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Welcome to The Phoenix Theatre Company 
 
The Phoenix Theatre Company is a non-profit 501(c)3 corporation and is a constituent member 
of Theatre Communications Group (TCG), the national service organization for non-profit 
theatres and the National Association of Musical Theatres (NAMT).  We are a LORT-D Letter 
of Agreement theatre, operating under agreement with Actors Equity Association, the union of 
professional actors and stage managers in the United States.   
 
We are governed by a 36-member Board of Directors, and we are the oldest arts organization 
in Arizona and West of the Mississippi River. 
 
We want to take this opportunity to welcome you as an employee of The Phoenix Theatre 
Company.  To help you become more familiar with The Phoenix Theatre Company, we have 
prepared this handbook to acquaint you with some of The Phoenix Theatre Company’s 
procedures and policies.  Please read it carefully so that you will know what The Phoenix 
Theatre Company expects from you and what you can expect from The Phoenix Theatre 
Company. 
 
Naturally, a Handbook cannot answer all of your questions; it can only highlight certain key 
areas.  After reviewing the Handbook, please feel free to ask questions of your manager or of 
me.  We will be pleased to assist you. 

Sincerely, 

Elizabeth Caruana 
Director of Finance and Administration 



 3 

Introduction 
This Handbook summarizes current The Phoenix Theatre Company procedures and personnel 
policies.  It is intended as a guideline only in the area of human resources administration for 
the employees of The Phoenix Theatre Company.    The policies, guidelines, and benefits 
described herein are those in effect at the time this Handbook is printed.  This Handbook 
replaces and supersedes all previous personnel policies, practices, and guidelines, whether 
written or oral.  Periodically, The Phoenix Theatre Company, in its sole discretion, may modify, 
revoke, change, amend, or delete some of its policies, with or without notice, except for its 
policy of employment at-will, to reflect changes in business conditions and employees’ needs. 
 
The contents of this manual do not constitute the terms of a contract of employment.  Nothing 
contained in the Handbook should be construed as a guarantee of continued employment, but 
rather employment with The Phoenix Theatre Company is at will.  Employment at-will means 
that you or The Phoenix Theatre Company can terminate the employment relationship, with or 
without cause, and with or without notice, at any time.  The Phoenix Theatre Company also 
retains the right to change or modify an employee’s duties and/or compensation at-will.  For 
example, The Phoenix Theatre Company may demote an employee or otherwise change his 
or her position with or without cause and with or without notice. 
 
No oral representations, statements or promises made at any time which are different from 
these policies and procedures will be binding on The Phoenix Theatre Company, unless they 
are made in writing by The Phoenix Theatre Company’s Managing Director or Board of 
Directors. 
 
The Phoenix Theatre Company reserves the right to interpret any ambiguity about these 
policies and procedures.  Employees should discuss any questions regarding these policies 
with their manager/supervisor or with the Director of Finance and Administration.  This version 
of The Phoenix Theatre Company Human Resources Policies and Procedures supersedes all 
others. 
 

EMPLOYEE BENEFITS 
 

Eligible employees at The Phoenix Theatre Company are provided a wide range of benefits. A 
number of the programs (such as Social Security, workers' compensation, state disability, and 
unemployment insurance) cover all employees in the manner prescribed by law.  Benefits 
eligibility is dependent upon a variety of factors, including employee classification.   The 
following benefit programs are available to eligible employees following the end of a 90 day 
introductory period after date of hire (1st of the month following 60 days for health, dental and 
vision insurance:  

 

 Health, Dental and Vision Insurance 

 Vacation 

 Personal Days 

 Sick Leave 

 Sabbatical Program 

 Bereavement Leave 

 Maternity/Paternity Leave 

 Jury Duty Leave 

 Family Medical Leave Act 

 Holidays 

 401K Retirement Plan 
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 Complimentary tickets 

 Discounts 
 
 
Health Insurance 
Group health, dental and vision insurance is available to all full-time employees including any 
employees who's regularly scheduled work week is at least 30 hours or who's average work 
time is at least 30 hours calculated over the preceding 12 months.  Eligible employees who 
chose to elect insurance coverage will become eligible for coverage on the first day of the 
month following the commencement of their emlployment.  The Phoenix Theatre Company 
pays a portion of the premium for the employee and premiums and plans are subject to change 
each year.  The current renewal date for our insurance plans is September 1 of each year 
(subject to change).  All changes to insurance coverage must be made during the annual open 
enrollment period just before the renewal date.  Exceptions to this policy are detailed below.  
The employee-paid portion (or their dependent coverage, if selected) is taken by automatic 
payroll deduction, on a pre-tax basis.  The Phoenix Theatre Company’s contribution to health 
insurance coverage is for its group policy only, and may not be transferred to private policies 
except in the case of a Medicare eligible employee. 
 
An insured employee who separates from The Phoenix Theatre Company may elect COBRA 
coverage which permits employees to continue health, dental and vision insurance for up to 18 
months by paying the full premium.  Former employees failing to pay the premium on time will 
be subjected to the automatic termination of the policy without notice. 
 
An employee, who declines health insurance coverage may, in the future, be able to enroll in 
the group plan, provided it is requested within 30 days after other health coverage ends.  In 
addition, if the employee has a new dependent as a result of marriage, birth, adoption, or 
placement for adoption, the employee may be able to enroll self and dependents provided that 
it is requested 30 days after the marriage, birth, adoption or placement for adoption.   
 
Eligible employees may participate in the health insurance plan subject to all terms and 
conditions of the agreement between The Phoenix Theatre Company and the insurance carrier.  
Details of the health insurance, dental and vision plans will be provided in advance of 
enrollment to eligible employees.  For more information and additional details about insurance 
benefits contact the Director of Finance and Administration. 
 
Medicare Premiums for Eligible Full-Time Employees 
Should a full-time employee be or become eligible for medical benefits issued through Medicare 
anytime during their employment (but after the first day of the month following their 60 day 
introductory period), The Phoenix Theatre Company will pay the portion of the Medicare 
premium equal to or less than (if applicable) to the current employer portion of the premium 
paid for an individual employee for the current group health insurance. The remainder of the 
premium (if any) will be considered the employee-paid portion of the Medicare premium and 
will be taken from the employee’s pay via automatic payroll deduction, on a pre-tax basis.  The 
Phoenix Theatre Company will directly pay the employee’s full Medicare premium bill on their 
behalf each month using both the employer contribution to the Medicare premium as well as 
the employee portion of the Medicare premium withheld from the employee’s paycheck each 
week.  A full-time employee enrolled in Medicare and using this benefit must supply the 
Associate General Manager with their Medicare invoices as verification of the premiums as 
well as for submission for payment on their behalf. 
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Vacation 
The Phoenix Theatre Company offers paid vacation to all full time employees, following their 
90 day introductory period as follows: 
 
1st season                    80 hours (2 weeks) 
2nd season            80 hours (2 weeks) 
3rd through 6th season 120 hours (3 weeks) 
7th through 10th season   160 hours (4 weeks) 
11th season and beyond  200 hours (5 weeks)  
 
Please note that if your 90 day introductory period ends after September 1 of your first calendar 
year of employment you will skip the 1st season allotment of time and move directly to the 2nd 
season allotment.  Vacation time will be granted at its full value (based on longevity) to all 
qualified employees on the first day of each fiscal year (September 1) even though it has not 
yet been fully earned.     
 
Upon separation from The Phoenix Theatre Company, employees will be paid all granted 
vacation that was earned but not used.  Employees who are terminated or leave the employ of 
The Phoenix Theatre Company by choice prior to completing a full season will be subject to 
their vacation being pro-rated in arrears based on the number of weeks employed.  For 
example, if an employee gives notice and schedules their last day on February 28/29, halfway 
through the fiscal year, they will receive half of their allotted vacation for the season.  In the 
event an employee has already used more vacation than the amount they would have earned 
based on their scheduled departure date, the employee will be responsible for re-paying 
vacation taken but not earned.  Employee understands The Phoenix Theatre Company will 
deduct any amounts due for overuse of vacation from the employee’s final paycheck(s). 
 
Vacation time must be arranged at least two weeks in advance with the manager/supervisor 
and a member of senior management’s approval.   
 
Unused vacation time is carried forward to new fiscal years but must be used within three 
months of the close of each fiscal year (November 30) or it is forfeited. 
 
Personal Days 
Full-time employees are granted two paid personal days per fiscal year, if hired prior to 
February 28/29 and one paid personal day if hired after March 1, but before June 1.  Personal 
days must be taken prior to August 31 or they will be forfeited.  Personal days are not paid 
upon termination. 
 
Sick Leave 
The Phoenix Theatre Company recognizes that employees occasionally may be unable to work 
due to personal or family illness or injury.  All employees will begin to accrue sick leave 
immediately upon hire, however, use of sick leave cannot begin until after the 90 day 
introductory period.  Exempt employees accrue sick leave at the rate of 1 hour for every 30 
hours worked up to a total of 48 hours per fiscal year (September 1 – August 31).  Non-exempt 
employees accrue sick leave at the rate of 1 hour for every 30 hours worked up to a total of 40 
hours per fiscal year (September 1 – August 31).  An employee must notify his/her manager 
no later than 9:00 a.m. when using sick time.  A written doctor’s excuse may be requested for 
all absences greater than three working days.  Employees covered under a collective 
bargaining agreement are not covered by this policy and instead all sick leave rules will be 
those laid out in the applicable collective bargaining agreement. 
 



 6 

Sick leave is deducted as used.  Unused sick leave may be carried over to the next year, but 
is subject to a 480-hour maximum cap.  Once the cap is reached for exempt employees said 
employee will forfeit 1.333 hours at the beginning of each week and accrue a new allotment of 
1.333 hours at the end of each week.  Once the cap is reached for non-exempt employees said 
employee will forfeit 40 hours of sick leave and will begin to accrue additional leave at the rate 
of 1 hour per 30 hours worked.  Employees who are re-hired within 9 months of a termination 
(either voluntary or involuntary) will have all previously accrued sick leave restored.  Sick leave 
is not considered an entitlement and unused benefits are not paid upon termination.  
 
COVID 19 (not tested or negative result) Sick Leave and Protocol 
The Phoenix Theatre Company recognizes that employees who have become ill and have 
concerns over the illness being Covid 19 related will need to remain in self-quarantine for the 
time period recommended by the CDC whether they have not been tested for Covid 19 or if 
they have been tested but receive a negative result for Covid 19. 
 
Should an employee become ill and have reason to believe the illness could be Covid 19 or if 
the employee has been tested for Covid 19 and receives a negative test result, the employee 
must follow the following protocol: 
 

 If you have not been tested for Covid 19 or if you have been tested and receive a 
negative result, you can stop self-quarantine and return onsite to work after the 
following three things have happened: 

o You have had no fever for at least 72 hours (that is three full days of no fever 
without the use medicine that reduces fevers) AND 

o Other symptoms have improved (for example, when your cough or shortness of 
breath have improved) AND 

o At least fourteen days have passed since your symptoms first appeared. 

OR 

o You received a negative test and have been in self-quarantine for 72 hours and 
at least fourteen days have passed since your symptoms first appeared – 
whichever is longer. 

In the event that an employee is both well enough to work and their work is able to be completed 
remotely while they are in self-quarantine, those days worked remotely are not considered sick 
time.  An employee not able to work onsite due to self-quarantine AND is not able to work 
remotely due to feeling ill OR due to the nature of their position with The Phoenix Theatre 
Company, will have access to the following Sick Time: 
 

 Should an employee become ill and have reason to believe the illness could be Covid 
19 or receives a positive diagnosis for Covid 19, the employee is able to use 80 hours 
of Sick Time separate from their normally accruing Sick Time while they recover from 
symptoms and remain in self-quarantine as per the above protocol.  

 
A written doctor’s excuse may be requested for all absences related to Covid 19 concerns and 
testing greater than three working days.  Employees covered under a collective bargaining 
agreement are not covered by this policy and instead all sick leave rules will be those laid out 
in the applicable collective bargaining agreement. 
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Sick leave is deducted as used.  This sick leave does not accrue year to year but is available 
each year to its full extent if the need is determined.  Covid 19 related Sick Time not considered 
an entitlement and unused benefits are not paid upon termination.  
 
 
Sabbatical Program 
For every 8 years of service (calculated based on anniversary date, not season of service), a 
6 week paid sabbatical will be granted to full time employees.  This time off is designed for rest 
and rejuvenation and The Phoenix Theatre Company will not require anything from you during 
this time off.  The leave must be taken within 18 months of the employee’s 8 year anniversary 
date and the sabbatical schedule must be approved by the employee’s supervisor and the 
Artistic Director and Managing Director.  Sabbatical leave MAY NOT be combined with any 
other leave including vacation leave or sick leave or FMLA or maternity leave.  The maximum 
amount of time you would be allowed to be on leave from The Phoenix Theatre Company is 
capped at 6 continuous weeks under this program. 
 
Bereavement Leave 
An employee will receive up to three days leave with pay in the event of a death in the 
immediate family.  Immediate family is defined as spouse, partner, parents, grandparents, 
children, grandchildren and siblings of either the employee or employee’s spouse/partner, or 
as otherwise provided with the written approval of the Managing Director. 
 
Maternity/Paternity Leave 
After one year of full-time service to The Phoenix Theatre Company a full-time permanent 
employee can receive 80 hours of leave with pay, in addition to time elected away from work 
under our Family and Medical Leave Policy.  This benefit is available to both mother and father 
or domestic partner.  This leave can only be activated once all other accrued time (sick/personal 
days & vacation time) has been exhausted by the employee.  This benefit is also restricted to 
a two year time frame, meaning that if this benefit is activated for an employee, it may not be 
activated again for two years following the completion of the original leave. 
 
Jury Duty Leave 
Exempt employees called to serve on a jury will be paid their usual salary as long as at least 
one day is worked in each workweek.  If no days are worked by an exempt employee in a 
workweek the employee will need to use any available vacation time or take unpaid leave. 
Exempt employees should use best efforts to complete their required work while on jury duty 
even if hours beyond the usual work day are required.  Non-exempt full-time permanent 
employees called to serve on a jury will be paid 8 hours of pay for jury service up to once per 
fiscal year.  Any hours beyond this 8 hours will not be compensated unless the employee elects 
to use any available vacation time. 
 
Family and Medical Leave (FMLA) 
Employees who have worked for our Company for at least a full year, and have worked at least 
1,250 hours during that time, are eligible to take unpaid family and medical leave for one or 
more of these purposes: 

 because the employee's own serious health condition makes the employee unable to 
work 

 to care for a spouse, child, or parent who has a serious health condition, or 

 to care for a newborn, newly adopted child, or recently placed foster child. 
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Leave Available 
Eligible employees may take up to 12 weeks of unpaid leave per calendar year for any 
of the above purposes. For purposes of calculating available family and medical leave, 
the year starts on September 1. 

 
A parent who takes leave to care for a newborn, newly adopted child, or recently placed 
foster child must begin this leave within a year after the birth, adoption, or placement. 
 

Notice Requirements 
Employees are required to give notice at least 30 days in advance of their need for a 
family and medical leave, if their need for leave is foreseeable. In emergencies and 
unexpected situations, employees must give as much notice as is practicable under the 
circumstances. 

 
Reinstatement Rights 

When you return from an approved family and medical leave, you have the right to return 
to your former position or an equivalent position, except: 

 You have no greater right to reinstatement than you would have had if you had not been 
on leave. If your position is eliminated for reasons unrelated to your leave, for example, 
you have no right to reinstatement. 

 The Phoenix Theatre Company is not obligated to reinstate you if you are a key 
employee—that is, you are among the highest-paid 10% of our workforce or holding 
your job open during your leave would cause The Phoenix Theatre Company substantial 
economic harm. If The Phoenix Theatre Company classifies you as a key employee 
under this definition, you will be notified when you request leave. 

 
Substitution of Paid Leave 

An employee who has accrued paid time off must use these benefits to receive pay for 
all or a portion of family and medical leave.  Once all accrued paid time off has been 
exhausted the remaining family and medical leave time will be unpaid. 

 
Medical Certification 

The Family Medical Leave Act authorizes The Phoenix Theatre Company to request a 
Medical Certification from a health care provider.  The certificate may require the following 
information: 

 The date on which the serious health condition began, its probable medical duration, 
and the appropriate medical facts regarding the condition. 

 A statement that you are unable to perform your job functions. 

 A statement that you are needed to care for the family member and an estimate of the 
amount of time needed. 

 For an intermittent leave or a reduced work schedule, the certificate must contain the 
dates of the treatment. 

 
Health Insurance During Leave 

Your health insurance benefits will continue during leave. You will be responsible for 
paying any portion of the premium that you ordinarily pay while you are working, and 
you must make arrangements to make these payments while you are out. Employees 
who do not return from family and medical leave may be required to reimburse The 
Phoenix Theatre Company for any premiums paid on the employee's behalf during the 
leave. 
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Holidays 
The Phoenix Theatre Company offers permanent and seasonal full time and permanent part-
time employees paid time off for the following holidays: 
 

New Year's Eve Day  
New Year’s Day 
Martin Luther King Jr. Day 
President’s Day 
Memorial Day 
Juneteenth 
Independence Day 

Labor Day 
Indigenous Peoples’ Day 
Thanksgiving Day   
Black Friday 
Christmas Eve Day  
Christmas Day

 
* If any department’s schedule conflicts with any scheduled holidays, affected staff will be 

allowed to re-schedule their holiday vacation anytime in a 30 day period following the 
originally scheduled holiday.  Holiday replacement cannot be carried over to the next 
year and are not paid out at time of termination.  Hourly employees working less than 
30 hours per week and temporary employees are not eligible for holiday pay. 

 
401K Retirement Plan 
A Safe Harbor 401K retirement plan is available to all full-time employees.  Full-time 
employees are eligible to enroll in this optional benefit on the first day of the month following 
their 60th day of employment.  The Phoenix Theatre Company will match employee 
contributions to this plan up to a total of 4% of the employee's salary.  The Phoenix Theatre 
Company at no point can be held accountable for each individual employees risk associated 
with enrolling in this qualified retirement plan. 
 
Complimentary/Discount Tickets 
The Phoenix Theatre Company employees are encouraged to attend each of our 
productions, ideally in the opening week.  To encourage this attendance, complimentary 
tickets will be provided and managed under policies provided by the Audience Development 
Department. 
 
 

EMPLOYMENT STATUS 
 
Full-Time Employee 
An employee scheduled to work at least 40 hours per week. 
 
Part-Time Employee 
An employee regularly scheduled to work less than 40 hours per week. 
 
Non-exempt Employee 
Employees who are entitled to overtime pay when they work more than 40 hours in any 
work week.   
 
Exempt Employee 
Employees who are not paid for overtime and are hired with the understanding that travel, 
overtime and weekend work are part of the responsibility of their position. 
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Note 
If an employee’s status changes from part-time to full-time, his or her service date for 
benefits accrual and participation will be the date the change in status becomes effective.  
Conversely, if the employee’s status changes from full-time to part-time, pro-rated benefits, 
if applicable, will begin to accrue from the date the change becomes effective. 
 

WORK STANDARDS 
 

Employment of Spouses, Partners and/or Relatives 
Spouses, domestic partners or relatives of current employees, may not occupy a position 
that will be working directly for or supervising the other. This policy applies to all employees 
without regard to the gender or sexual orientation of the individuals involved. 
 
 
Workers' Compensation Insurance 
The Phoenix Theatre Company provides workers' compensation insurance program at no 
cost to employees. This program covers any injury or illness sustained in the course of 
employment that requires medical, surgical, or hospital treatment.   

 
Employees who sustain work-related injuries or illnesses must inform their supervisor 
immediately. No matter how minor an on-the-job injury may appear, it is important that it be 
reported immediately. This will enable an eligible employee to qualify for coverage as 
quickly as possible. For non-emergent injuries, employees must call the Medcor Workers' 
Compensation hotline to report the claim and file the report as soon as is practicable but in 
no case more than 24 hours following the injury.  For emergent injuries, the employee 
should go to the Emergency Room and the employee's supervisor should call the Medcor 
hotline as soon as is practicable.  The employee will then need to call the Medcor hotline 
once their injury has stabilized to complete the claim filing. 
 
Unemployment 
The Phoenix Theatre Company employees are covered by Arizona Unemployment 
Compensation Laws, and must comply with such laws to be eligible for such compensation.   
 
Employer Reporting Program 
The Phoenix Theatre Company participates in the Employer Reporting Program 
administrated by the Arizona Department of Economic Security (ADES), Division of Child 
Support Enforcement.  This program requires Arizona employers to ask new employees 
and all returning employees if they are obliged to make child support payments through the 
court system.  It also requires us to furnish information including date of hire, name, and 
address, date of birth, and social security number to ADES within 15 days of hiring in 
accordance with Arizona state law. 
 
Work Schedules 
Normal administrative office hours at The Phoenix Theatre Company are held Monday – 
Friday with the hours of work for each department and position subject to the need and 
approval of the employee’s and department’s supervisor.  Production, Patron Development 
(box office), Food & Beverage and Front of House schedules vary within each week based 
on need.  While your supervisor will advise you of the times your schedule would normally 
begin and end, all full-time employees are scheduled to work eight hours a day, 5 days a 
week (breaks and/or meal breaks are observed but not included in the eight hour work day).  
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Staffing needs and operational demands may necessitate variations in starting and ending 
times, as well as variations in the total hours that may be scheduled each day and week. 
 

FLEXIBLE WORK SCHEDULE POLICY 
 
The normal daily work schedule for the Company is 9:00 a.m. to 5:00 p.m. However, The 
Phoenix Theatre Company encourages supervisors to permit reasonable adjustment 
(flextime) to the established normal arrival and departure times of the workplace, to 
accommodate individual employee needs such as transportation, education, and personal 
and family care commitments. The Phoenix Theatre Company also recognizes that 
flexible scheduling is not possible for all work areas because of the specific requirements 
of that workplace. 

Supervisors considering flextime should examine staffing needs for their areas to 
determine if the workplace needs to be fully staffed for the entire period of the regularly 
scheduled workday. Where possible, arrival and departure times for individual employees 
can be staggered to meet both the needs of the employee and the section or department. 
Supervisors must assure that there is adequate supervision during the staggered hours. 

Any significant variation from the employee's normal work schedule, e.g. working a 10-
hour, four-day week, must be discussed in advance with the department of human 
resources, especially in cases affecting nonexempt employees in an attempt to avoid 
overtime pay. Flexible work schedules should be discussed in advance with the staff 
member. The supervisor should explain the impact on how overtime pay will be calculated 
and make clear that the altered schedule is permissible as long as it does not create a 
need for overtime pay. Both parties should have written copies of the agreed to schedule. 
Supervisors should review the flextime needs of their employees and its application on a 
regular basis. 

There are occasions when it may be possible and practical for employees to accomplish 
some of their work while remaining at home. Infrequent work at home is permitted without 
the need for review by the department of human resources. Supervisors who are 
considering permitting a staff member to do a portion of their work at home on a regular 
basis must discuss the proposed arrangement first with the department of human 
resources. 

 
Employee Eligibility  
Candidates for flexible work schedule arrangements must:  
 

• possess good time‐management and organizational skills, and  
• be self‐motivated, self‐reliant, and disciplined.  
 

Position Eligibility  
Not all jobs can be performed with a flexible work schedule. In general, positions requiring 
face‐to‐face interaction with co-workers, patrons and vendors during specific times of the 
work week, may have restrictions on their flexibility for work schedule arrangements.  
 
Types of Arrangements  
While employees and supervisors have the freedom to develop arrangements tailored to 
employee and departmental needs, the following basic requirements must be met:  
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• Employees must be able to carry out the same duties, assignments, and other 
work obligations during their flexible work schedule as they would during the 
normal daily work schedule of 9:00am to 5:00pm.  
• The work week for all full‐time regular employees is 40 hours, divided into five 
days, with employees scheduled to work eight hours per day.  
• Employees must be available to their supervisors and co‐workers during core 
work hours which will be established by the Employee’s supervisor and department 
requirements.  
• Employees must be available to attend scheduled meetings and participate in 
other required office activities onsite at The Phoenix Theatre Company as needed. 
Except for extraordinary circumstances, The Phoenix Theatre Company normally 
provides at least 24 hours' notice for such events.  

 
Request Process  

Flexible work schedule arrangements are approved by supervisors on a case‐by‐case 
basis. Flexible work schedules might not be feasible within some departments or for 
certain positions within a department. Employees interested in flexible work schedule 
arrangements should discuss the matter with their supervisors and if approved for a 
flexible work schedule, Employee agrees to submit their flexible work schedule request to 
their supervisor complete with their general work days and hours. 
 
Other Requirements/Restrictions  
The Phoenix Theatre Company has the right to cancel or suspend employee flexible work 
schedule privileges at any time, for any reason or for no reason. 
 

TELECOMMUTING POLICY 
 
Telecommuting is a work arrangement that allows employees to work at home or at some 
other off‐ site location for all or some of their regularly scheduled work hours. Although not 
all jobs can be performed satisfactorily from other locations, The Phoenix Theatre 
Company recognizes that, in some cases, telecommuting arrangements can provide a 
mutually beneficial option for both The Phoenix Theatre Company and its employees.  
 
Employee Eligibility  
Candidates for telecommuting arrangements must:  
 

• possess good time‐management and organizational skills, and  
• be self‐motivated, self‐reliant, and disciplined.  
 

Position Eligibility  
Not all jobs can be performed from off‐site locations. In general, positions requiring face‐
to‐face interaction with co-workers, patrons and vendors are not suitable for 
telecommuting arrangements.  
 
Types of Arrangements  
While employees and supervisors have the freedom to develop arrangements tailored to 
employee and departmental needs, the following basic requirements must be met:  
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• Employees must be able to carry out the same duties, assignments, and other 
work obligations at their home office as they do when working on The Phoenix 
Theatre Company premises.  
• The work week for all full‐time regular employees is 40 hours, divided into five 
days (which are sometimes eligible for Flextime work allowances), with employees 
scheduled to work eight hours per day.  
• Employees must be available to their supervisors and co‐workers during core 
work hours which will be established by the Employee’s supervisor and department 
requirements.  
• Employees must be available to attend scheduled meetings and participate in 
other required office activities onsite at The Phoenix Theatre Company as needed. 
Except for extraordinary circumstances, The Phoenix Theatre Company normally 
provides at least 24 hours' notice for such events.  
• Employees must arrange for childcare during their work hours as telecommuting 
is not a substitute for dependent care.  Telecommuters will not be available 
during company core hours to provide dependent care. 
 

Income Tax 
It will be the Employee’s responsibility to determine any income tax implications of 
maintaining a home office area.  The Phoenix Theatre Company will not provide tax 
guidance nor will the Company assume any additional tax liabilities.  Employees are 
encouraged to consult with a qualified tax professional to discuss income tax 
implications. 

Communication 
Employees must be available by phone and email during core hours.  The Employee is 
responsible for designating a cell phone or land line as the primary way of contacting 
them during work hours.  The Company will not provide or pay for the costs associated 
with providing phone or internet services to the Employee’s home office as working 
from home is voluntary not mandatory.  Employees shall forward their work phone at 
the Company to their designated cell phone or land line in their home office during all 
work hours.   

Equipment/Furnishings/Office Supplies  
The Phoenix Theatre Company does not provide telecommuting employees with 
equipment or office furnishings for their home offices. Employees are responsible for 
equipping and maintaining their home offices so that they can accomplish their work in an 
efficient and expeditious manner. Depending on the nature of their jobs, this may require 
having computers, printers, computer software, fax machines, data and 
telecommunications equipment, and other equipment available for their use. Employees 
are responsible for providing office furnishings—such as desks, chairs, file cabinets, and 
lighting—at their own expense. The Phoenix Theatre Company provides common office 
supplies, such as paper, pencils, pens, and paper clips, for employees' use in their home 
offices.  
 
Worker’s Compensation 
During work hours and while performing work functions in the designated work area of the 
home, telecommuters are covered by The Phoenix Theatre Company’s worker’s 
compensation insurance policy. 
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Request Process  
Telecommuting arrangements are approved by supervisors on a case‐by‐case basis. 
Telecommuting might not be feasible within some departments or for certain positions 
within a department. Employees interested in telecommuting arrangements should 
discuss the matter with their supervisors and if approved for Telecommuting, Employee 
agrees to complete a Telecommuting Request Form complete with their general work 
days, hours and location as well as sign a Telecommuting Agreement.  
 
Other Requirements/Restrictions  
The Phoenix Theatre Company has the right to cancel or suspend employee 
telecommuting privileges at any time, for any reason or for no reason. 
 
Expected Absence 
You must notify your supervisor at least two (2) days in advance of any expected absence.  
The Phoenix Theatre Company will make reasonable efforts to grant your request.  
However, except as otherwise required by applicable law, The Phoenix Theatre Company 
reserves the right to schedule time off for employees in its sole discretion. 

Unexpected Absence/Tardiness 
Occasionally, you may be ill or injured and unable to come to work, or you may be late 
because of transportation problems.  It happens, but when it happens too often, it causes 
problems.  If you are absent or late excessively, or show a pattern of absence, you may be 
disciplined or discharged. As a general rule, more than three (3) instances of tardiness by 
a non-exempt employee during any twelve-month period is considered excessive.  Any 
unexcused absence is considered excessive. 

If you are unable to report for work on any particular day, you must call your supervisor at 
least one (1) hour before the time you are scheduled to begin working for that day.  If you 
call in less than one (1) hour before your scheduled time to begin work, you will be 
considered tardy for that day.  Absent extenuating circumstances, you must call in on any 
day you are scheduled to work and will not report to work. 

In all cases of absence or tardiness, employees must provide a reason or explanation 
satisfactory to The Phoenix Theatre Company.  Employees must also inform their 
supervisor of the expected duration of any absence and must call on the first day and on 
each subsequent day of unscheduled absences.  If any employee fails to report for work 
without any notification to a supervisor and the absence continues for a period of three (3) 
consecutive business days, The Phoenix Theatre Company will consider the employee to 
have abandoned his or her employment and to have voluntarily terminated.  Additionally, if 
an employee is absent from work due to sickness or injury for three (3) consecutive 
business days or more, The Phoenix Theatre Company may require a note from the 
employee’s health care provider certifying that he or she is fit to return to work. 

Paychecks & Paydays 
All employees of The Phoenix Theatre Company are paid weekly on Friday regardless of 
classification or department.  All employees (excluding AEA Actors, Non-AEA Actors & 
Stage Management) are paid on the Friday following the pay period ending the preceding 
Sunday.  A work week is defined as Monday through Sunday.  AEA Actors, Non-AEA Actors 
& Stage Management are paid on Friday for the week ending Sunday after the payday for 
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the week they are currently working.  When a payday is scheduled on a holiday, the 
paycheck will be issued on the last workday before the holiday.   
 
Federal and state law requires The Phoenix Theatre Company to make deductions from 
paychecks for social security, federal withholding and Arizona State taxes.  Employees must 
complete the appropriate payroll onboarding forms and/or website links and return and/or 
submit them to the Human Resource Department on or before the first day of employment.  
Failure to provide completed forms may delay the paycheck and subject it to the maximum 
state and federal withholding. 
 
Time Records 
The Wage and Hour law requires the company to maintain a record of daily hours worked 
by all employees except those classified as “exempt”.  Non-exempt employees must turn 
in time sheets or use the computerized time-tracking system.   
 
Overtime 
Non-exempt employees may be requested to work overtime on occasion, but not as a 
regular practice.  All overtime must be approved in writing in advance by the employee’s 
supervisor.  Any non-exempt employee who is authorized to work in excess of 40 hours in 
a given work week shall receive compensation.  In lieu of overtime, employees may be 
asked to adjust their work schedules according to the demands of their job.   
FLSA does allow employers to pay non-exempt employees a fixed salary as a base and 
overtime at half-time, provided the employee’s base salary is fixed and does not change 
when the employee works less than 40 hours in a given work week.  When overtime is 
calculated, the base pay equals the agreed-upon weekly salary divided by the total number 
of hours worked (including overtime).  That figure is then halved, multiplied by the overtime 
hours worked, and added to the new base pay for that week.  Adjustments will be made to 
assure that the overtime pay is at least equal to minimum wage.  This is in effect only for 
hourly non-exempt personnel. 
 
Evaluations 
Because our employees’ performance is vital to our success, we conduct periodic reviews 
of individual employee performance.  We hope that, through these reviews, our employees 
will gain an understanding of what is expected of them.  Employees’ will be evaluated 
regarding performance in a format to be determined by the Managing and Producing Artistic 
Directors.  These evaluations acknowledge conversations and agreements regarding 
personnel issues between the employee and the supervisor.  Informal sessions will be 
conducted on an as-needed basis.   Such evaluations are not a guaranty of continued 
employment or of advancement in employment by The Phoenix Theatre Company. 
 
Credit Card Usage 
The Phoenix Theatre Company funds, resources or credit facilities (such as credit cards) 
may not be used by staff members for personal expenses unless written authorization is 
first obtained from the Executive Committee. 
 
Additional Compensation Guidelines 
The Phoenix Theatre Company prides itself on making opportunities to earn additional 
compensation available to all staff within The Phoenix Theatre Company projects and 
programs.  Acting, designing, or directing productions, teaching students, working crew, 
house managing, bartending, or stage management, are projects and programs that full 
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time staff may participate in outside their core duties, if qualified and eligible under FLSA 
regulations. 
 
The staff member and his/her supervisor are responsible for identifying whether a project 
or program overlaps with their standard duties at the theatre.  In no circumstance may a 
staff member submit a time sheet to the theatre for time spent working as full time staff at 
The Phoenix Theatre Company and simultaneously claiming compensation for working the 
same hours on an additional PT project or program. 
 
If the hours of work on a project or program coincide with the staff member’s standard hours 
and duties at the theatre, the staff member either must make up the staff time, so that the 
project or program does not affect their standard 40+ hour work week, or The Phoenix 
Theatre Company will pay the staff member at either the higher salary level of their staff 
salary or the salary of the programs they are participating in, but not both. 
 
The Phoenix Theatre Company expressly prohibits any staff member from creating 
programming for the company and then assigning themselves to work on that program for 
additional compensation.   (For example, if anyone in the education department decides to 
create a program for any group or entity and then hires themselves to direct that program 
would be prohibited.)  To the extent that these programs do not coincide with the staff 
members normal business hours, and any hiring must be approved by the senior 
management team BEFORE the program is announced and offered to the public. A full 
description of the program, how it relates to the organizational goals of the Theatre, how 
additional staff may participate in the program and their proposed compensation must be 
submitted in writing prior to the Senior Management team reviewing the request.  
 
The Phoenix Theatre Company expressly prohibits any staff member from assigning 
themselves work for additional compensation in the department in which they themselves 
manage or have jurisdiction over staffing.  For example: 
 

 The Front of House Supervisor is responsible for hiring and scheduling house 
managers, bartenders and so on.  The Front of House Supervisor may not schedule 
him/herself to work a shift in any of these areas for additional compensation or 
gratuities, as it is their duty to staff these positions and see that they are covered or 
if necessary fill in as part of their core responsibilities as supervisor.  In other words, 
their job is to fill the shift or perform the work themselves, and they may not pay 
themselves extra for what they are already responsible for overseeing.  

 Members of the Administration team are responsible for overseeing the calendar, 
scheduling rentals, and working with the Production Management team to staff those 
rentals.  Neither the Administration team nor the Production Management team may 
pay themselves to staff the rental for which they were responsible for hiring crew to 
staff it in the first place.  To the extent that these rentals do not coincide with staff 
members’ normal business hours, they would need to seek the approval of the senior 
management team to perform work for the program that is outside their normal 
duties.   

 
This policy allows for extra compensation to staff members working for the theatre in areas 
that are normally compensated as hourly work and are outside of their areas of 
responsibility. 
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Examples of appropriate payment for work beyond normal scope of duty include: 
 

 A member of Front of House staff working as backstage crew for a production. 
 

 A member of the production department working as a bartender for a special event. 
 

 A member of Administration, Marketing, Development, or Financial staff playing a 
role onstage or working backstage in a production. 

 
Overtime rules for non-exempt employees can make it difficult to work more than one 
position in the same work week.  Care should be taken to ensure compliance with overtime 
rules. 
 
This policy does not apply to apprentices.  Apprentices are independent contractors, not full 
time employees of the theatre and therefore have no ability to create programming but do 
have the ability to perform additional responsibilities for additional compensation. 
 
All managers are required to consider the implications of hiring from within for a particular 
project, in advance of its execution. If there is any question about the eligibility of a position 
for additional compensation or any possibility of conflict of interest in the creation of a 
potential program, check with your supervisor and/or Director of Finance and 
Administration. 
 

SAFETY INFORMATION 
 
Safety  
In the case of accidents that result in injury, regardless of how insignificant the injury may 
appear, employees should immediately notify the appropriate supervisor. Such reports are 
necessary to comply with laws and initiate insurance and workers' compensation benefits 
procedures. 
 
Each employee is expected to obey safety rules and to exercise caution in all work activities. 
Employees must immediately report any unsafe condition to the appropriate supervisor. 
Employees who violate safety standards, who cause hazardous or dangerous situations, or 
who fail to report, or where appropriate, remedy such situations, may be subject to 
disciplinary action, up to and including termination of employment. 
 
Security 
Personal safety and security is the responsibility of each employee.  We operate in a 
downtown urban environment and caution should be exercised at all times. 

 Do not leave valuables unattended or unlocked 
 The last employee to leave the building should turn off lights, lock all doors and check 

that the door you exit actually locks 
 If you are given petty cash, it is to be placed in a secure place and all receipts and/or 

change to be returned to the Business Manager in the envelope provided to you. 
 Keys to the building and secured areas within the building are issued to employees 

according to their responsibilities.  You are responsible for the safekeeping and return 
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of all keys issued to you.  You will be liable for any misuse or the consequences arising 
out of misuse or negligence of those keys. 

 Employees working at night are encouraged to leave with someone. Please keep the 
front doors locked when working after hours.   

 
Security Inspections 
The Phoenix Theatre Company wishes to maintain a work environment that is free of illegal 
drugs, alcohol (unless as part of the Food & Beverage Department and served within the 
appropriate guidelines), firearms, explosives, or other improper materials. The Phoenix 
Theatre Company prohibits the possession, transfer, sale, or use of such materials on its 
premises and requires the cooperation of all employees in administering this policy.  To this 
end, employees and their property are subject to search while on The Phoenix Theatre 
Company property. 

 
COMPLAINT & DISCIPLINARY PROCEDURES 

 
Complaint Process 
The Phoenix Theatre Company wants to maintain a positive and pleasant environment for 
all of our employees. To help us meet this goal, we encourage an open-door policy, by 
which employees may report work-related concerns, including concerns about potentially 
illegal activities or violations of the adopted policies of The Phoenix Theatre Company. 
 
Complaints should be filed immediately, so we can take whatever action is needed to handle 
the problem. Once a complaint has been made, management will determine the most 
appropriate way to handle the situation.  All complaints will be handled with confidentially 
when possible.  
 
The Phoenix Theatre Company will not engage in or allow retaliation against any employee 
who makes a good faith complaint.  If you believe that you are being subjected to any kind 
of negative treatment because you made or were questioned about a complaint, report the 
conduct immediately to the Director of Finance and Administration or when necessary to 
the President of the Board of Directors. 
 
Progressive Discipline Policy 
Any employee conduct that, in the opinion of The Phoenix Theatre Company, interferes with 
or adversely affects our business is sufficient grounds for disciplinary action. 
 
Disciplinary action can range from verbal warnings to immediate discharge.  As an at-will 
employee, you are not entitled to any of the steps of progressive discipline.  When The 
Phoenix Theatre Company believes that progressive discipline will be successful for both 
you and the organization, progressive discipline will be administered.  Our general policy is 
to take disciplinary steps in the following order: 

 Written reprimand (s) 

 Suspension 

 Termination 
 
Some conduct may result in immediate termination.  Here are some examples: 

 Theft or deliberate damage of company property 

 Any illegal conduct at work 
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 Testing positive or refusing to be tested for the presence of alcohol or illegal drugs 
at work 

 Working under the influence of alcohol or illegal drugs 

 Making false statements on a job application 

 Insubordination 

 Fighting or disorderly conduct 
 
The above list is not all inclusive, it is only an illustration.  Employment with The Phoenix 
Theatre Company is at will The Phoenix Theatre Company is free to terminate your 
employment at any time, for any lawful reason, including reasons not listed above—with or 
without notice, with or without cause.  You also have the right to terminate your employment 
at any time. 
 
Appealing your termination:  A former employee may file a written appeal addressed 
specifically to the President of the Board of Directors, within 10 business days of 
termination.  Response to this appeal will be addressed in writing within 10 business days 
of the original appeals file date. 

 
EMPLOYEE SEPARATION 

 
Upon leaving the company, all property issued to the employee must be returned.  These 
items may include, but are not limited to: keys, tools, charge cards, petty cash and office 
supplies.  Company property is to be returned to the employee’s department head.  In 
addition, all outstanding debts to the theatre must be settled prior to the employee’s last 
day of employment or deducted from the employee’s last paycheck. 
 
Final Paycheck 
Employees who quit will receive their final paycheck on the next regularly scheduled 
payday. Employees who are terminated involuntarily will receive their final paycheck within 
72 business hours (3 business days).  Final paychecks will include all compensation earned 
but not paid through the date of termination.  Final paychecks will not be issued until all 
property of The Phoenix Theatre Company, including but not limiting facility keys, have 
properly been turned into the appropriate manager. 
 

PERSONAL PROPERTY 
 

The Phoenix Theatre Company is not responsible for, and will not reimburse employees for 
lost or stolen personal property.  Employees are responsible for the safe and proper use of 
all PT equipment.  All employees are expected to maintain a clean and orderly work 
environment.  Dress and department appropriate to a professional business is expected. 
 
 

THE PHOENIX THEATRE COMPANY PROPERTY 
 
All property, including but not limited to production inventory and stock of properties, 
costuming, scenic elements, scenic tools and lighting equipment that The Phoenix Theatre 
Company owns is available to employees needing to use such inventory for THE PHOENIX 
THEATRE COMPANY related events.  
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The use of any such inventory is subject to the following guidelines and restrictions: 
 

 ALL production inventories must be checked out by a department head. Under no 
circumstances will an employee of The Phoenix Theatre Company be allowed to 
take The Phoenix Theatre Company property without notifying the department head 
from which the inventory belongs.   

 Employees must make an appointment with the department head to secure the use 
of inventory in their department.  These appointments include picking up and 
returning inventory. The appointment MUST be made at least 24 hours in advance 
of pulling and or returning the inventory. Blackout dates such as openings, days off, 
tech weeks, etc. may apply and are set at the discretion of each of the department 
heads.  

 All inventory must be returned clean and in good condition.  

 Certain inventory may not be released to individuals and is at the discretion of each 
department head.  

 Under NO circumstances will any employee of The Phoenix Theatre Company be 
allowed to use power tools unless previously trained on the equipment or supervised 
by a department head.  

 
E-MAIL INTRANET, VOICE/PHONE MAIL, AND INTERNET  

The e-mail and voice/phone systems, Internet, and other forms of electronic exchange are 
provided by The Phoenix Theatre Company exclusively to assist you in conducting The 
Phoenix Theatre Company business.  The use of these systems is considered a privilege, 
not a right. 

All messages composed, sent, or received on the systems are and remain the property of 
The Phoenix Theatre Company and may be reviewed, monitored, accessed, and utilized 
by The Phoenix Theatre Company at any time.  They are not the private property of any 
employee.  The Phoenix Theatre Company has the right to periodically monitor, access, 
and disclose information sent through electronic communications for any purpose, including 
without limitation:  investigating possible employee theft or espionage; monitoring work flow; 
retrieving missing business data in an employee’s absence; reviewing and evaluating 
employee performance; ensuring that The Phoenix Theatre Company’s systems are used 
for legitimate purposes and not for the transmittal of discriminatory or offensive messages; 
finding and removing illegal software installed on an employee’s computer; ensuring that 
employees are not using The Phoenix Theatre Company’s equipment and resources for 
personal purposes; or complying with any state, federal or international laws or legal 
process, including without limitation, responding to subpoenas, court orders for surveillance 
or similar requests.  The Phoenix Theatre Company does not and will not guarantee the 
confidentiality of any messages, and employees should have no expectation of privacy in 
such information.   

You should use the systems for The Phoenix Theatre Company business only.  Employees 
are not permitted to make personal use of The Phoenix Theatre Company’s electronic 
equipment, including computers, copiers, telephone answering machines, internet 
connection, postage machine, or fax machines.  Employees may not use The Phoenix 
Theatre Company’s computers for personal e-mail or Internet access unrelated to their job 
responsibilities.  Use of the systems to solicit outside business ventures or for other non-
job related purposes is strictly prohibited. The Phoenix Theatre Company will comply with 
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copyright and other laws governing system use. 

The Phoenix Theatre Company’s electronic systems are not to be used in a way that may 
be offensive to others.  The display or transmission of sexually explicit images, messages, 
or cartoons on The Phoenix Theatre Company’s electronic resources, or the use or 
transmission of ethnic slurs, racial epithets, or anything that may be construed as 
harassment, is strictly prohibited. 

The Phoenix Theatre Company reserves the right to, and will, use reasonable measures to 
monitor and audit Internet use, intranet, e-mail, and voice/phone mail systems at any time 
to ensure compliance with this policy.  Any employee who fails to comply with this policy 
will be subject to disciplinary action, up to and including termination of employment. 

COMPUTER SOFTWARE 

The Phoenix Theatre Company prohibits the illegal duplication of software and requires its 
employees to comply in full with U.S. copyright law.  Unauthorized duplication of software 
is a federal crime.  According to the U.S. copyright law, illegal reproduction of software can 
be subject to civil damages and criminal penalties, including fines and imprisonment.  Even 
the users of unlawful copies suffer from their own illegal actions.  They receive no 
documentation, no customer support, and no information about product updates. 

The Phoenix Theatre Company licenses the use of computer software from a variety of 
outside companies.  The Phoenix Theatre Company does not own this software or its 
related documentation and, unless authorized by the software manufacturer, does not have 
the right to reproduce it.  Accordingly, The Phoenix Theatre Company employees are 
prohibited from duplicating software.  With regard to use of software on local area networks 
or on multiple machines, The Phoenix Theatre Company employees shall use the software 
only in accordance with the applicable license agreement. 

The Phoenix Theatre Company employees learning of any misuse of software or related 
documentation within The Phoenix Theatre Company shall notify the President or The 
Phoenix Theatre Company’s legal counsel. 

The Phoenix Theatre Company employees who make, acquire, or use unauthorized copies 
of computer software are subject to discipline, up to and including termination of 
employment. 

SOCIAL MEDIA POLICY 

The Phoenix Theatre Company recognizes that many employees engage in social media 
activity while off duty.  For purposes of this Policy, “social media activity” includes all types 
of posts and other communications on the Internet, including but not limited to, posts on 
social networking sites (such as Facebook, LinkedIn, and Tumblr); blogs and other on-line 
journals and diaries; bulletin boards and chat rooms; microblogging, such as Twitter; and 
posts of video or audio on media-sharing sites, such as YouTube or Flickr.  “Social media 
activity” also includes permitting, or failing to remove, posts by others where the employee 
can control the content of posts, such as on a personal page or blog. 

The Phoenix Theatre Company respects the legal rights of its employees and understands 
that employees’ time outside of work is their own. However, employees who engage in 
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social media activity should be mindful that their social media activity, even if done off 
premises and while off-duty, could affect The Phoenix Theatre Company’s legitimate 
business interests.  For example, the information posted could be The Phoenix Theatre 
Company’s confidential business information.  In addition, some readers may mistakenly 
view you as a spokesperson for The Phoenix Theatre Company.  Consequently, social 
media activity is a legitimate and proper focus of The Phoenix Theatre Company policy.  

This Social Media Policy (the “Policy”) provides guidance on responsible social media 
activity by employees.  This Policy does not and cannot cover every possible social media 
activity. For this reason, The Phoenix Theatre Company relies on the professionalism and 
judgment of its employees to ensure that social media activity is undertaken responsibly. 

Application:  This Social Media Policy applies to all employees.  This Policy applies to 
social media activity that relates in any way to The Phoenix Theatre Company’s business, 
employees, customers, vendors, or competitors or that identifies an employee’s affiliation 
with The Phoenix Theatre Company (other than as an incidental mention of place of 
employment in personal social media activity unrelated to The Phoenix Theatre Company). 

Scope:  This Policy applies to social media activity when on or off duty, while using The 
Phoenix Theatre Company’s or personal electronic resources, and whether or not the 
employee posts anonymously or using a pseudonym. Unless specifically authorized, 
employees are prohibited from using The Phoenix Theatre Company’s electronic resources 
to engage in social media activity or from otherwise engaging in social media activity during 
working hours. 
 

Social Media Guidelines 
 
The Phoenix Theatre Company values its established brand reputation and good will 
relationships.  These are important corporate assets.  When you engage in social media 
activity that identifies you as a Company employee, or in any way relates to The Phoenix 
Theatre Company, you should bear that in mind and follow the guidelines listed below: 

· You may NOT use The Phoenix Theatre Company’s electronic resources to engage 
in social media activity for non-business purposes.  You may not maintain an open 
connection to, or stream, any social media site.  Such non-business use is subject 
to abuse and may threaten The Phoenix Theatre Company’s security and proprietary 
information. 

 
· Your social media activity is subject to all of The Phoenix Theatre Company’s 

policies, including, but not limited to, all the policies contained in any Employee 
guidelines, agreements, confidentiality and non-disclosure agreements, and any 
other employment or employment related contracts and other personal conduct 
policies.  

 
· Unless you have received prior authorization from the Managing Director, you should 

not represent in any social media content that you are authorized to speak on behalf 
of The Phoenix Theatre Company, or that The Phoenix Theatre Company has 
reviewed and approved your content.  If that is not obvious from your post, you 
should specifically state, “The views expressed in this post are my own.  They have 
not been reviewed or approved by The Phoenix Theatre Company.” 
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· You should disclose your employment by The Phoenix Theatre Company if your 

social media activity endorses The Phoenix Theatre Company’s products or 
services, i.e., expresses opinions, beliefs, findings or experiences concerning The 
Phoenix Theatre Company’s products or services.  Unless The Phoenix Theatre 
Company has approved any such endorsement in writing and in advance, you should 
specifically state, “The views expressed in this post are my own.  They have not been 
reviewed or approved by The Phoenix Theatre Company.”  

 
· You should consider using available privacy filters or settings to block from co-

workers, customers, vendors or competitors who may have access to your social 
media activity any overly personal information about you. 

 
· You should not post content about The Phoenix Theatre Company, management, 

co-workers or customers that is vulgar, obscene, threatening, intimidating, 
defamatory, harassing, or a violation of The Phoenix Theatre Company’s policies 
against discrimination, harassment, or hostility on account of age, race, religion, sex, 
ethnicity, nationality, disability, or other protected class, status, or characteristic.  You 
should not disparage The Phoenix Theatre Company’s products or services, or the 
products or services of its vendors or competitors. 

 
· You should not use The Phoenix Theatre Company’s logo, trademark or proprietary 

graphics in a way which suggests that you are representing The Phoenix Theatre 
Company or while engaging in conduct that violates Company policy.  For example, 
you should not create a social media page with The Phoenix Theatre Company’s 
logo placed in a way which might suggest to readers that The Phoenix Theatre 
Company is sponsoring the page.  You should not post photographs or video of the 
non-public areas of The Phoenix Theatre Company’s premises or of The Phoenix 
Theatre Company’s processes, or operations without The Phoenix Theatre 
Company’s prior written approval.   

 
· You should not disclose personally identifying information (such as telephone 

numbers, Social Security numbers, credit or debit card numbers or financial account 
numbers) of The Phoenix Theatre Company’s employees, customers, vendors or 
competitors.  You should not post images or video of The Phoenix Theatre 
Company’s employees, customers, vendors or competitors without their prior 
permission.  You should not mention customers, vendors, or competitors in your 
social media activity without The Phoenix Theatre Company’s prior written approval.   

 
· To ensure that The Phoenix Theatre Company communicates with the media in a 

consistent, timely and professional manner about matters related to The Phoenix 
Theatre Company, you should speak to the Managing Director before responding to 
any media inquiry about your social media activity related to The Phoenix Theatre 
Company. 

 
· Anyone concerned about social media activity relating to The Phoenix Theatre 

Company that may require a response can contact the Managing Director or Human 
Resources personnel. 

 
The following guidelines also apply to your social media activity: 
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· Managers should not gain access to the restricted social media page of a 
subordinate — for example, by sending or accepting a “friend” request — unless there 
is a valid The Phoenix Theatre Company business purpose for doing so.  Any such 
access to a subordinate’s restricted social media page should be limited to that which 
is necessary to accomplish The Phoenix Theatre Company’s business purposes.  Any 
employee may reject, without fear of retaliation, any request from any other employee 
that, if accepted, would permit access to a restricted social media page — such as a 
friend or connection request. 
 
· Employees may not use Company-sponsored sites to solicit for or promote personal 
businesses or any organization, including but not limited to outside business ventures, 
charities, political campaigns, religious groups, or other membership organizations.  
Use of The Phoenix Theatre Company-sponsored sites to solicit for or promote The 
Phoenix Theatre Company-approved activities requires the prior approval of the 
Managing Director. 

· Employees may not use their The Phoenix Theatre Company e-mail address to register 
for any social media account or site, or as an identifier needed to participate in any 
social media activity, except to engage in social media activity authorized by The 
Phoenix Theatre Company and for The Phoenix Theatre Company’s business 
purposes.  Employees may reference The Phoenix Theatre Company as their employer 
and include contact information on social and professional networking sites only, such 
as LinkedIn and Facebook.   

 
· Employees should use only approved social media channels — and not personal social 

media sites or pages — to conduct The Phoenix Theatre Company business.  Without 
prior The Phoenix Theatre Company approval, social media should not be used to 
arrange business meetings, communicate with customers about specific transactions, 
or to search for information about current or prospective employees. 

 
· All requests for references or recommendations received through social media activity 

must be handled in accordance with The Phoenix Theatre Company’s policy on 
responding to these requests.  

 
· The Phoenix Theatre Company has the right to request, in its sole and absolute 

discretion, that employees temporarily confine their social media activity to matters 
unrelated to The Phoenix Theatre Company if The Phoenix Theatre Company 
determines this is necessary to ensure compliance with securities regulations or other 
laws. 

 
CONFIDENTIALITY 

All files, records, documents, drawings, specifications, lists, equipment, and other similar 
items relating to the business of The Phoenix Theatre Company, whether prepared by you 
or otherwise coming into your possession, are and shall remain the exclusive property of 
The Phoenix Theatre Company. 

In the performance of your duties for The Phoenix Theatre Company, you will have access 
to confidential and proprietary information, regardless of whether or not clearly marked 
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“confidential”,  including The Phoenix Theatre Company’s inventions, machinery, products, 
prices, apparatuses, costs, discounts, future plans, business affairs, processes, trade 
secrets, technical matters, customer lists, product designs (current and future), copyrights, 
non-public financial reports, corporate information, client financial information, The Phoenix 
Theatre Company legal files, price lists, advertising and promotional ideas and strategies, 
market surveys and/or analysis, other compilations of information and records, and other 
vital information (collectively, “Proprietary Information”) that are valuable, special, and 
unique assets of The Phoenix Theatre Company.  You should never discuss Proprietary 
Information away from your job or in conversation with other employees whose positions 
do not require the use of such information.  You will at all times protect the Proprietary 
Information and treat it as strictly confidential, and you are not, at any time or in any manner, 
either directly or indirectly: 

to disclose any Proprietary Information to any person or business without the prior written 
consent of The Phoenix Theatre Company; individually, or in conjunction with any other 
person or business,  
 
to use any Proprietary Information in any manner whatsoever, except in furtherance of the 
business of The Phoenix Theatre Company; or without the written consent of The Phoenix 
Theatre Company,  
 
to publish, deliver, or commit to being published or delivered, any copies, abstracts, or 
summaries of any files, records, documents,’ drawings, specifications, lists, equipment, 
and similar items relating to the business of The Phoenix Theatre Company, whether 
prepared by you or otherwise coming into your possession, except to the extent required 
in the ordinary course of The Phoenix Theatre Company’s business. 
 
Within twenty-four (24) hours upon termination of your employment or upon request by The 
Phoenix Theatre Company, you must immediately return to The Phoenix Theatre Company 
all The Phoenix Theatre Company property that is in your possession, in as good condition 
as when received by you (normal wear and tear excepted), including, but not limited to, all 
files, keys, records, documents, drawings, models, specifications, lists, equipment, 
supplies, promotional materials, and similar items relating to The Phoenix Theatre 
Company’s business and any copies of such information.  Employees who improperly use 
or disclose trade secrets or confidential business information will be subject to disciplinary 
action, up to and including termination of employment and legal action, even if they do not 
actually benefit from the disclosed information. 

Additionally, an employee must disclose to The Phoenix Theatre Company any and all 
agreements relating to his/her prior employment that may affect his/her eligibility to be 
employed with The Phoenix Theatre Company, or that may limit the manner in which the 
employee may work.  Unless otherwise notified, The Phoenix Theatre Company 
understands that any such agreements shall not prevent an employee from performing any 
of the duties of his/her position, and that the employee represents that such is the case.   
Similarly, employee s agree that they shall not bring any third party confidential information 
to The Phoenix Theatre Company, including that of their former employers, and that in 
performing duties for The Phoenix Theatre Company, employees shall not in any way utilize 
third parties’ confidential information. 

This policy does not supersede or alter, but instead supplements as appropriate, any 
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separate agreement entered into between The Phoenix Theatre Company and any 
employee concerning confidentiality or non-disclosure of The Phoenix Theatre Company 
information. 

WORKPLACE VIOLENCE 

The safety and security of our employees is of vital importance.  Acts or threats of physical 
violence, including intimidation, harassment, and/or coercion that involve or affect The 
Phoenix Theatre Company or its employees, or which occur on The Phoenix Theatre 
Company property, will not be tolerated. 

The prohibition against threats and acts of violence applies to all persons involved in the 
operation of The Phoenix Theatre Company, including but not limited to, The Phoenix 
Theatre Company personnel, contract and temporary workers, vendors, visitors, and 
anyone else on The Phoenix Theatre Company property.  Violations of this policy by any 
individual will result in disciplinary consequences, up to and including termination of 
employment and/or legal action as appropriate. The Phoenix Theatre Company will ensure 
that no retaliation will be taken against any employee who reports or experiences violations 
of these policies. 

DEFINITIONS 

Workplace violence is any intentional conduct that is sufficiently severe, offensive, or 
intimidating to cause an individual reasonably to fear for his or her personal safety or the 
safety of his or her family, friends, and/or property, such that employment conditions are 
altered or a hostile, abusive or intimidating work environment is created for one or several 
The Phoenix Theatre Company employees.  Examples of workplace violence include, but 
are not limited to, the following: 

 Threats or acts of violence occurring on The Phoenix Theatre Company 
premises, regardless of the relationship between The Phoenix Theatre Company 
and the parties involved in the incident. 

 Threats or acts of violence occurring on or off The Phoenix Theatre Company 
premises involving someone who is acting in the capacity of a representative of 
The Phoenix Theatre Company. 

 Threats or acts of violence occurring off The Phoenix Theatre Company premises 
involving an employee of The Phoenix Theatre Company who is a victim, if The 
Phoenix Theatre Company determines that the incident may lead to an incident 
of violence on The Phoenix Theatre Company premises. 

 Threats or acts resulting in the conviction of an employee or agent of The Phoenix 
Theatre Company, or of an individual performing services for The Phoenix 
Theatre Company on a contract or temporary basis, under any criminal code 
provisions relating to violence or threats of violence that adversely affect the 
legitimate business interests of The Phoenix Theatre Company. 

Specific examples of conduct that may be considered threats or acts of violence under this 
policy include, but are not limited to the following: 

 Threatening physical or aggressive contact directed toward another individual; 

 Threatening an individual or his/her family, friends, associates, or property with 
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physical harm; 

 The intentional destruction or threat of destruction of The Phoenix Theatre 
Company property or another’s property; 

 Harassing or threatening phone calls; 

 Surveillance; 

 Stalking; 

 Veiled threats of physical harm or similar intimidation. 

ENFORCEMENT 

Any person who engages in threatening or violent action on The Phoenix Theatre Company 
property may be removed from the premises as quickly as safety permits and may be 
required, at The Phoenix Theatre Company’s discretion, to remain off The Phoenix Theatre 
Company premises pending the outcome of an investigation into the incident, or longer. 

When a The Phoenix Theatre Company employee makes threats or commits acts of 
violence, The Phoenix Theatre Company will decide what actions are appropriate, including 
possible medical evaluation and/or disciplinary action. 

Under this policy, decisions may be needed to prevent a threat from being carried out, a 
violent act from occurring, or a life-threatening situation from developing.  No existing The 
Phoenix Theatre Company policy or procedure should be interpreted in a manner that 
prevents the above from occurring. 

DRUG FREE WORKPLACE POLICY 

The Phoenix Theatre Company is committed to a safe, healthy and productive work 
environment for all employees that are free from the effects of substance abuse.  Abuse of 
alcohol, illegal drugs and controlled substances impairs employee judgment, resulting in 
increased safety risks, injuries and faulty decision-making. 

Except as otherwise permitted by local or state law, The Phoenix Theatre Company 
prohibits the unlawful manufacture, distribution, dispensation, possession, trade, purchase, 
or use of a controlled substance during The Phoenix Theatre Company time, on The 
Phoenix Theatre Company premises, or other work sites.  For the purpose of this policy, a 
controlled substance is any illegal or prescription drug that, if abused, may lead to physical 
or psychological dependence.  In addition, working while under the influence of a controlled 
substance is prohibited, unless use of the controlled substance is consistent with a 
physician’s prescription and does not substantially impair the employee’s ability to work 
satisfactorily or pose a risk to workplace safety. 

The Phoenix Theatre Company does not allow smoking or tobacco use in the building, and 
smoking and tobacco use is only allowed in designated areas outside the building.  
Violations of this policy may result in disciplinary action, up to and including immediate 
termination. 

SHARED WORKSPACE GUIDELINES 
 
At Phoenix Theatre, we have a very high proportion of shared workspaces. Most of us 
share office space with others. All of our shops support multiple users. Even those 
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occupying private offices are often in very close proximity – in terms of sound and sight – 
to others. 
 
We believe that Phoenix Theatre employees are motivated by mutual respect for co-
workers. The following shared workspace guidelines are designed to help maintain a 
respectful, safe and productive workspace for everyone.  
 
If you are uncertain how these guidelines relate to your job and workspace, or are 
experiencing issues that you believe run counter to these guidelines, please 
discuss the matter with your supervisor or with Phoenix Theatre’s Human 
Resources officer. Should the parties involved be unable to come to a satisfactory 
resolution, a final decision will be rendered at the senior management level, in 
alignment with our stated guidelines. 
 
CHILDREN IN THE WORKPLACE 
Phoenix Theatre strives to be understanding and supportive of our employees with 
children. In addition to providing leave in accordance with the Family Medical Leave Act, 
supervisors may offer employees work-from-home and flex hours at their discretion. We 
are also very happy to be able to provide parents on staff with discounted access to our 
various youth training activities.   
 
At the same time, we know that all of our employees appreciate that this organization 
must maintain appropriate levels of safety, confidentiality and workspace productivity. In 
that spirit, we offer the following guidelines regarding children under age 18 in the 
workplace: 
 
Bringing children into the workplace with an employee parent as part of the employee’s 

workday (including full time and part time employees, actors and overhire workers) should 

be avoided except in emergency situations.  

 
When considering bringing a child to the workplace on an emergency basis, the employee 
parent must first contact his/her supervisor in advance to discuss the situation and obtain 
permission to have the child accompany the employee while working. Factors the 
supervisor will consider include the age of the child, how long the child needs to be 
present, the work environment in the employee’s area, and the potential for disruption to 
the employee’s and co-workers’ work.  

 
Any child brought to the workplace will be the sole responsibility of the employee parent 
and must be under the direct supervision of that parent at all times. 

 
Children brought into the workplace must behave in a manner that is appropriate to an 
area where work is in progress. In order to maintain a conducive work environment, 
supervisors reserve the right to request the immediate removal of a disruptive child from 
the workplace. Arrangements for the remainder of the day will be made between the 
supervisor and the employee (work from home, accrued paid leave, unpaid leave) at the 
discretion of the supervisor.  

 
Because we are a producing theatre, many of our non-public areas pose significant 

hazards and/or contain delicate and expensive equipment. We therefore ask that, in 
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consideration of the liability issues posed by these elements, parent employees avoid 

bringing minor children into our shop areas (costume, scenic, lighting, sound and props), 

facility equipment rooms, areas where microphones are stored or pre-set, or chemical 

storage areas. Phoenix Theatre will not be liable for any injuries sustained by minor 

children in violation of this guideline. Any property damage caused by minor children in 

violation of this guideline will be the responsibility of the parent employee. 

 
Out of respect for others sharing the workplace, a child with a communicable illness will 

not be approved to come to work with the employee – in this case, parent employees 

should use other available leave options (accrued company sick/personal/vacation days, 

or leave as provided under the Family Medical Leave Act). 

 
We recognize that digital entertainment can be the single most effective way to occupy a 

child in a parent’s office space. However, company computer equipment provides access 

to confidential or sensitive information and can be easily damaged. We therefore ask that 

children not use company computer equipment. On the other hand, we do highly 

recommend that children bring their own digital devices! 

  
When a child of an employee is taking part in a Phoenix Theatre program or production, 

that child is permitted to share the same Phoenix Theatre spaces as other 

program/production participants. When the program/production is completed for the day, 

we ask that parents please plan for appropriate aftercare or transportation home.  

Employee parents who want to bring their child(ren) from the program/production to their 

workspace for a brief period as they transition out of their workday should observe the 

guidelines for having children in the workplace (#1 above). 

 
We are happy to share our public spaces (lobbies), and are particularly fortunate to have 

restaurant facilities on campus that are open daily to staff. Children are always welcome 

to join their employee parent(s) for lunch in our lobby areas. As there are frequently work-

related meetings going on in our lobbies, all children visiting for lunch must be 

accompanied by and under the direct supervision of the employee parent at all times. We 

ask that, out of respect for colleagues, parents ensure that their children’s behavior in our 

lobbies is appropriate at all times for an area where work may be in progress. 

 
It is important to note that if an employee parent’s work space includes the public spaces 
at The Phoenix Theatre Company i.e. our Food & Beverage, Event and Front of House 
employees, children are welcome in these areas while the employee parent is not in 
service but are restricted from the public spaces while the employee parent is on duty. 

 
ANIMALS IN THE WORKSPACE 
The Phoenix Theatre Company understands the very special place companion animals 
have in our hearts. At the same time, we know that animals in the workplace can cause 
serious physical and psychological reactions for our colleagues, and it is the responsibility 
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of all of us to promote the safest possible work environment, especially given the close 
quarters in which we work. 
 
For this reason, we have developed the following guidelines for animals in the workplace: 

 
Any animal brought to the workplace will be the sole responsibility of the employee, and 

the employee will be responsible for any damage caused by the animal.  

 
Service animals are permitted in accordance with current law. 

 
Companion animals are not permitted, except on an emergency basis. When considering 

bringing an animal to the workplace on an emergency basis, the employee must first 

contact his/her supervisor in advance to discuss the situation and obtain permission to 

have the animal accompany the employee while working. Factors the supervisor will 

consider include the circumstances of the emergency, how long the animal needs to be 

present, the work environment in the employee’s area (including the presence of 

individuals with known allergies or phobias), and the potential for disruption to the 

employee’s and co-workers’ work.  

 
The animal must remain in the employee’s office, with a closed door. The animal must not 
be able to escape on its own. Animals brought into the workplace must behave in a 
manner that is appropriate to an area where work is in progress. In order to maintain a 
conducive work environment, supervisors reserve the right to request the immediate 
removal of a disruptive animal from the workplace. Arrangements for the remainder of the 
day will be made between the supervisor and the employee (work from home, accrued 
paid leave, unpaid leave) at the discretion of the supervisor. 

 
Animals that are part of a specific production (“show animals”) must observe the same 

restrictions as companion animals, except that show animals may be taken into areas of 

the facility as necessary as part of the rehearsal and production process. When not in 

rehearsal or production, if a show animal is being kept on The Phoenix Theatre Theatre 

property it must remain in an office with a closed door. The show animal must not be able 

to escape on its own. Reasonable precautions must be taken to avoid the show animal 

encountering employees with known allergies or phobias. 

In order to maintain a conducive work environment, supervisors reserve the right to 
request the immediate removal of a disruptive show animal from the workplace. This 
request will be transmitted to stage management. 
 

ADDITIONAL PROHIBITED CONDUCT 

There are many of us working together here at The Phoenix Theatre Company, and we 
need to guard our security, our personal safety, and our welfare.  The following is a non-
exhaustive list of conduct that is prohibited and will not be tolerated by The Phoenix Theatre 
Company, and for which discipline, up to and including termination of employment, may be 
imposed. 



 31 

1. Unsatisfactory job performance, or performing in a manner that in The 
Phoenix Theatre Company’s discretion does not meet the requirements of the 
position. 

2. Engaging in any acts of dishonesty, including, but not limited to, falsification 
of, or making a material omission on, employment records, employment 
information, or other The Phoenix Theatre Company records, including 
expense reports, time-off requests, or timesheets. 

3. Recording the work time of another employee or allowing any other employee 
to record your work time, or allowing falsification of any time card, either your 
own or another’s. 

4. Possessing, using, or threatening to use firearms, weapons, or any other 
hazardous or dangerous devices in violation of applicable law. 

5. Violating criminal or civil laws while on premises owned or leased by The 
Phoenix Theatre Company or a client, or engaging in criminal conduct at any 
time and in any location, whether or not related to job performance. 

6. Threatening, committing, or encouraging any act of violence against any 
employee or customer of The Phoenix Theatre Company, or engaging in 
obscene, abusive, vulgar or threatening language or gestures, harassment, 
sexual harassment, coercing, assaults, stalking, threatening or intimidating 
comments or remarks, or interfering with the performance of other employees.  
Workplace violence is not a joking matter; all statements will be taken 
seriously. 

7. Provoking a fight or fighting during working hours or on The Phoenix Theatre 
Company property. 

8. Throwing things, horseplay, practical jokes, or other disorderly conduct that 
may endanger the well-being of any employee, client, vendor, or The Phoenix 
Theatre Company operations. 

9. Making derogatory racial, ethnic, religious, or sexual remarks or gestures; any 
violation of the Anti-Discrimination or Prohibited Harassment policies; or using 
profane or abusive language at any time on The Phoenix Theatre Company 
premises. 

10. Making false, vicious, profane, or malicious statements concerning fellow 
employees, The Phoenix Theatre Company, its services, or clients. 

11. Violation of, or negligence in observing, any safety, health, security, or The 
Phoenix Theatre Company rules. 

12. Theft, or deliberate or careless damage, destruction, sabotage, or defacement 
of any The Phoenix Theatre Company property or the property of any 
employee or customer. 

13. Removing or borrowing The Phoenix Theatre Company property without prior 
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authorization. 

14. Consuming, possessing, or being under the influence of alcohol and/or illegal 
drugs during working hours or at any time on The Phoenix Theatre Company 
property. 

15. Being under the influence of, manufacturing, dispensing, distributing, using, 
or possessing alcohol or illegal drugs or controlled substances on The 
Phoenix Theatre Company property, except as may be permitted under 
specific circumstances by applicable law. 

16. Insubordination, including but not limited to, failure or refusal to obey the 
orders or instructions of a supervisor or member of management, or the use 
of abusive or threatening language toward a supervisor or member of 
management 

17. Failure to cooperate with other employees to the extent that performance of 
any job duties is impaired. 

18. Failure to report to work without prior notice to The Phoenix Theatre 
Company. 

19. Failure to timely notify your supervisor when you are unable to report to work. 

20. Unreported absence of three scheduled workdays. 

21. Failure of a non-exempt employee to obtain permission to leave work for any 
reason during normal working hours. 

22. Abuse of paid sick leave. 

23. Excessive tardiness and/or absenteeism. 

24. Failure to observe assigned working schedules, including lunch periods, 
arriving late, leaving early, or taking excessively long breaks. 

25. Working overtime without authorization or unreasonably refusing to work 
assigned overtime. 

26. Unauthorized use of The Phoenix Theatre Company material, equipment, 
time, software, hardware, technological tools, property or facilities, or The 
Phoenix Theatre Company name for non-business use, including wasting 
time or deliberately restricting work output. 

27. Sleeping or malingering on the job, or leaving the job without authorization. 

28. Failing to maintain a neat and orderly work area. 

29. Causing, creating, or participating in a disruption of any kind during working 
hours or on The Phoenix Theatre Company property. 

30. Violating The Phoenix Theatre Company’s solicitation and distribution policy. 



 33 

31. Releasing confidential and proprietary information about The Phoenix Theatre 
Company or its clients. 

32. Making or accepting personal telephone calls during working hour s, except 
in emergencies. 

33. Failure to adhere to The Phoenix Theatre Company’s telephone, internet, e-
mail, Intranet, or voice mail policies. 

34. Failure to provide a physician’s certificate when requested or required to do 
so. 

35. Wearing extreme, unprofessional, or inappropriate styles of dress or hair while 
working. 

36. Committing a fraudulent act or a breach of trust. 

37. Engaging in conduct that The Phoenix Theatre Company feels reflects 
adversely on the employee or The Phoenix Theatre Company. 

38. Engaging in such other practices as The Phoenix Theatre Company 
determines may be inconsistent with the ordinary and reasonable rules of 
conduct necessary to the welfare of The Phoenix Theatre Company, its 
employees, or clients. 

39. Violating any other The Phoenix Theatre Company policy, practice, or 
procedure. 

You are expected at all times to meet The Phoenix Theatre Company’s standards for work 
performance and business conduct.  The Phoenix Theatre Company reserves the right to 
take corrective action, up to and including termination, if and when it deems appropriate for 
violations of these policies. 

No statement in this list or elsewhere in the Handbook is intended to or should be taken to 
affect the at-will employment relationship between The Phoenix Theatre Company and its 
employees. 

 
 

EMPLOYMENT GUIDELINES 
OPEN DOOR POLICY 

 
At some time or another, you may have a complaint, suggestion, or question about your 
job, your working conditions, The Phoenix Theatre Company policy, etc.  Your suggestions 
for improving The Phoenix Theatre Company’s operations are always welcome.  Your 
complaints or questions are also of concern to The Phoenix Theatre Company.  Except as 
otherwise provided in this Handbook, we ask that, when appropriate, you take your 
concerns first to your supervisor, following these steps: 
 

1. As soon as practicable, bring the situation to the attention of your immediate 
supervisor, who will investigate and provide a solution or explanation, or will 
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notify others within The Phoenix Theatre Company who will investigate and 
provide a solution or explanation. 

2. If the problem is not satisfactorily resolved with a reasonable period of time, 
you may put it present your concerns to the Managing Director. 

 
No employee shall be subjected to retaliation or adverse treatment for raising a complaint.   
You may bypass these steps as needed.  Nothing in this Open Door Policy is intended to 
or should be construed to limit the employment at-will relationship between you and The 
Phoenix Theatre Company.  Either you or The Phoenix Theatre Company can terminate 
your employment at any time.  
 
 
BACKGROUND CHECKS 
To ensure that individuals who join The Phoenix Theatre Company are well qualified and 
have a strong potential to be productive and successful employees, it is The Phoenix 
Theatre Company’s policy to investigate the backgrounds and employment references of 
applicants. In addition, The Phoenix Theatre Company may conduct background 
investigations when employees are being considered for promotions or transfers, or in 
furtherance of an internal investigation of alleged misconduct. Background investigations 
will be conducted at The Phoenix Theatre Company’s discretion, with or without cause, and 
in accordance with federal and state law. 
 
The Phoenix Theatre Company relies on the accuracy of information contained in 
employment applications, as well as the accuracy of other data presented throughout the 
hiring process and during employment. Any misrepresentations, falsifications, or material 
omissions in any of this information or these data may result in an applicant being excluded 
from further consideration for employment or, if an individual has already been hired, 
termination of employment. 
 
The Phoenix Theatre Company reserves the right to request references from past 
employers and verify previous employment, education, military service, and professional 
certifications.  The Phoenix Theatre Company also will verify any other information provided 
by an applicant that it determines is job related. 
 
EQUAL EMPLOYMENT OPPORTUNITY  
The Phoenix Theatre Company is committed to the concept of equal employment and 
advancement opportunities for all of its employees and applicants. The Phoenix Theatre 
Company complies with all applicable federal, state, and local laws with respect to non-
discrimination in employment.  The Phoenix Theatre Company will not discriminate against 
individuals on the basis of age, race, religion, color, sex (including pregnancy), physical or 
mental disability, national origin, veteran status, gender identity or expression, citizenship 
status, genetic information, military service obligations, or any other class or characteristic 
protected by applicable law with respect to any terms or conditions of employment, 
including, but not limited to, hiring, promotion, transfer, recruitment, or selection for training.  
All The Phoenix Theatre Company  employees are required to support and comply with this 
policy.  Violations of this policy may subject an employee to disciplinary action, up to and 
including termination. 
If you have questions or concerns about The Phoenix Theatre Company’s Equal 
Employment Opportunity policy, you should bring these issues immediately to the attention 
of the Managing Director. 
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NON-DISCRIMINATION POLICY 
The Phoenix Theatre Company is committed to maintaining a work environment that is free 
from unlawful discrimination.  In keeping with this commitment, The Phoenix Theatre 
Company will not tolerate any form of unlawful discrimination based on race, color, religion, 
national origin, age, sex, (including pregnancy), physical or mental disability, national origin, 
veteran status, gender identity or expression, citizenship status, genetic information, military 
service obligations, or any other class or characteristic protected by applicable federal, 
state, or local law, against our employees by anyone, including supervisors, other 
employees, vendors, or clients.  The Phoenix Theatre Company expects all its employees 
to avoid any behavior or conduct that could reasonably be interpreted as unlawful 
harassment of employees or persons who do business with The Phoenix Theatre Company. 
Violations of this policy may subject an employee to disciplinary action, up to and including 
termination. 
 
PROHIBITED RETALIATION 
In addition to our commitment to equal employment opportunity, The Phoenix Theatre 
Company strictly prohibits any retaliation (including any threats of adverse employment 
action) against any individual for making a good faith report of any conduct, act, or practice 
believed to violate this policy or any other The Phoenix Theatre Company policy or standard 
of conduct, or for participating in good faith in an investigation of any reported violation. 
 
The Phoenix Theatre Company also prohibits unlawful retaliation against an individual for 
engaging in protected activity, including protected “whistleblower” activity, under any 
federal, state, or local law.  What constitutes unlawful retaliation depends on the specific 
law, but may include unlawful harassment, intimidation, threats, coercion, or discrimination 
in the terms and conditions of employment, such as discharge, demotion, or suspension 
without pay.  Protected activity is also specifically defined by the applicable statute, but may 
include filing a complaint of alleged unlawful conduct, participating or assisting in an 
investigation by or proceeding of the relevant regulatory agency, opposing certain unlawful 
acts or practices, or exercising rights under the applicable statute. 
 
Unlawful retaliation against any individual for engaging in protected activity is strictly 
prohibited.  Employment actions or decisions adversely affecting an individual who has 
engaged in protected activity are, however, proper and not proscribed by this policy, if such 
action or decision is unrelated to the protected activity. 
 
REPORTING 
The Phoenix Theatre Company encourages reporting of all perceived incidents of 
discrimination, harassment, or retaliation, regardless of the alleged offender’s identity or 
position.  The Phoenix Theatre Company encourages prompt reporting so that constructive 
action may be taken before relationships become unduly strained.  While no fixed reporting 
period has been established, early reporting and intervention are the most effective means 
for resolving actual or perceived incidents of discrimination, harassment, or retaliation.  
Employees should report perceived incidents of discrimination, harassment, or retaliation 
to the Managing Director of The Phoenix Theatre Company, or another member of 
management. 
 
Managers and supervisors are required promptly to report to the Managing Director all 
complaints of discrimination, harassment, or retaliation they receive (including formal and 
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informal complaints, as well as reports made by employees other than the target of the 
conduct). 
 
Besides making a report, if you believe you or another individual is being discriminated 
against or harassed, we encourage you to let the offender know what behavior or action 
you perceive as offensive or biased and ask that it be stopped or corrected, depending on 
the situation.  This action alone will often resolve the problem.  We understand, however, 
that an individual may prefer to report a particular incident through the reporting procedures. 
 
 
INVESTIGATION 
The Phoenix Theatre Company will investigate all complaints promptly.  The investigation 
may include individual interviews with the parties involved and, where necessary or believed 
appropriate, interviews with others who may have observed the alleged conduct or have 
relevant knowledge.  Confidentiality will be maintained throughout the investigatory process 
to the extent possible while allowing The Phoenix Theatre Company to conduct an 
appropriate investigation and take corrective action or legal action, as The Phoenix Theatre 
Company determines is necessary or prudent.  However, The Phoenix Theatre Company 
cannot guarantee confidentiality. 
 
RESOLUTION 
Conduct found to be inconsistent with or in violation of The Phoenix Theatre Company’s 
Equal Employment Opportunity and Non-Discrimination Policies (“EEO Policy”) contained 
in this Handbook will be disciplined.  Corrective action may include, for example, training, 
referral to counseling and/or disciplinary action, such as warning, withholding pay 
increase(s) or promotion(s), reassignment, suspension without pay, or termination, as The 
Phoenix Theatre Company believes appropriate under the circumstances.  The Phoenix 
Theatre Company will also take corrective action, as appropriate, to remedy the effects of 
any discrimination, harassment, or retaliation, and prevent its reoccurrence. 
 
A knowingly false complaint or complaint that is both false and intentionally made for an 
improper reason may result in appropriate disciplinary action.  This does not include 
complaints which, even if erroneous, are made in good faith. 
 
COMMITMENT AND QUESTIONS 
Although The Phoenix Theatre Company is fully committed to taking prompt, appropriate 
remedial action in those instances when a violation of our EEO Policy occurs, our principal 
goal is to create a professional workplace governed at all times by integrity, respect, and 
dignity, and to prevent unlawful discrimination, harassment, or retaliation in our workplace. 
 
If you have any questions or concerns regarding the EEO Policy, The Phoenix Theatre 
Company’s commitments and expectations under this policy, or your responsibilities with 
respect to this Policy, we encourage you to talk to your supervisor or The Phoenix Theatre 
Company’s Managing Director. 
 

ANTI-HARASSMENT POLICY 

 
The Phoenix Theatre Company is committed to creating and sustaining a work 

environment in which each employee has the opportunity to grow, develop, and contribute 
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fully to our collective success. Accordingly, we will not tolerate sexual harassment or 

harassment or intimidation of any employees based on race, color, national origin, 

religion, sex, gender, age, disability, marital status, veteran status, or any other status 

protected by applicable federal, state, or local law, regulation, or ordinance, whether it 

involves the performance of employees’ job duties or non-work activities, or whether it 

occurs on The Phoenix Theatre Company  time and/or premises or on non-The  Phoenix 

Theatre Company time/premises. 

 
Our “no tolerance” policy extends to prohibited harassment of a The Phoenix Theatre 

Company employee by a manager, supervisor, or employee. The Phoenix Theatre 

Company also will not tolerate harassment by or towards a patron, customer, vendor, 

other business partner, or visitor. Any employee found to have engaged in conduct 

inconsistent with this policy will be subject to discipline, up to and including termination. 

 
SEXUAL HARASSMENT 

Sexual harassment deserves special mention. Sexual harassment can take a variety of 

forms, ranging from subtle pressure to engage in sexual activity to verbal abuse to physical 

assault. While most sexual harassment involves a male harassing a female, sexual 

harassment may also involve persons of the same sex or a female harassing a male. 

 
Sexual harassment by a supervisor or manager may involve an explicit or implicit threat 

that submitting to sexual advances, requests for sexual favors, or other verbal or physical 

conduct of a sexual nature is an expected part of the job, or is required to keep or obtain 

a job, promotion, or other employment benefit. It may also include a tangible adverse job 

action, such as a significant change in employment status or benefits. 

 
More generally, sexual harassment occurs whenever unsolicited, unwanted or offensive 

conduct of a sexual nature creates a hostile or offensive work environment, unreasonably 

interferes with the person’s work performance, or otherwise adversely affects the person’s 

employment opportunities. The following are non-exhaustive examples of behaviors that 

may be considered sexual harassment. None of these behaviors will be tolerated at The 

Phoenix Theatre Company: 

 

 Unwanted physical contact or touching of a sexual nature, including 

“accidentally” brushing against someone or blocking an employee’s movement; 
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 Unwanted flirtations, persistent requests for dates, sexual advances, or requests 

for sexual favors or propositions; 

 Sexual gestures, leering, or staring; 

 Verbal conducts of a sexual nature, including offensive jokes, sexual innuendoes, 

epithets, derogatory comments, slurs, or degrading language; 

 Repeated unwelcome and/or inappropriate compliments about appearance or 

dress; 

 Sexually suggestive photographs, posters, photography, cartoons, drawings, 

graffiti and computer-related visual materials, including screen savers and Internet 

graphics; 

 Sexually offensive letters, voice mail messages, calls, memoranda, or e-mails; 

 Describing sexual exploits, or questioning others about their sexual life or 

activities. 

 
OTHER TYPES OF HARASSMENT 

Harassment other than sexual harassment generally involves a demonstration of hostility 

or aversion towards an individual because of his or her race, color, national origin, religion, 

creed, gender, age, disability, veteran status, marital status or other status protected by 

law that: (1) creates a hostile or offensive work environment; (2) unreasonably interferes 

with the person’s work performance; or (3) otherwise adversely affects the person’s 

employment opportunities. As mentioned previously, when harassment involves a 

manager or supervisor it may also include a tangible adverse job action, such as a 

significant change in employment status or benefits. 

 
The following are non-exhaustive examples of behaviors that may be considered 

harassment. The Phoenix Theatre Company will not tolerate any of these behaviors: 

 

 Epithets, disparaging remarks, slurs, demeaning stereotyping or “jokes;” 

o Whether spoken, accessed on the Internet, written on walls, used in 
memos or emails, left on voice mail messages, etc.; or- 

o Whether expressed as words or in the form of photographs, drawings, 
graffiti, or computer-related visual materials; 

 Hostile or intimidating acts or threats, such as stalking, blocking someone’s path, 

or hostile gestures; 

 Mocking, teasing, or taunting (e.g., someone’s accent, stutter, or religious beliefs); 

 Persistently excluding someone from normal work-related activities, informal 

communication channels, daily assistance and support, or team assignments; 

 Pranks (e g., hiding someone’s crutches). 
 
CREATING A HARASSMENT-FREE ENVIRONMENT 

The Phoenix Theatre Company expects employees to interact with each other and anyone 

conducting business with The Phoenix Theatre Company in a professional and respectful 

manner. Regardless of specific legal definitions of sexual harassment and harassment, if 

your conduct could reasonably be offensive to another, then that conduct is not appropriate 

to a work 
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relationship. When discussing matters personally important to you, such as religious 

beliefs, you are expected to be sensitive of others. 

 

REPORTING HARASSMENT 

If you believe you or another individual is being harassed in violation of this policy, you do 

not have to — and should not — tolerate the situation. We encourage each employee to 

assert his or her right to a work environment free of harassment. If, for example, someone 

does or says something of a sexual nature that offends you, we encourage you to let that 

person know —directly and clearly. 

 

The Phoenix Theatre Company endeavors to treat employees fairly and equally. We 

encourage employees to make management aware of their concerns. Disagreements and 

complaints are often most expeditiously and satisfactorily resolved as near the point of 

origin as possible. Under no circumstances will an employee be penalized for presenting 

a complaint to any member of management. 

 

As a matter of The Phoenix Theatre Company policy, employees have the right to work in 

an environment free of discrimination, which includes freedom from sexual harassment or 

any other form of prohibited harassment. If an employee feels he or she has been 

discriminated against or harassed in violation of The Phoenix Theatre Company policy, the 

employee is urged to report it immediately to his or her supervisor or manager, or to the 

Managing Director. 

 
Remember, it is best not to let the situation escalate before reporting it. Managers and 

supervisors are required to report all harassment complaints they receive to the Managing 

Director, including formal and informal complaints, as well as complaints made by 

employees other than the target of the conduct. 

 
INVESTIGATION AND SAFEGUARDS 

The Phoenix Theatre Company will make every effort to resolve all complaints. Upon 

receiving a complaint of discrimination, or harassment, appropriate Company personnel 

will promptly conduct an investigation, protecting the confidential nature of the complaint 

and the complaining employee’s identity to the extent possible while allowing The Phoenix 

Theatre Company to conduct a thorough investigation. However, The Phoenix Theatre 

Company cannot guarantee confidentiality. The Phoenix Theatre Company may ask you 

for additional information about the conduct that you believe constitutes prohibited 

harassment, such as the date or dates of the incident(s), the names of the individuals 

involved, and the name of any witnesses. Appropriate action to resolve the complaint will 

be taken and discussed with the parties as needed. 

 
Harassment, intimidation, threats, coercion, discrimination or retaliation in any other form 

is strictly prohibited against anyone for: (i) making an internal complaint of conduct violating 

this policy; (ii) filing a complaint allowed by any equal employment opportunity law or 

regulation (“EEO laws”); (iii) participating in an investigation or any other activity 

undertaken by The Phoenix Theatre Company or any governmental agency related to 



compliance with this policy or any EEO law; (iv) opposing in any act or practice that 

violates any EEO law; or (v) exercising any right under any EEO law. 

 
COMMITMENT TO CORRECTIVE AND PREVENTIVE ACTION 

The Phoenix Theatre Company will subject any employee determined to have engaged 

in conduct inconsistent with this policy to appropriate discipline, up to and including 

discharge. The Phoenix Theatre Company will also take other remedial action, as 

appropriate, to remedy the effects of any harassment and prevent its reoccurrence. 

 
Although The Phoenix Theatre Company is fully committed to taking prompt, appropriate 

remedial action in those instances when prohibited harassment occurs, The Phoenix 

Theatre Company’s principal goal is to prevent harassment. It is incumbent on each 

employee to develop a better understanding of harassment as a workplace issue and to 

eliminate any form of harassment from The Phoenix Theatre Company. 

 
 

AMERICANS WITH DISABILITIES ACT 
 
The Phoenix Theatre Company is committed to complying fully with the Americans with 
Disabilities Act of 1990 (ADA) and the Americans with Disabilities Act Amendments Act 
(ADAAA), which prohibit discrimination against qualified job applicants and employees 
based on their physical or mental disabilities. In accordance with the law, The Phoenix 
Theatre Company shall provide equal employment opportunities without regard to 
disability and will provide a reasonable accommodation to job applicants and employees 
who need them because of their disabilities, unless doing so would impose an undue 
hardship on the operation of the employer's business.  In compliance with the Acts, The 
Phoenix Theatre Company will attempt to make reasonable accommodations to enable 
employees or applicants who are or become disabled and are unable to perform the 
essential functions of their jobs.  
  
Any qualified employee or applicant with a disability who requires an accommodation in 
order to safely perform the essential functions of the job should contact his/her supervisor 
or the Managing Director to request an accommodation.  The Phoenix Theatre Company 
will review the request on a case-by-case basis, and to the extent possible, attempt to 
provide a reasonable accommodation that would not cause an undue hardship or 
expense to The Phoenix Theatre Company or cause a threat to the well-being or health 
of the employee or others.  
  
This is an interactive process that requires participation by The Phoenix Theatre 
Company and the employee or applicant.  While no specific form of accommodation is 
guaranteed with individuals with a disability, and The Phoenix Theatre Company cannot 
guarantee that it will provide the accommodation that is most desired by the individual, 
The Phoenix Theatre Company will do its part to ensure that individuals with disabilities 
have an equal opportunity to perform in the workplace.  
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IMMIGRATION REFORM AND CONTROL ACT/ 

LEGAL ARIZONA WORKERS ACT 
 
State and federal law require all employers to verify each new employee’s identity and 
legal-authority to work in the United States.  The Phoenix Theatre Company is committed 
to complying with all applicable federal, state, and local laws regarding its employees’ 
legal authorization to work in the United States. 
 
In compliance with the Immigration Reform and Control Act of 1986, all offers of 
employment are conditioned upon the receipt of satisfactory evidence of an employee’s 
identity and legal authority to work in the United States.  Each new employee, as a 
condition of employment, must complete the Employment Eligibility Verification Form I-9 
and present documentation establishing identity and employment eligibility.  The Phoenix 
Theatre Company The Phoenix Theatre Company shall also verify the employment 
eligibility of each newly hired employee through the U.S. Department of Homeland 
Security’s and Social Security Administration’s E-Verify program or its successor 
program.  Employees may raise questions or concerns about immigration law compliance 
without fear of reprisal. 
 

IN CLOSING 
Many The Phoenix Theatre Company policies and employee benefits have been 
discussed only briefly in this Handbook.  The Phoenix Theatre Company reserves the 
right at any time, in its sole discretion, to amend, discontinue, or otherwise revise the 
policies or benefits outlined herein, with the exception of the at-will policy.  Nothing in this 
handbook is intended to create an “employment contract” or other contractual rights, or 
to otherwise alter the at-will policy.  If you have any questions or want more information, 
your supervisor will be glad to provide additional details for you.  The Managing Director 
will also be happy to help you with questions or problems.   
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THE PHOENIX THEATRE COMPANY HANDBOOK ACKNOWLEDGEMENT FORM 
 
 

By signing this form, I acknowledge that I have received a copy of the The Phoenix 
Theatre Company Employee Handbook.  I understand that it contains important 
information about the The Phoenix Theatre Company’s policies, that I am expected to 
read the Handbook and familiarize myself with its contents, and that the policies in the 
Handbook apply to me. I understand that nothing in the Handbook constitutes a contract 
or promise of continued employment and that The Phoenix Theatre Company may 
change the policies in the Handbook at any time.  I understand that this handbook 
supersedes all previous handbooks and any previous written or unwritten policies.  
By signing this form, I acknowledge that my employment is at will. I understand that I have 
the right to end the employment relationship at any time and for any reason, with or 
without notice, with or without cause, and that The Phoenix Theatre Company has the 
same right. I acknowledge that neither The Phoenix Theatre Company nor I have entered 
into an employment agreement for a specified period of time.  
 
 
 
_______________________________________ ______________________ 
Employee's Signature Date 

 
 
_______________________________________  
Employee's Name (Print) 
 
 
 
_______________________________________ 
Witness                                                       Date 


