
 

 

EMPLOYEE 

 

MANUAL 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
______ By initialing this page, you are acknowledging acceptance of this Employee  

             Manual, you confirm that you have read the contents and agree to the terms 

             found therein. If you ever have any questions about a provision, please ask 

             the President & CEO. 

 

      

North-American Interfraternity Conference 

September 2012 



 

Welcome to the Staff of the North-American Interfraternity Conference 
 

Since 1909, the North-American Interfraternity Conference has been serving the men’s 

college community in Canada and the United States.  Through 74 member fraternities, 

the NIC represents almost 4.5 million alumni and 300,000 college students in over 4,500 

chapters on more than 800 college campuses.  The NIC advocated the needs of 

fraternities through the growth of fraternity and enhancement of the educational mission 

of host institutions. 

 

The powers of the Conference are vested in a House of Delegates composed of one 

member Board of Directors including a Chairman and Vice Chairman.  The Board 

utilizes The Policy Governance model to govern the Conference. 

 

The Board of Directors hires a President & CEO, who acts as the Chief Executive 

Officer.  The headquarters is run by the President & CEO, who is responsible for the 

overall operations of the Conference.  As part of his duties, the President & CEO hires 

and maintains a staff – at his discretion – which is best suited to ensuring that the 

headquarters delivers the kind of services requested by our members.  Every member of 

the headquarters staff is responsible to the President & CEO, who must, in turn, report to 

the Board of Directors and the membership of the Conference. 

 

The Conference’s operating budget is derived from member dues, net profit from 

educational programs, grants, etc.  Member dues are based upon the number of active 

chapters of the fraternity.  The NIC Foundation is a separate entity (501-c-3) not-for-

profit public corporation also managed by the President & CEO.  The purpose of the 

Foundation is to support the educational mission of the Conference. 

 

As an employee with the Conference, you are part of an important team which serves not 

only the member fraternities, but also vendors, Greek Advisors, media, etc.  It is 

important that as a member-services organization, each member of the NIC professional 

staff displays positive attributes and a strong work ethic which will help the Conference 

provide quality services to our members. 

 

This Employee Manual covers some of the basic information associated with serving on 

the Conference Staff.  If should be remembered that this manual is not exhaustive; rather 

it is a cursory overview of the general employee policies of the Conference.  Additional 

job requirements, policies, etc. may be issued at any time by the President & CEO.  

Serving on the Conference Staff is more than a job, it is an opportunity to make a 

meaningful difference in the lives of fraternity members, and this service requires a level 

of competence and dedication which is normally higher than that of other companies or 

organizations.  As part of the Conference Staff, all employees are expected to contribute 

of their time, talents, and energies for the overall benefit of the Conference. 

 

 

 



Section I: 

What’s Expected of You 
 

 

Scope of Employee Duties 

 

Each employee of the Conference is expected to fulfill the duties found in the employee’s 

job description with competence and professionalism.  The pace of a dynamic 

organization like the Conference requires that all employees do their jobs in a proficient 

manner, and are able to effectively manage their workload to get all required tasks done 

quickly.  Each employee is also expected to assist other employees as needed, to help the 

Conference meet the demands of our membership.  In addition to your routine job duties, 

you may be called upon to assist theirs from time to time with their projects, as well as 

assist in Conference-wide projects (such as Board Meetings, Annual Meetings, etc.)  At 

no time should you be asked, nor will you be expected, to perform tasks which are 

unethical, illegal, or which offends your moral beliefs.  If you are asked to perform a task 

which you fell is unacceptable, please contact the President & CEO and explain to him 

your objection(s). 

 

Confidentiality 

 

As an employee of the Conference, you may learn confidential information about the 

Conference and/or its members.  The Conference may maintain files or records on 

members and staff, containing personal information which must be safeguarded.  As a 

term and condition of your employment, you must treat all information learned in 

the workplace as confidential, and not disclose such information to any outside 

person without the expressed written permission of the President & CEO.  By 

accepting employment, you further agree not to release any document, allow others 

access to documents, make any recording or take any notes at any meeting, file, 

conversation, or the like, and distribute the same to any outside party without the 

expressed written permission of the President & CEO.  Failure to abide by the 

confidentiality policy of the Conference may result in immediate termination of 

employment and other remedies allowed by law.  This provision is meant to be 

interpreted in the broadest possible terms, including finances, employment issues, 

database/membership information and all other business which a person would believe 

might be meant to be confidential and kept internally to the Conference.  All information 

and files kept by the Conference are the sole property of the Conference.  If you have any  

questions about whether some information is meant to be confidential or not, please ask 

the President & CEO for clarification. 

 

Attendance & Punctuality 

 

In order for the office to operate effectively, the Conference must have employees who 

are present and accessible during normal working hours.  Employees are required to be 

present at the office as scheduled, and are to be punctual at all times.  Excessive absences 



or tardiness will not be tolerated and may result in disciplinary action up to and including 

termination. 

 

Employees should notify the President & CEO as far in advance as possible whenever 

they are unable to report to work or know that they will be late.  Such notification should 

include a reason for the absence or tardiness.  Failure to timely advise the President & 

CEO of an absence or delay may result in loss of compensation and other disciplinary 

action.  All employees, if in Indianapolis or on-site at a function, are expected to be 

present at each weekly staff meeting, and at any other special function (whenever 

scheduled) as announced by the President & CEO. 

 

Employees are expected to report to work on time.  During inclement weather conditions, 

such as snow and ice, use good judgment to avoid unsafe driving.  Those employees who 

are unable to report because of weather conditions will be granted an authorized paid 

absence.  Employees who are absent from work for three consecutive days without giving 

proper advance notice to the Conference will be considered as having voluntarily 

terminated their employment with the Conference. 

 

Hours of Work 

 

When in Indianapolis, every employee is expected to select a work schedule based on a 

work day that may begin as early as 7am and end as late as 6pm.  During that time, one 

(1) hour will be provided for lunch.   

 

When in Indianapolis, every employee will select from the following options on a 

quarterly basis: 

 

a) 7am to 4pm 

b) 7:30am to 4:30pm 

c) 8am to 5pm 

d) 8:30am to 5:30pm 

 

Personal Appearance 

 

While at work or any Conference function, all employees are expected to act and look 

professional.  Employees must remember that they represent not only themselves, but the 

Conference.  The appearance of each employee is an outward projection of the 

Conference’s image to our members and the public. 

 

Employees are expected to dress in business casual for work; however if you have any 

questions regarding this policy, please see the President & CEO. 

 

Behavior of Employees 

 

Employees are expected to treat each other, as well as those with whom they have 

contact, with proper respect and professionalism.  Employees must remember that they 



represent the Conference in their actions.  Employees are to refrain from using harsh, 

profane, abusive language in the workplace, and are to maintain the highest level of 

integrity.  Employees are given a large degree of trust from the President & CEO and the 

Conference, and must act in a manner which upholds that trust.  Each employee is 

expected to give honest answers and feedback to other employees at all times.  

Dishonesty will not be tolerated in the workplace.  Negative attitudes, infighting, and 

other words or deeds which distract from a productive work environment will also not be 

tolerated. 

 

Insubordination is grounds for immediate termination from employment. 

 

Employees are expected to show a strong work ethic and to take the initiative on 

completing tasks to which they have been assigned, as well as offering assistance to other 

employees as time allows.  Employees look to their peers as examples of how to behave 

in the workplace.  Employees who take excessive breaks and spend excessive time on 

non-work related conversation with others (either on the telephone or through idle 

conversation in the workplace) set an improper example for the rest of the staff.  All 

employees are expected to contribute to positive and productive work experience for the 

entire Conference staff.  Employees who do not meet these expectations may be 

terminated. 

 

Employees are expected to attend Conference events, unless otherwise notified by the 

President & CEO.  While at these functions, each employee is expected to behave in a 

professional manner and avoid excessive use of alcohol. 

 

Cleanliness of Workplace 

 

The overall appearance of the office is the responsibility of each employee.  Each 

employee is expected to assist in keeping the entire workplace clean and professional, 

presenting proper image of the Conference for our members and visitors.  Employees 

should pitch in, without being asked, as needed to help the office portray this image. 

Each employee is responsible for ensuring that their individual work area is clean and 

neat.  Before leaving work each day, each employee should properly store his or her 

equipment and other materials in his or her work area, and should ensure that their work 

area is neat.  Clutter should always be kept to a minimum. 

 

Member Relations 

 

Every Conference employee should remember that we are in the business of serving the 

members of the Conference (fraternities, associates, foundation, etc.).  Every member 

contributes to our operating budget, and hence your salary.  When dealing with members, 

every employee is expected to act courteously and professionally.  We should always 

present ourselves in a positive manner, and attempt to be as helpful as possible to our 

members requesting service.  All staff members are expected to follow proper protocol 

when answering the phones, greeting visitors, or otherwise interacting with members of 

the Conference. 



Section II: 

What You Can Expect From the Conference 

 
Employee Records and References 

 

In order to properly process payroll, keep benefits records up to date, and other 

employment related items, the Conference must maintain files containing critical 

information on each employee.  If your information changes (marriage, birth of a child, 

address change, legal name change, etc.), please notify the President & CEO 

immediately.  Employee records are generally confidential and are released only as 

needed to ensure the proper functioning of the Conference.  When a person ceases to be 

employed by the Conference, the Conference typically only releases information on that 

employee as might be necessary, such as verifying dates of employment and general job 

duties.  Salary is only verified if the former staff member requests such information be 

released. 

 

No Harassment 

 

Conference employees must act and be treated professionally at all times.  No form of 

harassment will be tolerated in the workplace.  If any employee or other person harasses 

you in the workplace (sexually, physically, racially, or emotionally), please report it 

immediately to the President & CEO.  Discrimination likewise will not be tolerated in the 

workplace.  Appropriate action will be taken against any individual who harasses any 

employee of the Conference staff. 

 

Employee Debts 

 

The Conference believes that each individual member of the staff is responsible for his or 

her own personal affairs.  The Conference will not garnish your wages or otherwise 

forward payment on your behalf to any outside agency unless required by law.  Any debts 

owed to the Conference (from incidentals such as postage, other use of Conference 

resources, etc.) including through payroll, may be deducted from one’s pay at the 

discretion of the President & CEO.  No employee will financially obligate the Conference 

for any expense unless approved by the President & CEO.  Any expense authorized by an 

employee, but not approved by the Conference, will be the individual responsibility of 

the employee.  No employee may use the NIC when making a personal purchase. 

 

Gifts and Participation in Staff Social Activities 

 

Your money is just that – yours.  While participating in all social activities is encouraged, 

no staff member will be forced to contribute financially to any staff social activity, such 

as birthday and holiday parties.  The Conference, likewise, is not obligated to contribute 

financially to any staff social gathering.  Any donation to assist in a social gathering, (i.e. 

the anniversary of a fellow employee, a holiday party, etc.) is strictly personal. 

 



Compliance with Federal and State Laws 

 

The Conference strives to comply with all applicable federal and state laws.  As such, the 

Conference does not discriminate on employment, contracting, or any other business 

relationship based on race/ethnicity, gender, age, national origin, or any other class 

guaranteed protection by law, to the extent required so by law.  Any employee who 

observes an illegal practice in the office should immediately report the same to the 

President & CEO. 

 

Educational Assistance 

 

Employees may be eligible for limited financial assistance for educational courses related 

to one’s job with the Conference.  Reimbursement for academic or training courses, 

approved in advance by the President & CEO, is contingent on successful completion of 

the pre-approved course (with greater reimbursement given to those who show stronger 

mastery of the skills taught in the course, exemplified by the grade one earns).  If you are 

interested in taking a course and wish to have financial assistance from the Conference, 

please see the President & CEO.  Approval by the President & CEO in advance is 

required for reimbursement. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Section III: 

Things Not to Do 

 

Conflicts of Interest 

 

As the staff has been entrusted with the fiscal resources of the Conference, as well as 

other confidential information, each member of the staff must act in a manner which 

prudently guards these resources.  No member of the Conference professional staff may 

provide any business, funds or resources of the Conference to benefit themselves, any 

business in which the staff member has interest, or any member of the staff member’s 

immediate family or any business or business relationship which they might have an 

interest, unless the conflict is disclosed in advance to the President & CEO, and the 

President & CEO approves of the transaction in advance.  Examples of the conflict of 

interest would include entering into contracts on the Conference’s behalf with the 

business of one’s spouse or child, granting employment (hourly or otherwise) to one’s 

spouse or child, or advising another member of the Conference staff to enter into a 

business arrangement (on behalf of the Conference) where any employee would gain 

financially from the arrangement.  Any staff member who violates the conflicts of interest 

policy of the Conference is subject to severe discipline, including immediate termination 

from employment. 

 

Personal Use of Conference Resources and Equipment 

 

The Conference realizes that from time to time, limited use of Conference equipment by 

employees may be a necessity, such as use of the postage meter and telephone.  

Employees are expected to make minimal personal use of equipment and resources, and 

when doing so, bill such usage to their personal accounts.  Employees must realize that 

any personal use of Conference equipment must be done on one’s personal time and the 

employee should have permission.  We must safeguard the assets of the Conference from 

excessive wear and tear, use of consumables (paper, etc.), as well as additional expense 

(long distance, postage, etc.).  Employees are expected to pay for their personal expenses 

in full by the end of each month. 

 

Personal expenses of employees are the responsibility of each employee themselves, and 

not of the Conference.  Employees should not ask the Conference for an advance, loan, or 

other extraordinary payment, and then only in an emergency situation, such as being 

stranded on the road while on a trip for Conference business.  If any employee is granted 

permission and makes use of Conference resources in an emergency situation, the 

employee is expected to promptly repay the Conference the sums advanced, based on a 

timetable approved by the President & CEO. 

 



Tobacco Policy 

 

The use of tobacco by employees is highly discouraged.  Use of tobacco in the office 

especially during office hours, portrays an unprofessional image of the Conference.  The 

use of tobacco products in the office during regular business hours in prohibited. 

 

Substance-Free Workplace 

 

The use of illegal narcotics or other controlled substances without authorized prescription 

by a health care provider by members of the NIC professional staff is prohibited. 

 

Internet Usage 

 

Employees are provided with access to the Internet to facilitate the business of the 

Conference.  Excessive personal use of the Internet during work hours is not allowed.  

The Internet should be a research and communication tool used for Conference business 

– personal use of the Web should be on one’s own time. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Section IV: 

Compensation and Benefits 

 
Salary and Benefits 

 

The Conference provides a salary to each employee – either on a fixed rate or hourly.  

The level of your salary may be adjusted from time to time by the President & CEO, 

pursuant to an assessment as to how you are performing as a member of the staff, or 

based on new job responsibilities.  At no time should any employee of the Conference 

expect a “cost of living” adjustment or across-the-board pay raise.  Your salary and other 

benefit information are confidential and between you and the President & CEO.  No 

hourly employee may work “overtime” hours without the advance permission of the 

President & CEO.  Any overtime hours will first be counted as “comp time,” at the option 

of the President & CEO, and then for overtime pay to the extent required by law.  

Salaried employees are not provided with overtime pay or comp time, unless authorized 

by the President & CEO 

 

The Conference further provides a benefits package for our full-time employees.  The 

level of benefits and contribution level paid by the Conference, if any, is determined by 

the President & CEO and may change at the discretion at any time based on the needs of 

the Conference.  Enrollment in any plan offered by the Conference is optional, and is the 

responsibility of the employee to ensure that they are enrolled in any and all desired 

Conference benefits plans. 

 

Time Off from Work 

 

Employees of the Conference are provided with time off from work in order to take care 

of personal affairs, and to relax so that they may be more productive when returning to 

work.  Each staff member is afforded time off from work in the following categories: 

personal leave, holidays,  leave of absence, and civic service time. 

 

All NIC full-time employees are eligible for a total of 10 personal days per year.  Each 

employee may use up to ten  days per year. Employees are encouraged promptly call or 

otherwise notify the office of your illness and use of a sick day from work. If you come 

to work sick or unable to perform your duties fully, you may be sent home and your time 

off work will be counted as a sick day or other available day, at the discretion of the 

President & CEO.  Comp time is available to make up for overtime work, or for other 

reasons, and is granted solely at the discretion of the President & CEO.  Comp time may 

only be used as directed by the President & CEO on a case-by-case basis. 

 

The NIC office is closed for certain office holidays throughout the year.  These holidays 

are determined by the President & CEO and may change from year to year to meet the 

needs of the Conference.  Generally, New Year’s Day, Memorial Day, July 4, Labor Day, 

Thanksgiving, and Christmas Day are given as holidays. 



 

Employees may request a leave of absence for extended periods of time off – for medical, 

military, jury duty, bereavement, and other approved purposes.  Employees who return 

from an extended illness or injury of five days or longer must provide a written statement 

from their physician stating that the employee has recovered and is ready to return to 

work.  Leaves of absences for any purpose approved by the President & CEO may be 

granted for up to four months.  Leaves of absences are unpaid, although the Conference 

may (at its sole option) continue to provide you with benefits during this time.  The 

Conference complies with all federal and state laws related to family and medical leave. 

 

Civic service time is granted to each employee to exercise their right to vote during 

community, state, and federal elections, or when an employee is summoned for jury duty.  

If you need time off from work for one of these purposes, please notify the President & 

CEO. 

 

Time off from work for any purpose does not accumulate, and unused time from one 

fiscal year does not rollover to the next fiscal year.  Each fiscal year ends on August 31
st
 

of each calendar year.  Employees are not paid for unused annual, sick, compensatory, or 

any other type of leave when their employment with the Conference ends. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Section V: 

Other General Policies 

 
General Safety Issues 

 

The safety of each employee and visitor is of paramount concern for the Conference.  In 

order for us to be productive and deliver high quality services to our members and other 

publics, the Conference must first have employees who feel safe in the workplace, and 

who are able to perform their assigned tasks out of harm’s way.  It is the responsibility of 

each employee to familiarize her/himself with the safety features and proper use of each 

piece of office equipment that they use, and to follow applicable safety guidelines.  

Further, it is the responsibility of each employee to immediately notify the President & 

CEO of any accident or unsafe conditions in the workplace.  If you do not know how to 

operate something safely, do not operate it.  If you spot an unsafe condition (water on the 

floor, etc.), please either report it or properly remove the unsafe condition yourself.  

Under no circumstances should you attempt to make repairs on electrical or other 

appliances.  Please use caution at all times while on the property or a Conference event. 

 

Personal Property 

 

The Conference is not responsible for any loss or damage caused to your personal 

property while at the office or on Conference business.  Employees should take proper 

precautions to ensure that their personal property is safeguarded.  If you have an item 

which requires safekeeping and have no way of securing it yourself, please check with 

the President & CEO.  The Conference is specifically not responsible for any damage to 

your vehicle while parked on the office lot or while in use for any Conference business. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Section VI: 

Evaluation and Termination 

 
Evaluation of Performance 

 

Every Conference staff member will be evaluated at least once annually on their 

performance.  Additional evaluations may be given as deemed appropriate by the 

President & CEO.  Each staff member is expected to meet all of the expectations placed 

on them.  If you lack the resources to do a task assigned to you, please promptly inform 

the President & CEO.  The Conference will do everything possible to assist you in being 

successful; however you must have the skill and ability to properly perform your 

prescribed duties.  Promptly inform the President & CEO if you are unable to complete 

any assigned task and advise him as to what you need in order to successfully and 

proficiently complete the job assigned to you.  Performance evaluations may be kept in a 

permanent file and may remain a part of your employee record.  Unsatisfactory 

performance at any time is grounds for termination of employment.  Continued 

employment with the conference is not a right, but is contingent upon the needs of the 

Conference and your ability to successfully complete your assigned tasks in an efficient 

and thorough manner, as well as fulfill the other expectations placed on you by the 

President & CEO. 

 

Termination of Employment Relationship 

 

The Conference values hardworking, competent, reliable employees.  The Conference 

wanted to work with each employee to ensure that the work relationship is beneficial to 

the organization, as well as being rewarding to the individual.  Indiana is a “right to 

work” state – meaning, all employees are terminable at will.  This means that you may be 

terminated or otherwise let go from the Conference at any time, as well as you being able 

to voluntarily terminate your employment with the Conference at any time.  Continued 

employment at the Conference is contingent upon the needs of the Conference and your 

ability to successfully complete your assigned tasks in an efficient and thorough manner, 

as well as fulfill the other expectations placed on you by the President & CEO.  If the 

Conference chooses to terminate your employment, we will strive to give you advance 

notice so that you may properly wrap up your affairs with the Conference and transition 

out of the office.  If you choose to terminate your own employment relationship with the 

Conference, we ask that you provide us with a minimum of two weeks notice, so that we 

might properly transition someone else into your position.  While the Conference does 

not have to give any reason for terminating your employment, some reasons may include 

failure to follow the policies in this Employee Manual, failure to fulfill the expectations 

of your position to the satisfaction of the President & CEO, inability to properly complete 

one’s assigned work in a timely and proficient manner, poor work attitude, changing 

needs of the Conference where your position is no longer needed, etc. Should any 

employee be deemed untrustworthy by the Conference (e.g. misappropriation of 

resources, breach of confidentiality, conflicts of interest, having a disruptive demeanor 

which adversely affects operations, or reasonable fear of the same, etc.) you may be 



terminated immediately without advance notice.  These provisions should be interpreted 

as complying with all applicable sate and federal laws.  Reasons for your termination, as 

well as any exit interview that might be conducted, may become part of your permanent 

personnel file. 

 

Length of Contract of Employment 

 

Unless otherwise state in writing, each NIC employee is on a one year contract, from 

September 1
st
 to August 31

st
 . 

 

Modifications to Employee Manual 

 

This employee Manual may be modified at any time by the President & CEO.  Updated 

copies of the guide are available from the President & CEO at any time.  This Employee 

Manual is not exhaustive, as other rules may apply in the workplace. 

 

All employees are expected to follow the policies in this Manual, as well as other 

Conference policies established by the President & CEO. 

 

Acknowledgment 

 

By accepting this Employee Manual, you confirm that you have read the contents and 

agree to the terms found therein.  If you ever have any questions about the provision, 

please ask the President & CEO. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


