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Introduction 
This guide is designed to provide an overview of certain administrative policies and procedures 
at the Institute and seeks to provide an understanding of the workings of the Institute and the 
role of each Institute community member.  Support of these policies by all members will help us 
achieve our goals as an organization. All members of the Institute community are encouraged 
to familiarize themselves with these policies and procedures so our work environment may be 
as pleasant, productive, and equitable as possible. Observance of these policies is considered a 
key responsibility of all Institute personnel, including Faculty, Staff, administrators and 
supervisors. 
 
The guide describes our policies and procedures as they exist today.  As the Institute evolves, 
the guide will change accordingly. The Institute reserves the right to change, rescind or add to 
any policies or procedures at its discretion, with or without prior notice -- except for its policy of 
at-will employment and those policies required by law. It is not intended to create contractual 
or other legal obligations, for either Faculty and Staff the Institute or its members. 
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Classification of Temporary Workers as Employees or Contractors 
When a department requests temporary help, the classification of the temporary workers 
providing the services must be determined. Typically such workers fit into one of the following 
three categories: 

1. Temporary employee of the Institute:  An individual who is hired to fill an occasional or 
seasonal position on a part-time or full-time basis and is paid a wage by the Institute. 

2. Employee of a temporary agency who is assigned to the Institute:  In this situation, the 
temporary employee is an employee of a temporary agency, is paid a wage by the agency, 
and is assigned by the agency to work for a specified period at the Institute. 

3. Independent contractor:  This is an individual who provides contract services to the Institute 
and is paid a contract fee by the Institute through Accounts Payable.  

There is no single definition of a contractor or an employee.  A number of federal and state 
statutes, as well as precedents of case law including the Internal Revenue Code, Fair Labor 
Standards Act, and United States Citizenship and Immigration Services regulations determine 
such classifications.  In general, an employee is distinguished from a contractor by the 
employer’s right to direct and control both the way the employee performs the work and the 
result(s) of that work. The IRS has identified 20 factors for consideration in this analysis. No one 
factor is considered to be more important than any other, and a worker does not need to 
display all 20 factors to be considered an employee.  Consistency in the application of these 
factors is required by the IRS: 

1. Instructions:  
If a worker is required to follow the company's instructions about when, where, and how 
s/he is to work, employee status may exist.  

2. Training:  
If the worker is required to undergo company training to any significant extent, employee 
status may exist.  

3. Integration:  
If the worker's services are integrated into a company's operations in a way that suggests 
the worker is subject to the direction and control of the company, employee status may 
exist.  

4. Services rendered personally:  
A requirement that services must be rendered personally by the worker implies that the 
company is interested in the methods used to complete the work and the results, indicating 
employee status may exist.  

5. Assistants:  
If the company hires, supervises, and pays assistants for the worker, then employee status 
may exist. If, on the other hand, one worker hires, supervises, and pays the other assistants 
pursuant to a contract by which the worker agrees to provide materials and labor, 
contractor status may exist.  
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6. Continuing relationship:  
An ongoing relationship between a worker and company suggests employee status, even if 
the work is not continuous and may even be irregular. 

7. Set hours of work:  
If the company establishes fixed working hours, this implies control over the worker, 
signaling that employee status may exist.  

8. Full-time work:  
If the worker must devote full time to the company and is therefore restricted from doing 
other gainful work, employee status may exist.  

9. Work location:  
If work is performed on the company's premises, especially if the work could be performed 
elsewhere, employee status may exist.  

10. Order or sequence of work:  
If the work must be performed in an order or sequence established by the company, and 
the worker is not free to follow his or her own pattern of work, then employee status may 
exist.  

11. Reporting:  
If the worker is required to submit regular oral or written reports to the company instead of 
simply achieving the results, employee status may exist.  

12. Payment for services:  
Payment by the hour, day, week or month generally implies an employer-employee 
relationship. Payment by the job or straight commission implies that the worker is more 
likely a contractor.  

13. Payment of expenses:  
If the company pays the travel or business expenses of the worker, employee status may 
exist.  

14. Furnishing tools and materials:  
If the company supplies tools, materials, or other equipment, employee status may exist.  

15. Significant investment:  
If the worker does not invest in the facilities used by the worker, employee status may exist. 
If the worker makes significant investment in the facilities used, contractor status typically 
exists. (Areas that are often scrutinized are home offices and equipment.)  

16. Profit or Loss:  
A person who usually does not realize a direct profit or loss as a result of providing services 
(because they are compensated at a fixed rate) is typically an employee. A person who can 
realize a profit or loss directly as a result of his or her agreement to provide services is more 
likely a contractor.  

17. Working for one firm at a time:  
A worker who performs services for only one company at a time is typically categorized as 
an employee.  

18. Services not available to the general public:  
A worker who does not generally make his or her services available to the general public is 
typically viewed as an employee.  
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19. Right to discharge:  
The right to discharge a worker at any time is a factor indicating employee status. In 
contrast, a contractor may not be discharged if the contractor produces results that meet 
contract specifications. A contractor relationship may only be terminated upon completion 
of the contract.  

20. Right to terminate: A worker with the right to terminate his or her relationship with the 
company at any time without incurring any liability is generally an employee.  
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Recruiting and Hiring Temporary Employees  
As a rule, the Institute prefers to hire regular employees* to fill its Staffing needs. However, in 
some instances, the use of temporary employees for limited periods is an appropriate answer 
to business needs. For example, such employees may be needed to fill short-term job 
assignments or manage periods of heavy workloads. These temporary employees may not work 
more than 800 hours in any twelve-month period.  

Temporary employees must be supervised by regular, full-time Institute employees. Temporary 
employees on the Institute’s payroll are paid on an hourly basis and must complete timesheets 
to be signed by their supervisor on a bi-weekly basis. Benefits for temporary employees are 
limited to state-mandated benefits, such as temporary disability, workers’ compensation and 
unemployment compensation. Temporary employees are not eligible for vacation, paid sick 
leave, or other leaves of absence. 

Temporary employees who work for a temporary employment agency may be entitled to some 
benefits through their agency, but are not eligible for any benefits through the Institute. 
Temporary agency employees complete payroll forms and time cards provided by their agency. 
The Institute supervisor must sign the time cards for these employees and submit a copy of the 
signed time card to Human Resources so that the agency’s invoice can be paid. 

In the event that a department needs the help of temporary employees, the person responsible 
for filling the hiring need should contact Human Resources for assistance with the hiring 
process. Candidates for temporary positions must be informed that the job is temporary. Upon 
commencing work at the Institute, all temporary employees must provide proof of eligibility to 
work in the United States, appropriate payroll documentation, and a work permit if under age 
18. 

 

*Regular employees are defined as those in established positions of the Institute with no time limit placed on the 
term of their employment and who are eligible for benefits based on their full-time (35 to 40 hours per week) or 
part-time (25 to 34 hours per week) schedule.    
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Recruiting and Hiring Temporary Contract Workers 
As a rule, the Institute prefers to hire regular* employees rather than contractors to fill its 
staffing needs. In most instances, people hired by the Institute are considered to be employees, 
as defined by the IRS for tax reporting purposes (please see the Classification of Temporary 
Workers policy for more information).  However, under certain circumstances it may be 
necessary to hire temporary personnel on a contract basis for a specified period of time in 
order to complete a particular project. Such contract workers, whose terms of employment 
must undergo an IRS classification analysis, are not employees of the Institute. They are paid for 
the time they work, as specified by their contract, but are not entitled to other benefits of 
employment.  

It is essential that workers be properly classified as either employees or contractors, and that 
the classification be substantiated by documentation. The federal Internal Revenue Code, as 
well as other federal and state laws, governs the designation of a worker as an employee or a 
contractor.  If an employee is misclassified as a contractor, the Institute may be subjected to 
significant tax penalties and other liabilities. Please see the Classification of Temporary Workers 
policy for    more information. 

Each classification must be determined prior to the time when the individual begins work. This 
determination will be made in consultation with the Comptroller’s Office and/or the Human 
Resources Office. Contractors must enter into independent contractor agreements with the 
Institute prior to performing any services.  

Individuals receiving payments such as honorariums, prizes, awards, and postdoctoral 
fellowship stipends do not need to undergo the IRS classification analysis. Processing of these 
types of payments is governed by the  Comptroller’s Office. 

All requests for temporary help should be reviewed in advance by Human Resources or the  
Comptroller’s Office, according to Institute guidelines. All contractors engaged by the Institute 
are subject to the same background verifications as regular, active employees of the Institute. 
Contractors, unlike employees, are paid through the Accounts Payable office after the 
contracted work is completed or approved, according to their specific agreement.  Payments to 
legal aliens are processed according to federal law. 

Supervisors who have questions or need guidance about this process should contact the 
Business Office or the Chief Human Resources Officer. 

 

*Regular employees are defined as those in established positions of the Institute with no time limit placed on the 
term of their employment and who are eligible for benefits based on their full-time (35 to 40 hours per week) or 
part-time (25 to 34 hours per week) schedule.             
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Interviewing and/or Hiring of Relatives 
The Institute maintains a non-discriminatory policy in all hiring practices and seeks to employ 
the most qualified individual in each post.   
 
There are occasions when a qualified candidate for a position is related (by birth, domestic 
partnership, marriage, or other comparable personal relationship) to a current member of the 
Faculty, or to Staff or a Visiting Scholar (Member or Visitor).  Although there is an Institute 
policy prohibiting relatives from working in positions as supervisor and supervisee, there is no 
broader prohibition of the hiring of relatives of current Institute-affiliated individuals.   
 
In certain, very limited cases, personal relationships may be considered if one of the positions 
involves having access to information of a highly sensitive nature (such as, but not necessarily 
limited to, certain positions in the Human Resources or the Comptroller’s Office) as determined 
by the Office of Human Resources.  Except for these situations, and the supervisor/supervisee 
prohibition, personal relationships should not be considered when making appointments.   
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Supervisors’ Responsibilities 
In general, anyone who supervises other employees has a responsibility to uphold and fairly 
apply all Institute policies and procedures, as well as all legal requirements. While it is 
impractical to provide an exhaustive list of job-specific expectations, the following list includes 
responsibilities that are generally expected of all supervisors: 

 Demonstrate ethical standards of behavior and create an atmosphere in which diversity is 
accepted and all employees are treated fairly and consistently  

 Ensure that employees understand what is expected of them and explain to them how to 
carry out their duties 

 Recognize good performance, address inadequate performance, and take corrective action 
when necessary 

 Remain current on Institute policies, procedures and news in order to inform and update 
employees 

To be successful, supervisors should be familiar with Institute resources designed to assist with 
these duties. The Employee Handbook as well as this guide provide useful and basic 
information for supervisors and Staff. For additional assistance or information, contact the 
Chief Human Resources Officer.  
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Work Boundaries for Support Staff 
While individual Schools may have work rules appropriate to the needs and practices of their 
disciplines, some general guidelines on which types of work are appropriate for the support of 
Faculty, Emeritus Faculty and Members have been established in consultation with the Schools.  

Work requests that relate specifically to office tasks that facilitate the academic work of the 
Faculty, Emeritus Faculty, or Members are appropriate.   Some examples of such tasks 
are: making travel arrangements for travel for academic purposes (including investigating rates, 
obtaining visas, booking hotels, car rentals, etc.); preparing papers and letters; and managing 
professional correspondence. 

However, support Staff of the Institute, including Academic Assistants, should not be asked to 
perform work of a personal nature in the course of their Institute work.  Some examples of 
personal work are: personally providing transportation to or from train stations for the faculty 
member or others; collecting mail from a faculty home while the faculty member is traveling; 
acting as a primary contact for a faculty member’s house alarm de-activation; and preparing 
paperwork for personal banking transactions. 

Similar to other Institute policies, the Work Boundaries for Support Staff guidelines should be 
reviewed by the School Administrative Officers at minimum on an annual basis, and they should 
feel free to discuss any suggested revisions with the Chief Human Resources Officer.  The 
School Administrative Officers should also give each Faculty and Emeritus Faculty member the 
periodic opportunity to review the work instructions for their Academic Assistant in accordance 
with their required level of support. 

The Institute does have a separate policy on Consulting and Other Work Performed by Staff for 
Other Members of the Institute Community that describes the boundaries to be observed when 
a member of the Institute community hires a member of the Institute Staff to perform personal 
work, such as, for example, lawn mowing, carpentry for one’s home, or babysitting.  Before 
hiring an Institute Staff member for personal work, the Institute encourages individuals to 
consider possible issues that might arise if there is a direct reporting relationship between the 
individuals. 
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Purchasing  
The Purchasing Department is responsible for procuring equipment, goods and services for the 
Institute at the most competitive rates available. All purchases from sources outside the 
Institute should be coordinated with the Purchasing Department. In general, Staff and faculty 
should only contact outside vendors to discuss technical support or product specifications. 
Exceptions to this rule include food purchases by our dining department, book purchases by our 
libraries, and computer software and licensing purchases authorized by the Institute Chief 
Information Officer.  

The Purchasing Staff will reach agreements with vendors concerning price, delivery, quantity, 
quality, and all other matters that belong in a purchasing agreement.  Purchases related to 
government grants must comply with the grant guidelines and any relevant statutes, 
regulations or policy statements. Accordingly, requisitions for grant-related products or services 
should also be referred to Purchasing in order to make use of the Department’s expertise.  

Faculty members and departmental supervisors have authority to submit purchase requisitions. 
Each department head should notify the Purchasing Department and the Comptroller/Chief 
Fiscal Officer of other designated Staff members who also have signature authority to submit 
purchase requisitions. Capital purchases above a specified dollar limit may require approval by 
the Chief Operating Officer/Associate Director for Finance and Administration. In instances 
where  Staff or faculty work directly with a vendor to procure goods or services, that Staff or 
faculty member is responsible for reviewing and monitoring the relationship with this vendor to 
ensure that the Institute’s standards are being met (i.e., competitive bidding, fair and ethical 
negotiations, etc.).  

Persons engaged in procurement, whether or not they are members of the Purchasing 
Department, may not accept gifts or gratuities from vendors, and must avoid conflicts of 
interest. (For more information see the policies on Standards of Personal Conduct, Conflicts of 
Interest and Gifts and Gratuities.) Institute policy prohibits the purchase of any equipment, 
good or service through the Purchasing Department for the personal use of any member of the 
Institute, faculty, Staff, or faculty or Staff member’s family. 
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Travel Expenses  
APPROPRIATE AND ALLOWABLE TRAVEL EXPENSES: 
 
Criteria for Determining an Allowable Expense: 
In order for a business expense to be paid directly by the Institute or reimbursed to an 
individual, the expense must be: 

 Necessary to perform a valid business purpose fulfilling the mission of the Institute 

 Appropriate in that the expense is suitable and fitting in the context of the valid 

business purpose 

 Reasonable in that the expense is not extreme or excessive, and reflects a prudent 

decision to incur the expenses 

 Allowable according to the terms of any federal regulation, sponsored contract, or 

Institute policy. 

 
Appropriate and allowable travel expenses include: 

 Transportation 

 Lodging  

 Conference registration 

 Meals while traveling  

 Fees for Passports or Visas required for travel 

 Vaccinations required for travel    

All allowable expenditures should be within a reasonable range of rates approved by the U.S. 
General Services Administration for the location and purpose of the expense. 
 
Examples of unallowable expenses:  

 Commuting costs to and from work 

 Sundry expenses (magazines, mini-bar purchases, etc.)  

 In-room movies 

 Lost baggage 

 Laundry services 

 Annual fees on personal credit cards  

 Late payment penalties or interest charges on personal or Institute credit cards 

 Parking tickets or traffic violations 

 Personal services (i.e. babysitting or pet sitting) 

 Political contributions of any kind 

 Spouse, family, or companion expenses 

 Personal vacation expenses occurring before or after business travel 
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Sponsored research agreements may have specific provisions for travel and entertainment and 
those restrictions supersede any restrictions in this travel policy.   If your travel is funded by a 
federal or state grant, contact Roxanne Bridger ( bridger@ias.edu) for expense reimbursement 
guidelines specific to your grant. 
 
Travel Expense Reimbursement Process 
Business travel expenses that are identified in advance, such as airfare or registration fees, can 
be paid directly by the Institute and charged to the appropriate expense account. It is 
requested that individuals make reservations as soon as their travel plans are known to obtain 
advance purchase discounts.  Travelers are expected to be prudent when selecting 
transportation (i.e. air, rail, automobile) for business trips.  The transportation chosen should 
be the least costly, consistent with the itinerary and the business requirements of the trip.  
 
To obtain reimbursement of out-of-pocket travel expenses, a Request for Travel 
Reimbursement form with supporting documentation and original receipts should be 
forwarded to the Comptroller’s Office within one month of return.  Federal regulations require 
any reimbursement request received after 120 days be treated as taxable income. The 
Request for Travel Reimbursement form is available from the Business Office website 
(https://www.ias.edu/campus-resources/working-at-ias/comptrollers-office/online-forms ). All 
reimbursement requests require signature approval. 
 
All travel requisitions must include the date and purpose of the travel.  A record of expenses 
incurred by the individual while traveling should be maintained and documented by original 
receipts. Original receipts are required for all expenses greater than US $50.00.  
Reimbursements above this amount which are not accompanied by receipts will be included as 
taxable income on the recipient’s W-2.  Original receipts must be the itemized merchant receipt 
or invoice issued by the supplier or service provider to document and substantiate the business 
transaction, as opposed to a credit card receipt with no detail. 
 
Expense Guidelines 
Airfare 

1. Travelers are expected to book the lowest available airfare in the applicable class. 

2. Economy class upgrades (e.g. Economy Plus, exit row, aisle seat, etc.) are an allowable 

expense, except on sponsored research awards. 

3. Business class may be used for domestic travel if appropriate funds are available, and if 

any of the following conditions are met: 

 Any flight segment has a scheduled in-air flying time in excess of five hours, OR 

 The total scheduled in-air flight time, including connecting legs, is in excess of 

seven hours 

4. International travel may be booked by the following guideline: 

 When actual flying time, excluding stop-overs, is between five and ten hours 

coach or business class may be booked ** 

mailto:bridger@ias.edu
https://www.ias.edu/campus-resources/working-at-ias/comptrollers-office/online-forms
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 When actual flying time, excluding stop-overs, is over 10 hours business or first 

class may be booked ** 

5. Air reimbursement is not permitted for tickets purchased with frequent flyer miles.  

Travelers may use their personal airline miles to upgrade from the seats allowable under 

the policy, or may choose to pay the difference to upgrade. 

6. Some airlines charge fees for snacks, non-alcoholic drinks, checked baggage, WiFi 

charges, pillows and blankets, and preferred coach seating.  Such costs are reimbursable 

if the individual is traveling economy class.   If your travel is funded by a federal or state 

grant, please contact Roxanne Bridger prior to travel to determine if these items are 

reimbursable under the grant. 

a. If receipts for snacks and non-alcoholic beverages are submitted for 

reimbursement, the traveler must use actual costs for meals versus the per diem 

for the entire trip. 

7. If part of the trip is leisure and requires extra bags (e.g. golf clubs), the cost of additional 

baggage is considered personal and will not be reimbursed. 

8. If a travel itinerary is created to accommodate personal business, a traveler must pay 

the incremental cost of personal business and document the costs incurred, separating 

personal from business expenses. 

** For members – Policies on air travel class for domestic and international flights varies by 
School.  Please consult your School Administrative Officer. 
 
Unused tickets or changes 

1. Penalties incurred for changes to an airline ticket for business reasons or circumstances 

beyond the traveler’s control will be reimbursed.   Any other penalties incurred will not 

be reimbursed. If federal or state sponsored funds were used please contact Roxanne 

Bridger. 

2. Unused non-refundable tickets need to be applied to the next business trip whenever 

possible. 

Lodging 
1. Travelers should stay in a reasonably priced hotel room at a single occupancy rate.  The 

cost for double occupancy rate over the single occupancy rate will be considered 

personal and not reimbursed.  

2. Personal expenses incurred while traveling on Institute business will not be reimbursed 

(e.g. in room movies, mini bar charges unless treated as an actual meal, babysitting, 

recreational activities, and double occupancy) 

3. Only those nights during the period of the conference/meeting will be reimbursed.  If a 

trip includes additional work days before or after the conference/meeting, the charges 
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incurred on these days are considered personal, and the time off must be charged to an 

employee’s Paid Time Off. 

Personal Car Usage and Car Rental 
1. Mileage for use of one’s personal vehicle while traveling for business will be reimbursed 

at the current government approved rate.  Mileage is calculated from one’s place of 

business to the destination, if departing from IAS.  If leaving from home and the mileage 

is greater than commuting to IAS, the difference in miles is reimbursable. If leaving from 

home and the mileage is less than one’s normal commute to work, the mileage in not 

reimbursable. The current mileage rate is available at the U.S. General Services 

Administration link on the Comptroller’s Office website. 

2. The mileage from one’s home to one’s workplace is considered commutation and is not 

reimbursable. 

3. When renting a car, travelers should rent the most economical size (compact or mid-

size) vehicle. 

4. When renting a car, IAS employees should take “Physical coverage” insurance from the 

rental company.  

5. Personal use of a rental vehicle is not covered by the Institute. 

Private Car Services 
1. A private sedan or town car service may be used when the cost is reasonable and 

consistent with business requirements 

2. Use of a private stretch limousine should be limited to situations involving multiple 

passengers or exceptional circumstances 

Train 
1. Travelers should select the lowest available class of service, which is business class on 

Amtrak’s Acela trains and economy on Amtrak’s regional trains. 

Meals and Incidental Expenses 
1. Meal expenses incurred during the days/nights of the conference/meeting will be 

reimbursed, as well as meals during travel.  The Institute expects the cost of business 

meals to be within a reasonable range of the per diem rates approved by the U.S. 

General Services Administration for the location and purpose of the expense. The links 

to domestic and foreign per diem rates are available on the Comptroller’s Office web 

site. 

2. Per diem rates may be used for reimbursement in lieu of keeping itemized receipts for 

each meal. 

3. Gratuities may be included in the amount shown for applicable expenses such as meals, 

taxi service, etc.  The gratuity should be limited to the generally accepted norm of 
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between 15% and 20% unless the expense is incurred in a country where local practices 

are not consistent with this guideline.  Tips for skycaps, bellhops, and porters are 

generally limited to US $1.50 per bag. 

 Entertainment 
The Internal Revenue Service requires that entertainment expenses be associated with the 
active conduct of “business” which in an academic non-profit environment would include 
meetings and seminars, lectures and other academic pursuits, fund raising and administrative 
meetings. The Institute expects the cost of business meals to be reasonable and to be $100 or 
less per person (including tax and tip).   Charges for alcoholic beverages are specifically 
prohibited from government grants. 
Itemized merchant receipts for entertainment expenses should be submitted to the Accounts 
Payable Office as described above for travel reimbursement and must include the following 
information: 

1. Date of event 

2. Location of event 

3. Cost 

4. Name of participants 

5. Explanation of event or occasion with sufficient detail as to establish the business 

purpose 

 

 

 

 

 

 

 

 
 

 



17 

 

Consulting and Other Work Performed by Staff for Other Members 
of the Institute Community  
The Institute recognizes that its Staff members have skills and talents that may be valuable to 
Institute community members outside their own departments.  Applying such skills and talents 
can benefit not only the individual Staff member, both financially and by improving their skills, 
but also the Institute through the sharing of needed talents and by increasing internal 
collaborations. 

Staff members who engage in work for other individuals affiliated with the Institute must 
ensure that these activities occur outside their normal work hours and do not interfere with 
their primary duties or work schedule. Moreover, such Staff members must ensure that any 
activities outside their normal duties do not conflict or appear to conflict with the interests of 
the Institute. If a Staff member wishes to engage in such after hour activities, he or she should 
disclose the intended relationship with his/her supervisor prior to participating in any such 
activities. For additional guidance please see the Conflict of Interest policy.   

Work engagements which are performed outside of normal and defined Institute-compensated 
time are strictly between the individual employee and the outside entity.  The Institute will not 
participate in arrangements of transactions or disputes of any transactions. 

If you have any questions or need additional guidance on this policy, contact the Chief Human 
Resources Officer. 
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Use of Institute Resources  
Institute resources are defined as items of Institute property that are used for Institute 
purposes, such as its facilities, equipment, telecommunications, technology, electronic systems, 
vehicles, postage, and other tangible assets. The Institute expects that reasonable care be taken 
when using IAS resources, and that they not be altered or intentionally damaged.  

 
Occasionally it is necessary for Institute personnel to monitor or gain access to some of these 
resources, as in cases of employee absence, emergency, equipment maintenance or upgrade, 
or because of security concerns. Institute community members are encouraged not to use 
Institute equipment to store or send sensitive personal information.  

 
In general, members of the Institute may not use Institute resources to carry out private 
business or activities for their personal financial benefit.  On occasion, incidental personal use 
of equipment may be permitted on a limited basis provided such use does not impact 
negatively the work of the office or the department.  (For more detailed information on the use 
of Institute technology, see the Computer Use Guidelines in the Employee Handbook and the 
Computer Use Guidelines on the Institute web page.) 

 
The Institute’s logo, seal, name or endorsement may be used only with the prior consent of the 
Director or the Chief Operating Officer/Associate Director for Finance and Administration.   The 
Institute considers all non-public information as proprietary and as such, expects it to remain 
confidential. 

Supervisors are responsible for ensuring that Institute community members understand and 
adhere to this policy. 
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Use of Institute Facilities by Individuals or External Organizations 
In certain circumstances, some of the common areas of the Institute may be rented by individuals 
or external organizations for private gatherings. 

The following rooms and venues may in certain circumstances be hired for use by individuals and 
external organizations:  (a) Dining Hall, Dilworth Room, Marquand House, areas in the Institute 
grounds (e.g. pond area); (b) Wolfensohn Hall; (c) Fuld Hall Common Room, West Building 
Lecture Room, White/Levy Room, Simonyi Hall Lecture Room, Bloomberg Hall Lecture Room; (d) 
West Building Seminar Room. 

With the exception of Wolfensohn Hall, the period of hire must be on a Saturday or Sunday if in 
the months of September to June.  In the case of Wolfensohn Hall, events taking place in the 
evening will be considered on any day of the week.  Events taking place on any day of the week in 
any of the locations listed will be considered during July and August. 

Applications for hire may be made by employees of the Institute (Staff and Faculty), Members of 
the Institute (during the period of their Membership), Emeritus Faculty, Trustees, Emeritus 
Trustees, and surviving spouse and partners of deceased Faculty and Emeritus Faculty, for 
personal use or for use by an external organization of which the applicant is a member.  
Additionally, applications for personal use of Marquand House may also be made by past 
employees who have at least 20 years’ service for the Institute, and members of the Founder’s, 
Director’s and Chairman’s circles of the Friends of the Institute. 

Applications should be made in writing to the Director.  Where an application is made by a 
Member or on behalf of an organization whose activities relate to one of the Schools, The 
Director will consult the relevant School before deciding whether to grant the application.  In 
deciding whether to grant an application, the Director will have regard to the nature and purpose 
of the event for which the application is made, the level of commitments already made and the 
need to preserve the tranquil working atmosphere of the Institute.  The Director will consult the 
Executive Officers of the relevant Schools through the Administrative Officers before granting 
applications for use of rooms in Bloomberg Hall (Natural Sciences), Simonyi Hall (Mathematics), 
and the West Building (Historical Studies and Social Science).  Bookings under this policy should 
be regarded as provisional until about nine months before the event in case the Institute needs 
the facility itself.  (December 31 for the following September to December; March 31 for the 
following January to April; and June 30 for the following May to August.) 

Applications for personal use will be granted for weddings, birthdays, and Bar and Bat Mitzvahs 
of the immediate family members of the applicant, provided that the level of commitments 
already made is not too large.  Applications made on behalf of external bodies will be granted 
only if the purpose of the event is broadly educational or cultural and if it is not for profit.  An 
application will not be granted if it seems possible that there might be conflict between the 
purpose of the event and the interests of the Institute. 
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Please contact the Chief Operations Officer/Associate Director for Finance and Administration for 
the current charges for hire of the various categories above.  There will be an additional charge 
per Staff member per hour for maintenance and custodial services including setting up and 
cleaning up.  There will be further charges for the repair of any damage.  Any caterers or other 
vendors to be used must be approved by the Institute.  The host and vendors must provide 
certificates of insurance naming the Institute as certificate holder.  All ordnances of Princeton 
Township, including those relating to noise, must be complied with. 
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Standards of Personal Conduct  
The good name and reputation of the Institute is maintained by the actions of each member of 
the Institute community. In that spirit, this policy is a shared statement of our commitment to 
upholding the ethical, professional and legal standards we use as the basis for our daily and 
long-term decisions and actions. We all must be cognizant of and comply with the policies, 
standards, laws and regulations that apply to our work environment. We are each individually 
accountable for our own actions and, as members of the Institute community, are collectively 
accountable for upholding these standards of behavior and for compliance with all applicable 
laws and policies. 
 
Accordingly, each member should uphold the highest standards of ethical personal conduct. 
Whether employees are at work on the Institute’s property or off-site representing the 
Institute, they should demonstrate good judgment and proper respect for the rights of others 
and the law in every aspect of conducting their duties. Additionally, discretion is important in 
one’s work, and Institute employees should not disclose nonpublic information such as 
confidential or private personal information that becomes known to them in the course of their 
work.   
 
Although the personal conduct of Institute community members is self-regulated, individuals 
should be sensitive to situations that may raise questions or the appearance of impropriety.  
The Institute reserves the right to take the appropriate disciplinary action, up to and including 
termination of employment, against any individual whose professional or personal conduct falls 
outside the parameters of good judgment, integrity, or the law, regardless of where such 
violations occurred.   Adherence to this policy also makes us responsible for bringing suspected 
violations of applicable standards, policies, laws or regulations to the attention of the Institute.  
Raising such concerns is a service to the Institute and does not jeopardize one’s position or 
employment.  
 
It is the Institute’s intent to have as few rules and regulations regarding conduct as possible. 
Individual departments, however, may create specific work rules tailored to their own areas of 
concern. Similarly, certain Institute policies have been created to inform the community on 
appropriate behavior with regard to work schedules, the use of alcohol and controlled 
substances, and other matters. Other policies explicitly forbid harassment and conflicts of 
interest. Please see the appropriate policies for more information on these and other specific 
topics. 
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Personal Relationships in the Workplace 
Perspective on Personal Relationships  
The Institute, like other employers, has adopted guidelines designed to ensure that personal 
relationships do not lead to real or perceived conflicts of interest or favoritism. Personal 
relationships include, but are not limited to, immediate family members, domestic partners, 
and members of the same household.  Employees who share a personal relationship may work 
at the Institute, as long as one employee does not have the ability to influence or control the 
other’s terms and conditions of employment. Terms and conditions of employment include, but 
are not limited to, hiring, promotions, retention, job classification, salary, performance 
appraisals, work assignments, and leaves of absence.  

Although the Institute does not attempt to prohibit romantic or sexual relationships between 
Institute community members, such relationships are not encouraged, and it is strongly 
suggested that the potential impact of such relationships on the work environment be 
considered carefully. Such relationships can readily create a conflict of interest, or the 
appearance of a conflict, and/or lead to charges of harassment or discrimination that expose 
both the Institute and the persons involved to legal proceedings. If any such charges are filed, 
the Institute is obligated to investigate them in accordance with its Harassment Policy and 
Grievance Procedure. 

Supervisors and Potential Conflicts of Interest  
If a personal relationship exists or develops between a supervisor and  someone s/he 
supervises, certain more stringent safeguards, described below, need to be followed. These 
steps are necessary because a conflict of interest, or the perception of a conflict of interest, 
may be created when a supervisor directly or indirectly affects employment-related decisions  -- 
e.g., evaluates performance or determines the compensation of an employee with whom s/he 
has or has had a personal relationship. Employees concerned about the impact of the personal 
relationship of co-workers on their own work environment are encouraged to speak with their 
supervisor or with the Chief Human Resources Officer. 

Any supervisor who has or has had a personal relationship with an employee who reports to 
him/her must discuss the issue with the Chief Operating Officer/Associate Director for Finance 
and Administration or the Chief Human Resources Officer. The discussion will be kept 
confidential, within the larger need to deal with the situation appropriately. The goal of the 
Chief Operating Officer/Associate Director for Finance and Administration or the Chief Human 
Resources Officer is to help resolve any problems as fairly and discreetly as possible.  

If a personal relationship has led to a conflict of interest, favoritism, harassment, or other 
negative impact on the Institute community, the following options will be considered and may 
be taken, depending on the circumstances of the case: 
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 The supervisor may be removed from any evaluative role in employment decisions that affect 
the employee. 

 The supervisor may be subjected to corrective action if s/he does not bring the relationship 
to the attention of the Chief Operating Officer/Associate Director for Finance and 
Administration or the Chief Human Resources Officer.    

 The supervised employee may be transferred or other appropriate action may be taken. 

This policy prevails at all levels of supervision. For clarification or additional information about 
this policy, contact the Chief Human Resources Officer. All conversations will be held in 
confidence to the fullest extent that is possible. 
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Conflicts of Interest and Outside Activities 
Institute community members have the responsibility to protect the Institute from conflicts of 
interest or the appearance of conflicts of interest. A conflict of interest may arise if an 
individual’s personal interests interfere with their professional relationship with and obligations 
to the Institute. Conflicts of interest can also arise if an Institute community member interacts 
inappropriately with other members or uses his/her status at the Institute for inappropriate 
purposes. (For more information, see the Institute’s policies governing Harassment, Personal 
Relationships in the Workplace, and Consulting and Work Performed by Staff for Other 
Members of the Institute Community.) 

The concept of conflict of interest is complex and every potential situation cannot be addressed 
in a single policy; however, it is useful to establish general guidelines. Generally stated, Institute 
community members are obligated to act with integrity and exercise good judgment in all of 
their activities and to be sensitive to situations that may be actual conflicts or create an 
appearance of a conflict of interest. Similarly, Institute community members must avoid 
situations that benefit, or appear to benefit, themselves or their families rather than the 
Institute. Institute resources, facilities, equipment and information may not be used to further 
an Institute community member’s involvement in outside activities. 

Although every kind of conduct that could lead to a conflict of interest cannot be included here, 
the following examples may be helpful: 

 Outside employment or consulting during Institute work time 

 Significant financial interest in business concerns that are vendors to the Institute 

 Accepting gifts from vendors or other business concerns 

 Hiring members of one’s family on an employment or contract basis 

 Professional associations and civic activities that might conflict with the Institute’s mission 

 Inappropriate use of the Institute’s name 

 Exploitation of one’s association with the Institute for private gain 

Institute community members who are concerned that some activity or conduct may conflict 
with this policy should speak with their supervisor or the Chief Human Resources Officer prior 
to engaging in that activity or conduct. Actions that contradict this policy may subject 
individuals to disciplinary procedures. Where government funds are involved, a conflict of 
interest may also result in civil and/or criminal penalties. 

 

 

 



25 

 

Outside Employment  
 
Consistent with this policy, employees may not take on additional work for themselves or any 
third party during work hours. Additional work that is performed outside normal working hours 
should not be competitive with or detrimental to the Institute’s best interests. Employees 
considering additional employment should speak with their supervisors about the nature of the 
work, the commitment that would be required, and other relevant details. If it is determined 
that this work would create, or has the potential to create, a conflict of interest, the request 
will not be approved. Any employee who takes additional employment against the wishes of 
the Institute will be subject to Institute action, up to and including dismissal.  
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Professional Associations and Voluntary Activities  
The Institute recognizes the importance of participating in (1) professional associations and 
societies that align with career interests and (2) certain voluntary civic and community 
activities. Even so, such activities may raise actual and/or perceived conflicts of interests in 
terms of time commitment and other employment obligations. Institute community members 
must remember that during working hours, their primary commitment is to the Institute, and 
they should not allow outside activities to interfere with this commitment. Institute community 
members should establish clear boundaries to separate outside activities from Institute 
commitments.  
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Confidential Information 
Employees in certain offices or departments may have access to confidential and/or proprietary 
information as part of their responsibilities. Such information must be treated with care inside 
the Institute and with strict confidence outside the Institute. Confidential information or 
knowledge must not be disclosed to other employees (unless there is a recognized business 
need), third parties, family members, colleagues, or friends; this obligation continues after an 
employee has left their employment with the Institute.  Employees who disclose confidential 
information without clear need and prior consent or in any way violate this policy will be 
subject to disciplinary action. 
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Gifts and Gratuities  
The Institute has a policy that forbids Institute community members from soliciting or accepting 
gifts, gratuities, or special favors of any kind from outside vendors, contractors or companies 
with whom they do business on behalf of the Institute. The Institute has adopted this policy to 
ensure that vendors, contractors and other business associates are selected fairly and engaged 
only for appropriate business reasons. Accepting gifts and gratuities would tarnish a business 
relationship and cause the appearance of favoritism or conflict of interest. (For more 
information about this topic, see Conflicts of Interest in this manual.) 

Gifts and gratuities may include, but are not limited to: 

 Cash rebates to an individual making a purchase on behalf of the Institute 

 Free tickets to a sporting, cultural or entertainment event 

 Personal discounts 

 Personal commissions 

 Tangible items of value (such as liquor, securities, real estate, etc.) 

An occasional, nominal business courtesy, such as a lunch, dinner, or promotional item 
provided by a vendor, contractor or outside company, is acceptable under this policy. Gifts, 
gratuities or favors valued in excess of $25, however, are not acceptable, nor is a cash 
distribution of any amount. If the value of a gift is undetermined, it should by default be 
considered unacceptable. If a community member receives a gift or gratuity, he or she should 
notify the supervisor or the Chief Operating Officer/Associate Director for Finance and 
Administration and Comptroller/Chief Fiscal Officer and return the gift to the donor. The donor 
may also be advised that it is acceptable to credit the Institute’s account as an alternative to 
giving a personal gift or reward. 

All supervisors are responsible for ensuring that employees are aware of and adhere to this 
policy. Each Institute community member interacting with third parties is responsible for 
informing them of this policy. 
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Solicitations  
In order to reduce distractions and enhance the working environment, solicitations for any 
purpose are restricted to non-working hours. The distribution of invitations, handbills, 
advertisements, or other written materials, whether in printed or electronic form, by interoffice 
mail or by utilizing Institute e-mail addresses, is prohibited. Distribution of written solicitations 
by non-community members is forbidden on any Institute property. Exceptions for charitable 
organizations and Institute-sponsored events may be made, at the discretion of the Institute, 
but even such approved activities are best limited to non-working hours. 

Supervisors should ensure that Staff members understand the content and purpose of this 
policy. 
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Return of Institute Property Upon Termination 
To ensure that Institute property is retained and security is preserved, all separating Staff 
employees or departing Institute community members are responsible for returning all 
property in their possession to their immediate supervisor, the School Administrative Officer, or 
the Chief Human Resources Officer. Such property includes, but is not limited to, keys, 
identification cards (for both community members and family members), calling cards, 
uniforms, computers, tools, and other Institute resources. Library materials must be returned 
directly to the library. 

The Institute must ensure that intellectual property is secure and that technology systems are 
not compromised. Therefore, upon leaving the Institute, community members will no longer 
have access to the Institute’s computer systems, e-mail accounts, voicemail accounts, or other 
protected technology systems. Each school is responsible for determining the appropriate level 
of access permitted to these systems by former Members. Supervisors should notify 
appropriate computing personnel to suspend all passwords and other authorizations for a user 
leaving the Institute.  

In some cases, such as retirement of employees, exceptions to these guidelines may be 
granted. 

Conclusion 
The guide describes our policies and procedures as they exist today.  As the Institute evolves, 
the guide will change accordingly. The Institute reserves the right to change, rescind or add to 
any policies or procedures at its discretion, with or without prior notice -- except for its policy of 
at-will employment and those policies required by law. It is not intended to create contractual 
or other legal obligations, for either Faculty and Staff the Institute or its members. 
 


