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I. Introduction 

 

The Association of Maine Archives and Museums (MAM) is the state’s only membership 

organization dedicated to supporting and promoting Maine’s collecting institutions.  Its mission 

is to:  

 

 

 

 

 

 

 

Maine Archives and Museums seeks to fulfill its mission by educating ourselves and the public 

through activities such as:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

MAM is governed by an elected board of directors, who employ the services of a part-time 

director who serves as an independent contractor. MAM’s governance also includes a committee 

structure, including standing and ad-hoc committees, generally chaired by Board members but 

including representatives from MAM’s membership at large, constituting the organization’s 

body of volunteers. It is understood that the ethics principles identified in this document cover all 

MAM-related activities undertaken by individuals serving in any of the above capacities. 

 

…actively stimulate the flow of knowledge and support among 

organizations and individuals in Maine who identify, collect, interpret, 

and/or provide access to materials relating to history, living collections, and 

culture, in order to strengthen and promote all collecting institutions in 

Maine. 

 

 

 Fostering the identification, preservation, and use of records, 

objects, and living collections of enduring value in Maine, both 

public and private, corporate and individual 

 Improving the management, public awareness and understanding of 

such records, collections, and objects 

 Sponsoring continuing professional education 

 Providing a forum for the exchange of information among 

individuals and institutions 

 Facilitating communication and cooperation with other 

organizations (local, regional, and national) and with individuals and 

groups representing allied disciplines 

 Promoting member museums, collecting institutions, and archives to 

the public 

 

MAM strives to be a leader in and an advocate for the field, contributing 

significantly to the strength, relevance, and sustainability of its members. 

Our vision is that, by looking to MAM for information and support, our 

members—and, indeed, all collecting institutions in the state—will be better 

equipped to fulfill their own missions and visions and to find and advance 

their place on what the American Alliance of Museums terms the 

“continuum of excellence.” 
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This Ethics Policy is informed by the American Alliance of Museums’ Code of Ethics for 

Museums, with adaptations made to reflect MAM’s unique mission and structure. It is 

additionally informed by the Codes of Ethics for the California Association of Museums, the 

Southeast Museum Conference, and the Texas Association of Museums, provided through the 

National Alliance of State Museum Associations; and the Codes of Ethics for the American 

Independence Museum and the Maine Maritime Museum, acquired through the New England 

Museum Association’s Document Exchange program. 

 

 

II. Guiding Principles and Ethical Duties 

 

MAM’s board of directors and employees operate under legal requirements applicable to 

charitable foundations. They assume responsibility for preservation of the organization’s tax-

exempt status, maintenance of the organization’s financial resources, and observance of the rules 

and regulations for solicitation of funds for charitable organizations. Furthermore, they have a 

legal duty of loyalty and fairness in all dealings affecting MAM or its interests.  

 

MAM is committed to maintaining the highest standard of ethical conduct and to ensuring that 

MAM is in compliance with all applicable laws and regulations. To accomplish this end, each 

board member and employee of MAM must uphold the highest ethical and legal standards; act in 

the best interests of the MAM; and conduct his or her activities in such a way that no conflict 

will arise between other interests and the policies and interests of MAM. Even the appearance 

that such a conflict might exist must be avoided.  

 

Public trust and member confidence are central to MAM’s ability to fulfill its mission. MAM’s 

leadership is expected to represent MAM in a positive and supportive manner and be advocates 

for MAM and for collecting institutions generally, both inside and outside of Maine. MAM’s 

board and staff should have an understanding of the basic documents that provide the 

organization’s direction, including the by-laws, mission statement, and policies, including this 

one. Each board member must be a member in good standing of MAM at the individual, 

institutional, or business level.  

 

The following principles guide MAM’s collective performance and commitment:  

 

 Strive at all time to endorse and uphold the ethics and best practices of the museum and 

archives fields. 

 Act with honesty and integrity, avoiding actual or apparent conflicts between one’s 

private interests and the interests of MAM.  

 Act in good faith and with due care, without misrepresenting or omitting material facts or 

allowing one’s independent judgment to be compromised.  

 Avoid competing directly or indirectly with MAM.  

 Refrain from using corporate information, corporate assets, corporate opportunities, or 

one’s position with MAM for personal gain.  

 Respect the confidentiality of information acquired in the course of the performance of 

one’s responsibilities.  
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 Comply with laws of international, federal, state, and local governments applicable to 

MAM, and the rules and regulations of private and public regulatory agencies having 

jurisdiction over MAM. 

 Prepare and file periodic reports required by governmental authorities containing 

financial and other information which is accurate, complete, fair, and understandable.  

 

 

III. Conflict of Interest 

 

A conflict of interest arises when a board member, employee, or committee member involved in 

making a decision is in a position to benefit, directly or indirectly, from his or her dealings with 

the organization or person conducting business with the organization. It is the policy of MAM to 

avoid conflicts of interest where possible, and disclose in advance all real or apparent conflicts of 

interest, should they arise.  

 

NOTE that personal gain or the appearance of personal gain does not necessarily preclude work 

for hire, contracts for services, or other business transactions, provided they are disclosed 

according to the guidelines below.  For additional guidelines, see Outside Employment. 

 

As a formal guideline, board members and employees shall:  

 Disclose to the Executive Committee any activity that might be interpreted as a conflict 

of interest. (At-large members who are not members of the board may disclose the 

activity to their Committee chair or directly to an Executive Committee member; it is 

then incumbent upon the committee chair to disclose it to the Executive Committee.) If 

the conflict or potential conflict is material and unresolved, the Executive Committee 

shall make a recommendation to the Board of Directors.  

 Refrain from using their position to secure special privileges or exemptions that are not 

clearly for the benefit of MAM.  

 Not solicit and shall avoid accepting personal gratuities or gifts from members, vendors, 

or others who might seek to influence MAM’s policies or business decisions, where the 

personal gratuities or gifts are either (i) material from a cost or value standpoint or (ii) in 

the nature of an ongoing series which are in the aggregate material from a cost or value 

standpoint. The appropriateness of any material or any ongoing series of gifts should be 

disclosed to the Executive Committee according to the guidelines in item 1 above.  

 Refrain from participating as a decision-maker, advisor, or as a representative of MAM in 

any transaction involving a business entity in which the Director/employee has a material 

direct or indirect interest. Board members with a material interest in the outcome of a 

vote must abstain from voting and, if deemed appropriate by the governing body at large, 

remove him or herself from the conversation while voting and discussion occur. 

 Respect the confidentiality of information acquired in the course of tending to MAM 

matters that is not generally available to the public. 

 Refrain from entering business dealings that directly compete with MAM’s interests, by 

either specifically duplicating or conflicting with MAM’s services. 
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A. Violations 

It is incumbent on MAM’s staff and board members to self-report actual or possible 

conflicts of interest on their own behalf, or on behalf of their committee. If an employee, 

board member, committee member, or any member of the MAM community becomes 

aware of a conflict of interest or potential conflict of interest at any time, that individual 

should act according to the following protocol: 

 Operate with the assumption that all members of MAM’s community act in good 

faith, and that any actual or perceived conflict of interest is inadvertent or 

unintentional 

 Discuss with the relevant party their potential conflict of interest  

 If this is not possible or if the issue remains unresolved, contact the Board 

President or another member of the Executive Committee 

 If the issue remains unresolved, provide an explanation in writing for the 

Executive Committee to review 

 The Executive Committee will review the issue and, if necessary, recommend 

disciplinary action, including but not limited to removal from the Committee or 

Board. 

 

MAM will not retaliate in any way against an individual who reports a violation.  For more 

information, see Whistleblower’s Policy. 

 

 

IV. Outside Employment and Volunteerism 

 

MAM encourages its staff, board members, and committee members to take advantage of 

opportunities for volunteerism outside of MAM. Such activities may enhance an individual’s 

professional life and may also benefit MAM by fostering networking and collaboration. MAM’s 

staff, board members, committee members, and members at large may serve on boards and 

committees of other nonprofit organizations, including organizations that are member institutions 

of MAM; it is understood that there is no intrinsic conflict of interest in such activities. 

 

Outside activities that include compensation are also permissible, but they should not be 

undertaken if there is any real or apparent conflict of interest. Staff and board members must 

discuss any potential outside employment with the Executive Committee, which will evaluate 

whether there is a conflict of interest and will disclose the information to the board. As much as 

possible, the Executive Committee shall strive to allow outside employment, in recognition of 

the fact that staff and board members may be independent contractors in the field that rely upon 

such outside employment, and that serving on MAM’s staff or board should not effectively result 

in any sort of professional disadvantage. Some guidelines for outside employment: 

 

 No outside activities should interfere with an employee’s regular duties.  

 Outside employment must not be based upon privileged knowledge or information that is 

part of MAM business or MAM’s confidential information, as it would constitute a 

conflict of interest and/or a breach of MAM’s ethics policy. 
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 Should a board member, committee member, or staff member be offered an honorarium 

for speaking on MAM’s behalf (e.g., at a conference), this opportunity should be 

approved in advance by MAM’s Executive Committee.  

 

It is permissible for MAM to directly employ a staff member, board member, committee 

member, or member at large for outside contract work. To disallow this practice would 

effectively either prevent the state’s premier professionals from offering their services to MAM, 

or force them to work without pay. Whenever an individual affiliated with MAM is hired for 

contract work, the hiring committee—Programs or Executive Committee, for instance—must 

make a good faith effort to determine that the individual selected is the best one for the job. 

 

 

V. Financial Transactions 

 

MAM shall not provide personal loans to employees, board members, other volunteers, members 

at large, or their family members. In addition, employees and board members should be careful 

to avoid practices that have the actual or apparent outcome of self-dealing or personal gain at the 

direct or indirect expense of MAM. 

 

MAM shall be in compliance with annual financial reporting procedures required by 

governmental authorities containing financial and other information which is accurate, complete, 

fair, and understandable.  

 

MAM’s Finance Committee is in the process of drafting a Finance Policy that will cover 

additional guidelines for best financial practices and ethics. 

  

 

VI. Document Retention and Destruction 

 

In accordance with the Sarbanes-Oxley Act, which makes it a crime to alter, cover up, 

falsify, or destroy any document with the intent of impeding or obstructing any official 

proceeding, this policy provides for the systematic review, retention and destruction of 

documents received or created by MAM in connection with the transaction of MAM 

business. The policy is designed to ensure compliance with federal and state laws and 

regulations, to eliminate accidental or innocent destruction of records, and to facilitate 

MAM’s operations by promoting efficiency and freeing up valuable storage space, while 

also respecting the ethics of our field and maintaining any document with the potential for 

historic value. Guidelines are as follows: 

 

 As a general rule, MAM shall retain general records for the period of their 

immediate use unless longer retention is necessary for historical reference or to 

comply with legal requirements. The table below provides specific guidelines. 

 The Organization’s records will be stored in a safe, secure and accessible 

manner.  

 Documents and financial files that are essential to keeping the Organization 

operating in an emergency will be duplicated or backed up regularly.  
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 The organization’s director, in consultation with the Board Secretary, is 

responsible for the ongoing process of maintaining records, identifying those 

that have met the required retention period, and overseeing their destruction.  

 Destruction of financial and personnel-related documents will be accomplished 

by shredding. 

 Electronic documents will be retained as if they were paper documents. 

Therefore, any electronic files, including records of donations made online, that 

fall into one of the document types on the above schedule will be maintained 

for the appropriate amount of time. If a user has sufficient reason to keep an 

email message, the message should be printed in hard copy and kept in the 

appropriate file or moved to an “archive” computer file folder.  

 Document destruction will be suspended immediately upon any indication of an 

official investigation or when a lawsuit is filed or appears imminent. 

Destruction will be reinstated upon conclusion of the investigation.  

 Failure on the part of board members, employees, or contract staff to follow this 

policy can result in possible civil and criminal sanctions against MAM and its 

staff and possible disciplinary action against responsible individuals.   

 

A. Document Destruction Guidelines Table (see http://www.maine.gov/sos/arc/ 

records/state/gensched2.html) 

 

TYPE OF 

DOCUMENT 

RETENTION 

REQUIREMENT 

 TYPE OF 

DOCUMENT 

RETENTION 

REQUIREMENT 

Accounts  payable 
7 years 

 Year End Financial 

Statements Permanently 

Audit reports 

Permanently 

 Insurance records, 

current accident reports, 

claims, policies, etc Permanently 

Bank Reconciliations  
3 years 

 Inventories of products, 

materials, and supplies 5 years 

Bank statements 
3 years 

 Invoices (to customers, 

from vendors) 7 years 

Contracts, mortgages, 

notes and leases 

(expired) 7 years 

 
Minutes, bylaws and 

charter 
Permanently 

Contracts (still in effect) 
Permanently 

 Payroll records and 

summaries 60 years 

Correspondence 

(general) 3 years 

 Personnel files 

(terminated employees) 60 years 

Correspondence (legal 

and important matters) Permanently 

 Retirement and pension 

records  Permanently 

Correspondence (with 

customers and vendors) 3 years 

 Tax returns and 

worksheets Permanently 

Employment 

Applications 

Keep for duration 

of Employment 

 Withholding tax 

statements 7 years 

Expense Analyses 7 years    

http://www.maine.gov/sos/arc/
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VII. Whistleblower’s policy 

 

All MAM employees are covered under Maine statute Title 26, Chapter 7, section 831, 

commonly referred to as the Maine “Whistleblowers’ Protection Act.” This act protects 

employees who report, or refuse to commit, illegal acts. It is MAM’s policy to enfold its board 

members, committee members, and members at large into this philosophy in order to provide a 

safe environment for reporting known or suspected wrongdoings. Accordingly, MAM will not 

fire, retaliate against, or treat a member of its organization differently because she/he:  

 

 Reported a violation of the law  

 Reported something that risks someone’s health or safety  

 Refused to do something that will endanger his/her own life or someone else’s life, or 

have asked the employer to correct a dangerous condition  

 Has been involved in an investigation or hearing held by a government entity  

 Reports a violation of the Code of Ethics policy, Conflict of Interest policy, or other 

official policy  

 

Although MAM considers it an ethical responsibility to interpret its Whistleblower’s Policy 

broadly to include all members of its organization, from a purely legal standpoint the Maine 

Whistleblower’s Protection Act only applies to employees, and an employee is protected by this 

law ONLY if:  

 

 She/he tells the supervisor or a member of the Executive Committee about the problem 

and allows a reasonable time for it to be remedied or corrected or  

 She/he has good reason to believe that her/his supervisor will not correct or will be 

unable to correct the problem  

 

To report a violation, unsafe condition or practice, or an illegal act in the workplace, an 

individual should contact the President of the Board or another member of the Executive 

Committee. 

 

 

VIII. Programs 

 

MAM serves its members, and society at large, by advancing an understanding and appreciation 

of cultural heritage through research, publications, and programs geared toward professionals in 

the field as well as the general public. These programs further the organization’s mission and are 

responsive to the concerns, interests, and needs of its constituencies. Thus, MAM ensures that its 

programs: 

 

 support its mission and public trust responsibilities.  

 are founded on industry best practices and marked by intellectual integrity.  

 are accessible and encourage participation of the widest possible audience consistent with 

its mission and resources.  
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 respect pluralistic values, traditions, and concerns.  

 are compatible with the organization’s mission and support its public trust 

responsibilities, especially whenever revenue-producing activities and activities involve 

relationships with external entities.  

 promote the public good rather than individual financial gain. 

 

 

IX. Advocacy and Political Activity 

 

MAM’s Advocacy Policy articulates the ways in which MAM as a corporate entity may engage 

in advocacy generally, on behalf of the general interests of its industry, or politically, taking a 

formal position on a legislative issue or other issue of interest to the field.  It is understood that 

individuals, regardless of their affiliation with MAM, retain the right to express their personal 

opinions on political or social issues, both publicly and privately, whether or not their views 

align with MAM’s interests or formally articulated positions. Barring exceptional circumstances, 

such activities will not constitute a conflict of interest.  

 

Conversely, individuals may not express any views on behalf of MAM, outside of a broad 

reiteration of its mission and commonly understood values, without undertaking the protocol 

articulated in MAM’s Advocacy Policy. This includes making a personal statement on an issue 

and offering one’s affiliation with MAM as evidence of credibility or authority. Doing so will 

constitute a conflict of interest and is subject to disciplinary action. 

 

 

X. Non-discrimination 

 

MAM’s duty to the public trust requires all staff, board members, and volunteers to be civil and 

respectful in professional interactions, avoiding discrimination based on race, religious creed, 

ancestry, organizational membership, age, gender, sexual orientation, national origin, or non-job 

related handicap or disability. All individuals representing MAM  must treat other members of 

MAM’s community, and all members of the general public, with dignity and fairness.  

 

MAM’s employees are protected from employment-related discrimination under the Maine 

Human Rights Act (Title 5, section 4572), including sexual harassment, a form of sexual 

discrimination, additionally covered in Title 26, section 807. MAM will strive at all times to 

provide a safe, professional, and non-discriminatory working environment for all staff, 

contractors, board members, and volunteers. 

 

 

XI. Promulgation 

 

This Ethics Policy shall be reviewed annually by the Board of Trustees, and each Board member 

(current and incoming) will be required to sign a form indicating that they have received and will 

abide by the guidelines of the Ethics Policy (see attachments).  Committee chairs will be 

responsible for sharing a copy of the Ethics Policy with all members of their committees; 
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however, signatures are not required from at-large members of MAM or other parties who serve 

on MAM committees. 

 

MAM will also endeavor to encourage its member institutions to undertake the drafting and 

adoption of their own Ethics Policies, in alignment with the standards of the field. 

 

 

XII. Acknowledgments and Resources 

This Ethics Policy was drafted by MAM President Jessica Skwire Routhier to be in compliance 

with the American Alliance of Museums’ Code of Ethics for Museums, with adaptations made to 

reflect MAM’s unique mission and structure. It is additionally informed by the Codes of Ethics 

for the California Association of Museums, the Southeast Museum Conference, and the Texas 

Association of Museums, provided through the National Alliance of State Museum Associations, 

and the Codes of Ethics for the American Independence Museum and the Maine Maritime 

Museum, acquired through the New England Museum Association’s Document Exchange 

program. For more information, visit: 

American Alliance of Museums: www.aam-us.org 

New England Museum Association: www.nemanet.org 

National Alliance of State Museum Associations: nasmablog.wordpress.com 

 

 

XIII. Annual Ethics Policy Confirmation Statement 
(See next page) 

  

http://www.aam-us.org/
http://www.nemanet.org/
http://nasmablog.wordpress.com/
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ANNUAL ETHICS POLICY CONFIRMATION STATEMENT 

 
 

Employee, principal officer, or committee member (please print) 

 

________________________________________ 

 

 

By my signature below, I affirm that I have: 

 

 

 received a copy of MAM’s Ethics Policy. 

 read and understood the policy. 

 agreed to comply with the policy. 

 

 

In addition, I understand that MAM is a charitable, 501 (c) 3 educational organization and that in 

order to maintain its federal tax exemption it must engage primarily in activities which 

accomplish one or more of its tax-exempt purposes. 

 

 

 

 

_________________________________________  ___________________________ 

 

Signature        Date 

 

Please return this form to MAM at: 

 

P.O. Box 46 

Cumberland Center, ME  04021 

info@mainemuseums.org  

 

mailto:info@mainemuseums.org

