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PART I. GENERAL STATEMENT OF POLICY 
 

This document collects and sets forth the policies and regulations adopted 
by the American School of Classical Studies at Athens ("the School") 
concerning personnel matters.  Part I applies to all employees of the School 
wherever they are based.  Part II applies to all staff in the United States and 
staff not hired under Greek law in Greece.  

 
Procedures 
1.1. The Managing Committee shall appoint officers of the School and shall fix their 

salaries and terms of office.  The Board of Trustees must authorize any salaried position lasting 
longer than a single year. 

1.2. All employees of the School whose appointment must be approved by the Managing 
Committee and/or the Board of Trustees ("officers of the School") have fixed-term contracts; 
notwithstanding repeated reappointments, no employee may be considered to hold a position of 
indefinite term.  Fixed-term contracts may be readvertised and renewed at regular intervals, 
normally every three or five years. 

1.3. The Personnel Committee and special search committees (Publications, Gennadeion, 
Wiener Laboratory) maintain, at the U.S. and Athens offices, current job descriptions of officers 
of the School and advertise all positions in a timely manner, as the need arises; they recommend 
appointments to the Executive Committee, normally at the Annual Meeting in May.  When it is 
anticipated that a new (non-incumbent) appointment to an officer position will be made, the 
position should be advertised and the appointment announced 14 months before it comes into 
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staff who violate such laws for prosecution by the relevant government authorities and will 
cooperate fully with such authorities.  Violation of the School's policy may result in expulsion or 
dismissal for members and staff. 

 
Conflict of Interest 
4.1. An employee's or member's outside business activities and interests must not 

interfere with regular duties or represent a conflict of interest.  School employees shall refrain 
from engaging in outside activities or financial interests incompatible with the goals of the 
School or which affect adversely the effective performance of their duties.  They must also 
refrain from dealing with antiquities in any way that contravenes the laws of the U.S. or Greece 
or the UNESC
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that the Administrative Director or Director of the School is involved in any illegal activity or 
financial improprieties, the report should be made to the President of the Board of Trustees.  
 

7.2. The School will not retaliate in any way against any individual who makes such a 
report. Retaliation is a serious violation of the School’s Whistle Blower Policy and employees 
who feel they have been subjected to any acts of retaliation should immediately report such 
conduct to the Administrative Director, Director of the School or the President of the Board of 
Trustees.  Any person who retaliates against another individual for reporting any perceived 
illegal acts will be subject to disciplinary action up to and including discharge.  
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PART II. PERSONNEL REGULATIONS 

 
These regulations apply to all staff in the United States and staff not hired 

under Greek law in Greece.  Staff hired subject to labor regulations of the Greek 
government are also covered in these regulations to the extent permitted by 
Greek law. 

 
DEFINITION OF TERMS1 
 
There are several terms used throughout this document that have very specific meanings 

in U.S. law.  These terms are used frequently, and their meanings may not be immediately 
obvious or they may be subject to misinterpretation.  Unless specifically stated otherwise, the 
definitions provided below apply whenever the defined term is used in this document.  In cases 
where situations differ for U.S.-based staff and staff not hired under the Greek law in Greece, 
each area will be treated separately. 

 
1.  Permanent vs. Temporary 
Every employee is classified as either "permanent" or "temporary" as defined below. 
 
Permanent: An employee who is hired (1) to fill a position that is expected to 
 exist for more than one year, AND (2) not for a specific project.   
 This will include officers of the School appointed by the Managing 
 Committee to fixed-term positions. 
Temporary: An employee who is hired (1) to fill a position that is not expected  

  to exist for more than one year, OR (2) to complete a specific  
  project. 

 
2. Full-time vs. Part-time 
All employees are classified as either "full-time" or "part-time" as defined below. 
 
Full-time: An employee who is normally scheduled to work at least 
 thirty-five hours each week, excluding lunch and other breaks. 
Part-time: An employee who is normally scheduled to work fewer than 
 thirty-five hours each week, excluding lunch and other breaks.  

 
  3. Exempt vs. Non-exempt 
 Every employee is classified as either "exempt" or "non-exempt" as defined below. 

 
Exempt: An employee who is exempt from the minimum wage and 
 overtime provisions of the Fair Labor Standards Act (Wage-Hour 
 Law) as amended.  These individuals do not receive overtime pay 
 for working more than the forty hours per week as stated in the  

  FLSA.  Included among exempt employees are executive,   
  professional, and some administrative staff (see list). 
 
__________________________ 

 

1 In this document, "Athens" or "Greece-based" includes employees of the School located in Athens or elsewhere in 
Greece. "U.S." and "U.S. Offices" includes the U.S. administrative offices and the Publications Office. 
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Non-Exempt: All other employees who are not exempt from minimum wage and  
 overtime positions of the Fair Labor Standards Act (Wage-Hour  
 Law) as amended.  The provisions of this law require overtime pay 
 (at time and one-half) for all hours worked in excess of forty  
 hours (excluding lunch and other breaks) per week (or as 
 negotiated).   
 

  4. Supervisor 
Throughout this document, the term "supervisor" refers to the individual to whom 

an employee reports for administrative purposes.  This individual is responsible for 
performance reviews, compensation reviews, and any other administrative matters related 
to an individual employee.  It is understood that an employee's supervisor may (and 
generally will) seek the advice and opinions of others with whom an employee works as 
part of the normal performance and compensation review process. 
 

  5. Length of Employment 
The availability and level of certain employee benefits (i.e. vacation and sick 

days) are based on an employee's length of employment with the School.  For these 
purposes, length of employment is measured from an employee's first day of employment 
through the last day actually worked, provided that employment has been continuous.  
 
 

PERSONNEL POLICIES/THE WORK ENVIRONMENT 
 

1.  PERSONNEL RECORDS 
 
Each U.S. employee and each employee not hired under Greek law in Greece has a 

personnel file maintained in the U.S. office.  Other personnel files are maintained in Athens.  
Information in these files may include employee data sheets, resumés, and required forms 
regarding payroll deductions and insurance.  Compensation history, performance evaluations, 
and occasionally other information related to an individual employee may also be found in the 
file.  Individual staff members must notify both the U.S. and Athens offices as soon as possible 
of any change in home address, telephone number, marital status, emergency contact, or number 
of dependents. 

 
All personnel records are confidential, except as may be required by law or by the needs 

of the School.  Within the School, the complete personnel file is available only to the appropriate 
staff and the employee, and selected parts of an employee's file are available on an as-needed 
basis to the employee's supervisor. 

 
Employees who wish to review their personnel files may make arrangements directly 

with the office where those files are located. 
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2. VERIFICATION OF EMPLOYMENT 
 
All requests for verification of employment should be directed to the U.S. office.  

Information will not normally be verified to an outside party without prior authorization from the 
employee. 

 
  

3.  PERFORMANCE REVIEWS 
 
In order to recognize employees for good performance, and to inform them of areas 

where improvement is needed, the employees' performance will be evaluated by their supervisors 
on a continuing basis.  At least once per year, normally, there will be a written performance 
evaluation from their supervisor, presented to the Director of the School for Greece-based 
employees; to the Administrative Director for U.S. office employees (excluding Publications); 
and to the Chair of the Managing Committee for the Publications Office. The Director and the 
Administrative Director will present their respective evaluations to the Chair of the Managing 
Committee (for the Director) and to the President of the Board of Trustees (for the 
Administrative Director).  The Director of the School's performance will be reviewed by the 
Chair of the Managing Committee; the Administrative Director's by the President of the Board of 
Trustees. 

 
All written performance reviews will be based on performance in relation to 
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Payroll and Compensation 
 
Employees are paid monthly on the last working day of each month. 
 
Exempt employees will not receive overtime pay or compensatory time for overtime 

hours.  However, such an employee may take paid time off with the agreement of the employee's 
supervisor. 

 
Non-exempt employees are expected to work overtime when it is necessary in order to 

meet deadlines.  Overtime is defined as any time worked in excess of thirty-five hours, or in the 
case of part-time employees, in excess of their agreed-upon hours, in a given work week.  When 
assigning overtime work, reasonable attempts will be made to accommodate personal schedules 
and preferences.  This, however, may not always be possible. 

 
Non-exempt employees will be paid for all overtime hours over forty hours per week at 

one and one-half times their regular hourly pay rates, as per the Fair Labor Standards Act.  For 
overtime hours over thirty-five hours per week but less than forty hours per week, non-exempt 
employees will be paid at straight-time rates.  The necessity to work overtime must be approved 
in advance by the employee's supervisor or project manager.  On the following Monday, the 
employee must submit to the employee's supervisor or project manager a detailed written report 
stating the amount of overtime worked for the prior week. 

 
6.  MOONLIGHTING 

 
The School does not restrict an employee's right to do work outside the School as long as 

the work performed does not interfere with an employee's work performance and attendance or 
otherwise conflict with the interests of the School.  An employee may not make inappropriate 
use of the School's facilities for his/her outside business activities. 

 
7.  GRIEVANCES 

 
Employees with grievances, complaints, or suggestions are encouraged to express their 

opinions to their supervisors or to the Director of the School (Greece-based employees), to the 
Administrative Director (U.S. employees), or to the Chair of the Managing Committee 
(Publications office employees).  This may be done orally or in writing.  Written 
communications should be signed and, if possible, delivered directly to the person addressed.  
All grievances and complaints will be acknowledged.  (Please refer to Part I.  Sections 5.1, 5.2 
and 5.3) 

8. TERMINATION 
 
Employment may be terminated by either the employee or the School at any time, with or 

without cause, as described below.  
 
Voluntary Termination 
 
Employees who voluntarily terminate their employment should submit a written letter of 

resignation (or a written letter not to renew a fixed-term contract) to the Director of the School  if 
in Athens, to the Administrative Director if in the U.S. (except Publications), or to the Chair of 
the Managing Committee for  Publications employees.  In order to effect a smooth transition of 
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EMPLOYEE BENEFITS/PAID AND UNPAID LEAVE 2 
 
1.  HOLIDAYS 
 
U.S.:   The U.S. offices are closed on th
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    2.  VACATION 
 
All permanent, full-time employees receive vacation time in the following amounts, per 

calendar year: 
 
 Length of Service Annual Vacation 
 0-4 years of service 15 days/year 
 5-9 years of service 20 days/year 
 10 + years of service 25 days/year 
 
Vacation time accrues on a monthly basis according to the calendar year.  For employees 

whose first year of employment does not coincide with the calendar year, vacation is pro-rated.  
For permanent, part-time employees who are scheduled to work an average of 25 or more hours 
per week vacation time accrues per the above scale on a pro-rated basis (except in special 
circumstances).  Temporary employees do not receive vacation time except in special 
circumstances. 

 
Although vacation time begins to accrue on a monthly basis, beginning on the first day of 

employment, it may not be used during the first three months of employment.  If a scheduled 
holiday falls within an employee's vacation, the day should be recorded as a holiday rather than 
as a day of vacation.  A maximum of five vacation days may be carried over from year to year.  
Exceptional circumstances may be discussed with the employee's supervisor. 

 
Employees who leave the School and have been employed more than three months will 

be paid for unused vacation time provided that they have not been terminated for "misconduct."  
All vacation time is forfeited if an employee is terminated voluntarily or involuntarily during the 
first three months of employment. 

 
3.  JURY DUTY 

 
U.S. only: 
An employee who is called to serve as a juror should notify his/her superior as soon as 

possible.  Employees will be paid the difference between their regular base pay and any jury pay, 
provided they report to work when the jury is not in session.  The School will continue regular 
salary during jury duty; any checks subsequently received by the employee for jury duty services 
should be endorsed to the School and sent directly to the Accounts Manager. 

 
 

4.  BEREAVEMENT TIME 
 
In the event of a death in a permanent, full-time employee's immediate family, the 

employee will be allowed to take up to three days off with pay.  Immediate family is defined as a 
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5.  SICK DAYS AND SHORT-TERM DISABILITY 

as adopted by the ASCSA Managing Committee May 14, 2011 
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7.  LEAVE OF ABSENCE WITH PAY 

 
A request from an employee for a leave with pay must be referred first to the Director of 

the School (if in Greece), to the Administrative Director (if in the U.S.), or to the Chair of the 
Managing Committee (for Publications employees) for appropriate action.  

 
 

8.  OTHER LEAVE OF ABSENCE 
 
Any other leave of absence is a temporary suspension of employment without pay at the 

request of the employee.  Employees must have worked for the School for at least one year 
before a request for an "other" leave of absence will be considered.  All requests must be 
submitted in writing either to the Director of the School (if in Greece), to the Administrative 
Director (if in the U.S.), or to the Chair of the Managing Committee (for Publications 
employees) and will be considered on an individual basis taking into account the nature of the 
employee's position, the employee's previous work record, length of service, the reason for the 
request, and the needs of the School. 

 
Any approved leave is without pay, and vacation days will not accrue during this period.  

The employee may continue his/her medical benefits if arrangements are made for the employee 
to pay the full amount of the premiums. 

 
 

9.  RESEARCH LEAVE POLICY 
as adopted by the ASCSA Managing Committee May 14, 2011 

 
 The American School of Classical Studies at Athens is committed to supporting the 
research interests and professional development of its staff. The School does not have a 
sabbatical system in the same sense as universities where faculty are eligible to apply for 
regular research leaves every 7 years. It is a policy of the School not to award “terminal 
sabbaticals” upon retirement. 
 
 Many of the School’s academic staff are Managing Committee appointees on fixed, 
short-term appointments (5 years or less) and are, therefore, not eligible for research 
leaves from the School. Periodic research leaves are possible for staff who have been 
employed at the School for more than 5 years, who hold either an administrative or an 
academic position and have a Ph.D. or another advanced professional degree, and who 
have an interest in pursuing specific scholarly projects. Such research leaves allow staff 
to continue their scholarship, enhance the School’s academic reputation, and make 
significant contributions to the programs of the School. 
 
 The School supports a maximum of a 6-month paid research leave with full pay and 
continuation of benefits or up to one year at half salary and some benefits (see below for 
benefits). The maximum period for a research leave, paid and unpaid, is one year (12 
months). Academic staff are encouraged to apply for external funding to replace the 
School’s contribution or supplement the partial salary from the School, if a leave of more 
than 6 months is requested. The School will not provide full salary for an employee who 
has secured a major fellowship or other funds from another institution with the equivalent 
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well as to the work of the School, enhancing its reputation as a teaching and research 
institution, and the anticipated outcomes of the project (in approximately 2 pages); (3) a 
suggested plan for how the work of the staff member might be covered during the period 
of leave; (4) one recommendation from the department head or immediate supervisor, 
commenting on the proposal and the plan for how the applicant’s work in the department 
might be covered during the period of leave. 
 
Approval of Leave 
 
The decision about granting a research leave will be guided by the following principles: 

1. Is the proposed project worthy? Will the person make good use of research time? 
 Will a worthwhile product result from it? 
2. Has the person served the School well and for a considerable period of time? 
3. Can the person be spared for the time period proposed? 
4. Will the person’s absence obligate the School for unforeseen expenses? 
5.  Can adequate provision be made to cover the person’s responsibilities? 
6. When was the last research leave taken? Was the project completed and what 
 were the tangible results? 
 

Professional Development Leave Policy for Administrative Staff  
 
 Administrative staff may apply for a professional development leave of absence with pay, 
on the same financial basis and with the same benefit structure as research leaves (full 
salary for up to 6 months and half salary for up to one year) to pursue a certificate course 
or an additional degree or engage in some concentrated project that will enhance their 
professional credentials and job performance. Application (with similar information as 
outlined above for research leaves) should be made to one’s immediate supervisor, with 
final approval by the Director in Athens, the Administrative Director in Princeton, or the 
Chair of the Managing Committee, as appropriate. 

 
Final Report 
 
 A full final report is expected upon completion of a research or professional development 
leave. This report should contain an account of the activities undertaken during the leave, 
work completed, tangible accomplishments, anticipated publications or other outcomes of 
the leave, and how this period of leave has contributed to enhancing the work of the 
School and the specific job performance of the staff member. This report should be 
delivered to the Director of the School in Athens or the Administrative Director in 
Princeton, with copies to the department head, and to the Chair of the Managing 
Committee. A copy of this report will be kept in the staff member’s personnel file, along 
with a letter from the Director in Athens, Administrative Director, or Chair of the 
Managing Committee, acknowledging the report and commenting on the 
accomplishments of the period of the leave. As articles, books or other tangible products 
of the leave are produced, copies should be given to the appropriate library at the School, 
with the receipt of these products noted in the personnel file. 
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10. RETIREMENT POLICY 

as adopted by the ASCSA Managing Committee May 14, 2011 
 

Retirement Policy for Staff in Greece (paid in euros)  
 
 ASCSA complies with all regulations regarding the employer and employee contributions 
to IKA that provide health care during employment and after retirement, as well as severance 
upon retirement and pension payments after retirement. When an employee reaches 
retirement age, ASCSA can require him/her to retire from work at the School. Managing 
Committee appointments are governed by the terms outlined in the appointee’s Letter of 
Appointment or Letter of Reappointment. 
 
 Upon retirement, ASCSA staff in Greece on the euro payroll are eligible for Greek 
government-mandated severance packages, based on years of service and salary. The 
severance payment is based on a progressive scale measuring length of service starting after 
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retirement age, that a U.S. employee can elect to sign up for COBRA in order for health benefits 
to be continued. All COBRA payments are to be paid by the retired or former employee. 
 
 It is a policy of the School not to award “terminal sabbaticals” upon retirement. 
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3. LIFE INSURANCE 
 

Amendment to ASCSA Personnel Policy, as adopted by the ASCSA Managing Committee 
January 7,  2010  

 
The School provides life insurance benefit and accidental death and dismemberment 

coverage for all full-time, permanent U.S. employees. 
 
Basic benefit: Employees are covered for the amount of their current annual 
  base salary up to maximum of $125,000 for U.S. employees in 
  Princeton and $300,000 for U.S. citizens employed in Greece.  
  Coverage will be adjusted once yearly on July 1st. 
 
Accidental death: If death is the result of an accident, an additional benefit equal 
   to the amount of the basic death benefit is paid to the 
  employee's designated beneficiaries. 
 
Dismemberment: Based on a specific schedule, a portion of the basic death 
  benefit described  is paid to the employee for loss of sight or 
  other dismemberment. 
 
The health insurance and group life insurance plan booklets describe these benefits in 

detail and are available from the U.S. office.  In case of real or apparent conflict between 
summary information and the detailed plan booklet, the detailed plan booklet controls. 

 
4.  PENSION 
 

Amendment to ASCSA Personnel Policy, as adopted by the ASCSA Managing Committee May 
10, 2008  

 
A pension plan is provided to all eligible employees who do not participate in a 

retirement program administered by the Greek government. Employees will be provided with a 
copy of the School's Summary Plan Description for details concerning this program. 

 
 
5.  SOCIAL SECURITY BENEFITS 
 
Social Security benefits are provided by FICA taxes paid both by employees and the 

School.  These benefits are generally available only at retirement age but may also be available 
to individuals who become totally disabled.  In certain circumstances, benefits may also be 
payable to an individual's family if the individual dies. 

 
Many of these benefits are calculated based on actual earnings and the amounts 

contributed by and on behalf of the individual throughout his/her working years.  Therefore, it is 
very important that each employee's name and social security number is recorded correctly on 
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Detailed information regarding various social security benefits is available from any 
office of the Social Security Administration.  The Social Security Administration also 
encourages individuals to request their earnings history every few years to be sure that earnings 
are being properly reported by employers. 

 
6.  UNEMPLOYMENT INSURANCE 
 
Individuals whose employment is terminated involuntarily may be eligible for 

unemployment benefits.  These benefits are paid by individual states and are financed by state 
unemployment taxes paid by the employer, and in some states by state unemployment taxes paid 
by the employee. 

 
To apply for unemployment benefits, contact the nearest state unemployment office. 


