sexual and Other Unlawful Harassment 
Effective Date: 4/1/2003 
Revision Date:  

NAWCC is committed to providing a work environment that is free from all forms of 
discrimination and conduct that can be considered harassing, coercive, or disruptive, 
including sexual harassment. NAWCC will not tolerate any actions, words, jokes, or 
comments based on a person's sex, race, color, national origin, age, religion, disability, 
or any other legally protected characteristic. 

Sexual harassment is defined as unwanted sexual advances, or visual, verbal, or 
physical conduct of a sexual nature. This definition includes many forms of offensive 
behavior and includes gender-based harassment of a person of the same sex as the 
harasser. The following is a partial list of sexual harassment examples: 

  Unwanted sexual advances. 

  Offering employment benefits in exchange for sexual favors. 

  Making or threatening reprisals after a negative response to sexual 

advances. 

  Visual conduct that includes leering, making sexual gestures, or 

displaying of sexually suggestive objects or pictures, cartoons or 

posters. 

  Verbal conduct that includes making or using derogatory comments, 

epithets, slurs, or jokes. 
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  Verbal sexual advances or propositions. 

  Verbal abuse of a sexual nature, graphic verbal commentaries about 

an individual's body, sexually degrading words used to describe an 

individual, or suggestive or obscene letters, notes, or invitations. 

  Physical conduct that includes touching, assaulting, or impeding or 

blocking movements. 

Unwelcome sexual advances (either verbal or physical), requests for sexual favors, and 
other verbal or physical conduct of a sexual nature constitute sexual harassment when: 
(1) submission to such conduct is made either explicitly or implicitly a term or condition 
of employment; (2) submission or rejection of the conduct is used as a basis for making 
employment decisions; or, (3) the conduct has the purpose or effect of interfering with 
work performance or creating an intimidating, hostile, or offensive work environment. 

If you experience or witness sexual or other unlawful harassment at work, report it 
immediately to your supervisor. If your supervisor is unavailable or you believe it would 
be inappropriate to discuss it with your supervisor, you should immediately contact the 
Executive Director or any other member of management.  

All allegations of sexual harassment will be quickly and discreetly investigated. To the 
extent possible, your confidentiality and the confidentiality of any witnesses and the 
alleged harasser will be protected against unnecessary disclosure. When the 
investigation is completed, you will be informed of the outcome of the investigation. 

Any supervisor or manager who becomes aware of possible sexual or other unlawful 
harassment must immediately advise the Executive Director or any member of 
management so it can be investigated in a timely and confidential manner. Any 
employee who engages in sexual or other unlawful harassment will be subject to 
disciplinary action, up to and including termination of employment. 

 

704 Personal Appearance 
Effective Date: 4/1/2003 
Revision Date:  

Personal appearance means how you dress, how neat you are, and your personal 
cleanliness standards. Your personal appearance can influence what co-workers and 
museum visitors think about NAWCC. Personal appearance can also impact the morale 
of your co-workers. 
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During business hours or whenever you represent NAWCC, you should be clean, well 
groomed, and wear appropriate clothes. This is particularly important if your job involves 
dealing with customers or visitors in person. 

 

705 Resignation 
Effective Date: 4/1/2003 
Revision Date:  

Resignation means that you voluntarily terminate your employment at NAWCC. If you 
decide to resign, we would like you to tell us in writing at least 2 weeks before the date 
you will leave. Although advance notice is not required, you will be helping your co-
workers because there will be more time to reassign work and replace you if necessary.  

Before an employee leaves, we will schedule an exit interview. The exit interview helps 
us to understand why the employee is resigning. We can also talk about the changes to 
your benefits. 

 

706 Solicitation 
Effective Date: 4/1/2003 
Revision Date:  

NAWCC does not allow people who are not employees to solicit or distribute literature in 
the workplace at any time for any reason. 

We realize that many employees participate in events and organizations outside work. 
However, during working time, employees may not solicit for these activities or distribute 
information about them. Working time does not include lunch periods, or any time when 
you are not scheduled to be working.  

We also limit what types of information are posted on our bulletin boards. We display 
information on NAWCC bulletin boards that we think is important to employees such as: 

  Affirmative Action statement 

  Employee announcements 

  Internal memoranda 

  Job openings 

  Organization announcements 
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  Payday notice 

  Workers' compensation insurance information 

  State disability insurance/unemployment insurance information 

If you want to post something on a bulletin board, first give it to the Executive Director 
for approval. 

 

707 Problem Resolution 
Effective Date: 4/1/2003 
Revision Date:  

NAWCC encourages an open and frank atmosphere in which any problem, complaint, 
suggestion, or question receives a timely response from NAWCC supervisors and 
management. 

NAWCC tries hard to ensure fair and honest treatment of all employees. We expect 
supervisors, managers, and employees to treat each other with mutual respect. We 
encourage employees to give positive and constructive criticism to each other. 

 

708 Workplace Etiquette 
Effective Date: 4/1/2003 
Revision Date:  

NAWCC can be a better place to work when all employees show respect and courtesy 
to each other. Sometimes there are problems when employees do not realize that they 
are bothering or annoying other people. If this happens to you, you should first try to 
solve the problem by politely telling your co-worker what is bothering you. 

In most cases, if you use common sense, the problem can be fixed. We encourage you 
to keep an open mind. If another employee tells you about something that you are doing 
that makes it hard for that person to work, try to understand the other person's point of 
view. 

The following are some guidelines and suggestions for how to be considerate of others 
at work. You will not necessarily be disciplined if you do not follow these suggestions, 
but the guidelines will help you get along with others. If you have comments or 
suggestions about workplace etiquette, contact the Office Manager. 
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  Avoid public accusations or criticisms of other employees. Address 

such issues privately with those involved or your supervisor.  

  Refrain from using inappropriate language (swearing) that others may 

over hear.  

  Avoid discussions of your personal life/issues in public conversations 

that can be easily overheard.  

 
 

801 Appeals  
Effective Date: 11/1/2006 
Revision Date:  

Employees who feel that the rules of this handbook are not being properly followed may 
appeal for relief to the Board of Directors. Such appeals must be in writing with a copy 
to the Executive Director. 
 
 
 
 
 
 
 
 
 


