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Employment at Southwest Labs, LLC 

Welcome to the team! As a staff member of Southwest Labs, LLC (SWL) you are now a 

part of a dynamic, forward-thinking Organization that prides itself in offering the highest 

quality service to our clients. 

We strive for success daily, to become the best we can be and to give back to our 

community. At SWL we are committed to providing the best work environment and 

training to build and grow our team’s capabilities. In an effort to give back to our 

community five percent of SWL’s net profits are contributed to local New Mexico 

agencies in the fight against drug abuse.   

We are glad to have you on board! 

Sincerely, 

John Lahoff 
Managing Member 
Director of Operations 

 

Mission, Vision and Values 
 
We aim to offer the best quality laboratory services utilizing our business as a vehicle to 
innovatively and harmlessly contribute to our society.   
 
Values 

 Commitment to a solution based philosophy – If you think you can do a thing or 
think you can’t do a thing, your’e right. – Henry Ford.  WE THINK WE CAN! 

 Industriousness – There is no substitute for work. Worthwhile results come from 
hard work and careful planning. 

 Enthusiasm – Brushes off upon those with whom you come in contact.  You must 
truly enjoy what you are doing. 

 Loyalty – To yourself and to all those depending upon you.  Keep your self-
respect. 

 Friendship – Comes from nutual seteem respect and devotion.  Like marriage, it 
must not be taken for granted but requires a joint effort.   

 Cooperation – With all levels of your co-workers.  Listen if you want to be heard.  
Be interested in finding the best way, not in having your own way. 
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Your Employee Handbook 

This employee handbook contains information about the employment policies and 
practices of SWL. If employees live or work for SWL outside of New Mexico, the laws 
of their states may apply instead of New Mexico.  Please read this handbook carefully, 
as it is a valuable reference for understanding your job and the Organization. 
Violations of any policy in this this Employee Handbook, work rule or operating 
procedure, may result in disciplinary action, up to, and including immediate termination 
of employment.  This handbook version supersedes and replaces all prior handbooks 
and any inconsistent verbal or written policy statements. 
 
The policies outlined in this handbook are not intended to create contractual 
obligations or to create a contract.  They should be regarded as management 
guidelines only, which in a growing business will require changes from time to time. 
SWL retains the right to make decisions involving employment and to revise, delete 
and add to the provisions of this handbook when they are needed in order to conduct 
our work in a manner that is beneficial to the employees and our Organization. These 
changes will  be in writing, approved by SWL’s Managing Members. Oral statements or 
representations cannot change the handbook’s provisions. 
 
The Managing Members are the Chief Executive Officer, The Director of Operations 
and the Director of Marketing.   
 
Nothing in this employee handbook is intended to unlawfully restrict an employee's 
right to engage in any of the rights guaranteed by Section 7 of the National Labor 
Relations Act, including but not limited to, the right to engage in concerted protected 
activity for the purposes of their mutual aid and/or protection.  
 
We hope that the handbook works as a reference tool to support you in a positive and 
meaningful experience at SWL. Please seek the advice of a Managing Member, if you 
need clarity or support on any issue. 
 

Return to Table of Contents 

Workplace Policies 

Equal Employment Opportunity (EEO)  

It is the policy of SWL to provide equal employment opportunities and to comply with all 
applicable laws prohibiting discrimination in employment. 
 
All employee actions including but not limited to hiring, placement, promotions, 
compensation, terminations, rehires and transfer of employees, leave of absence, and 
training decisions will be made without regard to race, color, religion, age, gender, 
creed, marital status, veteran status, national origin, disability, pregnancy, sexual 
orientation, genetics, gender identity, spousal affiliation, obesity, HIV status, ancestry or 
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medical condition as defined by applicable laws. SWL will respond promptly and 
investigate all complaints related to this policy.  
 
“At Will” Employment 
Our Organization is an at-will employer. This means that regardless of any provision in 
this Employee Handbook, either an employee or the Organization may terminate the 
employment relationship at any time, for any reason, with or without cause or notice. 
Nothing in this Employee Handbook or in any document or statement, written or oral, 
shall limit the right to terminate employment at-will. No officer, employee or 
representative of the Organization is authorized to enter into an agreement—express or 
implied—with any employee for employment for a specified period of time unless such 
an agreement is in a written contract signed by a Managing Member. 
 
Reasonable Accommodation 

SWL, in compliance with the Americans with Disabilities Act (ADA) and its amendments 
(ADAAA), provides qualified employees with disabilities, reasonable accommodations to 
allow them to perform the essential functions of their jobs that do not impose undue 
hardship on the Organization. SWL adheres to the ADA definition of disability.    
 
You should notify a Managing Member if you want to request reasonable 
accommodations. 
 
Discrimination and Harassment in the Workplace 

It is the policy of SWL to promote a productive work environment and not to tolerate 

conduct or behavior by any employee who harasses, disrupts, or interferes with another’s 

work performance or who creates an intimidating, offensive, or hostile environment. 

Harassment consists of unwelcome conduct, whether verbal, physical, or visual, that is 
based upon a person’s protected status, such as sex, color, race, ancestry, religion, 
national origin, age, sexual orientation, spousal affiliation, HIV status or gender 
identification, physical handicap, medical condition, disability, marital status, veteran 
status, citizenship status, or other protected group status.  Special attention is called to 
the prohibition of sexual harassment.   

For purposes of this policy, sexual harassment is defined as unwelcome conduct of a 
sexual nature (verbal or physical) when: 1) submission to or rejection of this conduct by 
an individual is used as a factor in decisions affecting hiring, evaluation, promotion or 
other aspects of employment; or 2) this conduct substantially interferes with an 
individual’s employment or creates an intimidating, hostile or offensive work environment. 

SWL recognizes that harassment may take many forms, including: 

 verbal conduct such as epithets, jokes based on ethnicity or gender, derogatory 
comments, foul or obscene language, slurs or unwanted sexual advances, 
invitations or comments; 

 visual conduct such as derogatory posters, cartoons, drawings or gestures; 

 physical conduct such as assault, blocking normal movement or interference 
with work because of gender or another protected basis; 
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 use of SWL’s computer system to accomplish any of the prohibited forms of 
harassment or to circulate prohibited materials; 

 threats and demands to submit to sexual requests in order to maintain 
employment or avoid some other loss, and offers of job benefits in return for 
sexual favors; and 

 retaliation for having reported the harassment. Harassment is prohibited in 
SWL’s offices and in other work-related settings such as business trips, court 
appearances and business-related social events. 
 

Any employee who feels he or she is being harassed or discriminated against, or who is 
aware of harassment or discrimination, should report it immediately to a Managing 
Member. Any report of alleged harassment will be shared only with those individuals 
having the need to know. An investigation will be undertaken. If harassment and/or 
discrimination is found to have occurred, prompt and appropriate remedial action will be 
taken.   

Any employee found to have violated this policy is subject to disciplinary action, including 
termination of employment. No employee will be retaliated against for reporting 
harassment or discrimination or participating in a related investigation. 

SWL will not tolerate, condone or allow harassment, whether engaged in by fellow 
employees, Managing Members, directors or by clients, vendors or other non-employees 
who conduct business with SWL. We encourage the reporting of all incidents of 
harassment, regardless of who the offender may be. 

SWL has developed this policy to ensure that all its employees can work in an 
environment free from harassment. SWL will conduct periodic training so that all its 
employees are familiar with the policy and know that any complaint received will be 
investigated.  
 
Open Door Policy 
SWL recognizes that employees will have suggestions for improving the workplace, as 
well as concerns about the workplace. The most satisfactory solution to a job-related 
problem or concern is usually reached through a prompt discussion with a Managing 
Member. Please feel free to contact a Managing Member with any suggestions and/or 
concerns. They will work with you to help find a final resolution.  
 
Customer Service 
Our clients are our most valuable assets.  Each of us represents SWL to the public.  
The way we interact outside this Organization is a direct reflection on our Organization 
as a whole. Assisting customers and potential customers is our first business priority.  
We ask employees to be courteous and respectful to customers and members of the 
public while conducting Organization business.  
 
Conflict of Interest 
SWL's reputation for integrity is its most valuable asset and is directly related to the 
conduct of its Managing Members and other employees. Therefore, employees must 
never use their positions with the Organization, or any of its clients, for private gain, to 
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advance personal interests or to obtain favors or benefits for themselves, members of 
their families or any other individuals, corporations or business entities.   
 

Also, you may not work for SWL competitors while working for the Organization or have 

any outside employment that will impact your job at SWL.  Please report all other jobs to 

you’re a Managing Member. 

 

SWL adheres to the highest legal and ethical standards applicable in our business. 
Our business is conducted in strict observance of both the letter and spirit of all 
applicable laws and the integrity of each employee is of utmost importance. 
 
Employees must conduct their personal affairs so that their duties and responsibilities 
to SWL are not jeopardized and/or legal questions do not arise regarding their 
association or work with our Organization. 
 
Solicitations and Distributions 
Employees may not solicit any employees during working time, nor may employees 
distribute literature in work areas at any time. Under no circumstances may an 
employee disturb the work of others to solicit or distribute literature to them during their 
working time. Persons not employed by SWL may not solicit employees for any 
purposes on Organization premises.  Likewise, employees may not solicit SWL clients 
at any time, or for any reason. 
 
Immigration Law Compliance 
SWL is committed to full compliance with the Federal Immigration Laws. These laws 
require that all new hires provide satisfactory evidence of their identity and legal 
authority to work in the United States no later than three business days after beginning 
work. Accordingly, all new hires must complete this procedure.     
 

Return to Table of Contents 
 

Hiring at SWL 

Application and Documentation 
We rely upon the accuracy of information contained in your employment application 
and the accuracy of other data presented throughout the hiring process.  Any 
misrepresentations, falsifications, or material omissions in any of this information or 
data may result in your exclusion from further consideration for employment or, if you 
have been hired, actions up to and including termination. 
 
Employee Background Check 
Applicants are subject to a background check prior to a firm job offer.  Any unfavorable 
outcome may result in withdrawal of the offer. 
 
A background check may include, but is not limited to the following: 

 A credit check  
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 Verification of a high school degree or diploma or a degree or diploma granted by 
an institution of higher learning  

 Contacts with listed employers. 

 Multi-state criminal records check 

 Motor vehicle check 

 Social security or work eligibility verification 
 
Employee References 
Our Organization will not honor any oral requests for references. All requests must be 
in writing. Generally, we will only confirm our employees' dates of employment and 
job title unless we have received written permission from the employee to disclose 
more information or we are required to do so by law. 
 
Under no circumstances should an employee provide another individual with 
information about current or former employees of our Organization. If you receive a 
request for reference information, please forward it to the Managing Members. 
 
Introductory Period  
SWL has a 90 day introductory period for all new employees.  During this time, 

employees have the opportunity to evaluate our Organization as a place to work and 

management has its first opportunity to evaluate the employee.  Both the employee and 

SWL have the right to terminate employment without advance notice. 

Upon completion of the introductory period, a review will be conducted providing the 
path forward.  All employees, regardless of classification or length of service, are 
expected to meet and maintain SWL standards for job performance and policies and 
procedures. 
 
New Employee Orientation 
This orientation process introduces new employees to SWL. It will provide an overview 
of SWL and show the importance of your position in our overall structure. It will 
introduce you to SWL’s mission, vision, culture, key policies and procedures as well as 
benefits. This Employee Handbook will be your resource throughout your employment 
with SWL. It is mandatory that you read it so that you have the information you need. 
You will be asked to sign an acknowledgement agreement that you have received and 
reviewed this Handbook within five days after your date of hire.  
 
Employee Referrals 
All employee referrals of candidates for employment, while appreciated, will be equally 
considered along with other applicants received from other recruiting resources. 
 
Employment of Relatives 
Relatives of an employee will be considered on an equal basis with other applicants 
who have similar qualifications and all applicants will follow the same employment 
process. Decisions to hire are based on a candidate’s qualifications.  
 
A Managing Member may not hire or supervise an employee if she/he and the 
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Managing Member have an on-going romantic relationship, including but not limited to 
marriage, or if that employee is a member of the Managing Member’s immediate 
family. The term "immediate family" refers to parents, children, sisters, brothers, 
nieces, nephews or others  residing in the same household. If this situation occurs, it 
must be immediately reported to Management. 
 

Return to Table of Contents 

Your Pay and Progress 

Employment Classifications 
Classification for an employee's payroll, determination of benefits, and other 
administrative procedures are as follows: 
 

Exempt/Salaried Employees - are exempt from the minimum wage, overtime, 
and timesheet provisions of the Fair Labor Standards Act (Wage Hour Law) as 
amended and applicable state laws.  

 
Non-Exempt/Hourly Employees - are not exempt from minimum wage, 
overtime and timecard provisions of the Fair Labor Standards Act (Wage Hour 
Law) as amended and applicable state laws. These employees receive overtime 
premium pay, at one and a half their hourly wage, for hours worked over 40 in a 
single week.  Paid or unpaid time off does not calculate in hours worked. 

 
Full-Time Employees - are regularly scheduled to work a 30 or more hour 
average per week on a continuing basis. Employees within this category are 
eligible for all SWL benefits.  

 
Part-Time Employees - are regularly scheduled to work less than the prescribed 
number of full-time hours weekly (30) on a continuing basis and may be eligible 
for some paid time off on a pro-rated basis. Please see the benefits section of 
this handbook.  

 
Temporary Employees - service is intended to be of limited duration. An 
employee will not change from temporary status to another status unless 
specifically informed in writing by the Managing Members. Temporary 
employees are not eligible for employer-sponsored benefits. 

 
Hours of Work 
SWL’s normal work schedule is eight work hours per day, Monday through Friday from 

7a.m. to 7p.m. (40 hours per week). All employees are expected to maintain office 

hours and workstations during these times, unless otherwise specified or arranged with 

a Managing Member. Employees are allowed one hour for lunch. Taking a lunch hour is 

not mandatory and compensation is not provided for this hour.  

The daily and weekly work schedules may be changed from time to time by SWL to 
meet various Organization requirements. Although we reserve the right to change 
work schedules, all changes will be announced as far in advance as practical. 
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Pay Periods 
The work week runs Monday to Sunday. 
 
Employees are paid on the first and the fifteenth of every month, 24 times annually 
through direct deposit. Hourly employees have two, three week pay periods annually. 
Pay stubs are received electronically each pay period. 
 
Time Accounting 
SWL non-exempt employees utilize a paper time sheet to collect and process all time 
and attendance. Time must be accounted for daily, at the end of the work day, in order 
to accurately keep track of your time and expedite payroll processing.  
 
All time-off, for both exempt and non-exempt employees, must also be entered on the 
timesheet. 
 
It is the responsibility of each employee to submit only “authorized” time reporting to the 
SWL Controller. Timesheets should not be completed prior to actual work. You are 
responsible for verifying that hours reported on the time sheets are accurate. Without 
exception, a verified timesheet must be submitted to payroll by the close of business 
every other Friday for the previous and current work weeks. Notify the Director of 
Operations or the Controller if there are problems with processing your timesheet. 
 
If timesheets need to be corrected, contact the Diretor of Operations or the Controller to 
ensure proper processing. Reasons for changes should be annotated in the notes 
section of the timesheet and you should again verify the corrected timesheet prior to 
resubmission to payroll. Timesheets are signed by the employee prior to submission 
and then by the Controller after review.   
 
Under no circumstances may you record another person's time or make any notations 
on another's timesheet. Falsifying time, recording or tampering with another employee's 
timesheet are grounds for disciplinary action up to and including termination.  
 
Overtime 
There may be times when you will need to work overtime in order to meet the needs of 
our clients or the Organization. Although you will generally be given advance notice by 
a Managing Member when workload increases unexpectedly, this may not always be 
possible. 
 
Non-exempt employees who believe that they need to work overtime should request 
advance approval from their Managing Member. Non-exempt employees will be paid 
at a rate of time and one-half their regular hourly w a g e  for hours worked in excess 
of 40 hours in a workweek. Only actual hours worked count toward computing weekly 
overtime. If you have any questions about overtime pay, check with your Manager. 
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Paycheck Deductions 
SWL is required by law to make certain deductions from your paycheck each pay 
period. Such deductions typically include federal and state taxes and Social Security 
(FICA) taxes. Depending on the state in which you are employed and the benefits 
you choose, there may be additional deductions. All deductions and the amount of 
the deductions are listed on your pay stub. These deductions are totaled each year 
for you on your Form W-2, Wage and Tax Statement. 
 
Garnishments 
When an employee's wages are garnished by a court order, our Organization is 
legally bound to withhold the amount indicated in the garnishment order from the 
employee's paycheck. However, SWL honors applicable federal and state guidelines 
that protect a certain amount of an employee's income from being subject to 
garnishment. 
 
Unemployment Compensation  
Upon separation from employment, you may be entitled to unemployment insurance 
benefits, if your employment is terminated due to no fault of your own. Information 
about unemployment insurance can be obtained from the New Mexico Workforce 
Solutions office or your local unemployment agency.   
 
Attendance and Punctuality 
You are responsible for maintaining good attendance. Excessive absences from work, 
lateness in reporting to work, or leaving early seriously impair the value of services to 
our clients and place an additional burden on fellow employees.  
 
If you are going to be late for work or absent, notify a Managing Member, by 
telephone, as far in advance as feasible but before the start of your workday. Personal 
issues requiring time away from your work should be scheduled during nonworking 
hours if possible. However, PTO may be used when necessary if an employee has 
PTO accrued. 
 
If you are absent for three (3) days without notifying the Organization, this will be 
considered a voluntary termination due to job abandonment. 
 
Telecommuting Policy 
Telecommuting is a voluntary work alternative that may be appropriate for some 
employees and some jobs. It is not an Organization-wide benefit, and it does not 
change the terms and conditions of employment with SWL. Serious consideration will 
be given to each telecommuting request and arrangements will be made in the best 
interest of co-workers and the Organization. For more information, please refer to 
SWL’s full Telecommuting Policy outlining the requirements and the process used to 
evaluate this possible work arrangement.   
 
Expense Reports/Travel 
SWL will reimburse employees for reasonable expenses incurred through pre-
approved business travel or entertainment. All cash advances must be accounted for 
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and itemized expense receipts are required. 
 
The following business expenses will be reimbursed: 

 Travel Expense 

 Automobile/Mileage 

 Lodging 

 Tips 

 Business Meals (in accordance with our per diem rates; room service excluded) 

excluding alcohol.  
 

This list is not all-inclusive. See a Managing Member regarding additional 
reimbursable business expenses.  Expense reports should be submitted within 10 
days of your return from travel using SWL expense report form.  Receipts for meals 
must include the name of the restaurant, the number of people served, the date and 
an itemized record of the expense, including tip.  
 

Return to Table of Contents 

Health and Safety 
 
Site Emergency Plan 
Safety can only be achieved through teamwork at SWL. Each employee and 
Managing Member must practice safety awareness by thinking defensively, 
anticipating unsafe situations and reporting unsafe conditions immediately. 
 
Please observe the following precautions: 

1. Call 911 for any emergency that may appear to require police, fire 
department or paramedic assistance. 

2. Notify a Managing Member about any emergency situation. If you are 
injured or become sick at work, no matter how slightly, you must inform a 
Managing Member immediately. 

3. Use, adjust and repair machines and equipment only if you are trained and 
qualified. 

4. Know proper lifting procedures. Get help when lifting or pushing heavy 
objects. 

5. Understand your job fully and follow instructions. If you are not sure of the 
safe procedure, don't guess; just ask a Managing Member. 

6. Know the locations, contents and use of first aid and fire- extinguishers. 
7. Know the emergency evacuation plan. 

 
HIPAA requirements are provided under separate document and training.   
 
Workplace Violence 
Any acts or threats of violence, whether on or off duty, will not be tolerated. Employees 
must refrain from fighting, “horseplay”, or any other conduct that may cause danger to 
themselves or others. This policy applies to our interactions with other employees, 
managers, clients, and anyone else with whom we interact with professionally.   
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Any instances or threats of violence will be taken seriously and must be reported to a 
Managing Member immediately.  Any employee who has been threatened with serious 
bodily injury or property harm must notify SWL of the threat.  This includes threats from 
outside personal relationships. No adverse employment actions will take place against 
the employee and SWL will not require that the employee pursue criminal charges. SWL 
will review each reported threat or instance of violence and will take further precautions 
to maintain the safety of the workplace as necessary.  
 
SWL will promptly investigate all reports of threats and may suspend employees, with or 
without pay, pending investigation to protect the safety of the workplace.  
 
After investigations have been completed, anyone determined to be responsible for a 
threat of violence, actual act of violence, or other dangerous action will be terminated. 
 
Drugs and Alcohol 
The possession or use of illegal substances, the abuse of prescription or over-the-counter 
medications, and the abuse of alcohol on the job are inconsistent with the behavior 
expected of employees. These behaviors subject employees and clients to unacceptable 
safety risks and SWL to potential liability claims, and are therefore prohibited.  SWL is a 
drug and alcohol free workplace.   

SWL prohibits the unlawful possession, use, or of illicit drugs and alcohol by employees 
on SWL’s premises. Any employee reporting to work under the influence of, or in 
possession of, drugs or alcohol will have provided SWL with just cause for immediate 
termination. SWL may preform drug and alcohol tests for any reason, at any time, 
including the following: pre-employment, post-accident, reasonable suspicion, follow up 
and random.  
 
Smoking in the Workplace 
SWL is committed to providing a safe and healthy environment for employees and 
visitors. Smoking, dipping or use of electronic cigarettes are not permitted in SWL’s 
buildings or vehicles.  Employees may not smoke within 200 feet of a building entrance, 
exit or vent. Designated outside areas may be used away from the sight of 
clients/customers. Please ask a Managing Member regarding the location of designated 
smoking areas. Violations of this policy may result in disciplinary action, up to and 
including discharge. 
 

Return to Table of Contents 

On the Job Guidelines 
Materials Request 
Employees who need to purchase supplies or services needed to fulfill their job 
responsibilities must obtain prior authorization from a Managing Member. If credit card 
transactions do not receive prior authorization from a Managing Member, you will be 
responsible for the expense. 
 
When requesting payment or reimbursement, please use the following procedures: 
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 Complete a written request, signed by a Managing Member. 

 Attach all invoices, receipts and documents related to the supply or service.   

 Submit the documents to the Controller who will notify you when the payment or 
reimbursement check is ready. 
 

SWL maintains a stock of basic office supplies such as pens, paper clips, staples, and 
note pads, etc. for your use on a daily basis. If you need additional items not regularly 
stocked, please consult with the Controller regarding a special order. All office supplies 
are for business use only.  
 
Dress Code 
SWL maintains a business casual environment. All employees should use discretion in 
wearing attire that is appropriate for the office and client interaction. A name tag will be 
provided to all non-lab support employees and is to be worn daily. 
 
Whether or not your job responsibilities place you in direct client contact, you represent 
the Organization with your appearance as well as your actions. The properly attired 
individual helps to create a favorable image for SWL, as well as to the public and fellow 
employees. 
 
SWL will provide lab support employees with lab coats or scrubs which are to be worn 
daily.  Appropriate street clothes are to be worn under the lab coat. Closed toed shoes 
are required in the labs. Shoes are provided by the employee.  
 
Body piercings are not to be worn with the exception of modest earrings, no dangles or 
gages. Tattoos of a violent, sexual or racial nature must be covered.   
 
Contact with the Media 
We encourage all SWL employees to refer all media inquiries regarding SWL and its 
operations to the appropriate Organization designee. Only the Managing Members are 
authorized to make or approve public statements on behalf of SWL.  
 
Personal Mail and Telephone Calls 
In general, SWL facilities are available only for Organization business. Except for 
emergencies, personal mail, e-mail, and telephone calls should be handled outside of 
working hours. While we recognize that personal situations arise that must be taken care 
of during work hours, excessive personal phone use or emailing will result in disciplinary 
action from a Managing Member. No cell phones are allowed in the lab.  
 
E-mail 
E-mail is SWL’s property and is subject to audits and reviews of any incoming and 
outgoing messages. There should be no expectation of privacy regarding email through 
Organization computers. A review of employee’s email accounts may be necessary if 
there is a reasonable suspicion of inappropriate use of an email account. Personal emails 
are not allowed during work hours. 
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Internet 
While internet use should be limited to SWL business, employees may utilize the services 
of the internet during break times as long as they are not logging onto sites that are 
inappropriate or illegal. SWL reserves the right, for reasonable cause, to monitor the 
visited internet sites. If the site is deemed inappropriate or illegal, disciplinary action up to 
and including termination could result. 
 
Social Networking, Social Media and Social Engineering 
SWL recognizes that employees may use social medial for social networking purposes 
during personal time. However, to prevent such activities from harming SWL’s interests 
or reputation, the following restrictions and guidelines apply to any employee engaged in 
the use of social media.  
 
Employees who engage in social networking with other employees are operating outside 
the scope of their duties. Managing Members interacting with subordinates on social 
media are expected to conduct themselves professionally and to comply with all 
Organization policies regarding interactions with subordinates. Violations of this policy 
may result in disciplinary action up to and including termination.  
  
Social engineering activities that gain private information, such as phishing, pretexting, 
and baiting any employee of SWL which negatively impacts the Organization’s interests 
or reputation may result in disciplinary action up to and including termination of 
employment.  
 
SWL also respects the right of any employee to maintain a personal website or blog. The 
policies outlined below have been established to protect the SWL’s interests and establish 
guidelines that you must adhere to when engaging in blogging or creating personal 
websites.  
 
Employees may not post on a personal blog during work time or at any time using SWL 
equipment or property.  
 
All rules regarding confidential business information apply in full to blogs. Any information 
that cannot be disclosed through conversation, a note or an email also cannot be 
disclosed in a blog.  
 
Employees are prohibited from using SWL logo or other identifying symbol of SWL in any 
personal blog or website.  
 
If you mention that you are employed by SWL in a blog and also express a political opinion 
or an opinion regarding the Organization’s actions, services, or products, you must 
specifically note that the opinion expressed is your personal opinion and not SWL’s 
position.  
 
SWL reserves the right to take action against an employee if any statement made in a 
blog or website contains information that violates SWL policy or is in any way deemed 
to be harassing, discriminatory, threatening, intimidating or sexually explicit with respect 
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to SWL, its employees, its customers or third parties with whom it has relationships (e.g. 
vendors).  This applies not only to written statements, but also to inappropriate 
photographs or visuals that may be posted to a blog or website. 
 
We ask that you communicate problems to any Managing Member instead on thorough 
social media or a blog.  Nothing in this policy should be interpreted to interfere with 
employees’ rights to engage in activity as protected by the National Labor Relations Act. 
 
Use of Electronic Communications 
This policy contains guidelines for electronic communications that use SWL systems or 
equipment and employee-provided systems or equipment used either in the workplace 
or during work time or to accomplish work tasks.  
 
“Electronic communications” include, among other things, messages, images, data or 
any information used in e-mail, instant messages, voice mail, fax machines, 
computers, phones, pagers or any type of internal or external removable storage 
drives. 
 
Employees may use our systems to communicate internally with co-workers or 
externally with clients, suppliers, vendors, advisors, and other business acquaintances 
for business purposes. 
 
All electronic communications contained in SWL systems, even though an employee 
may have a password to access them, are Organization records and/or property, 
subject to periodic inspections. You should not use SWL systems for communication 
or information that you would not want revealed to third parties. SWL has the right to 
use, access, monitor, record and disclose electronic communications applies equally 
to employee-provided systems or equipment used in the workplace, during working 
time, or to accomplish work tasks. 
 
Although occasional personal use of our systems that does not interfere with 
productivity or SWL 's business is permitted, employees may not use our systems in a 
manner that violates our policies including but not limited to Harassment, Sexual 
Harassment, Equal Employment Opportunity, Confidentiality of Client Matters, and 
Protecting Organization Information. Employees may not use our systems in any way 
that may be seen as insulting, disruptive, obscene, offensive, harmful to morale, or as 
a violation of any law.  
 
In addition, employees may not use SWL systems: 

 To download music, audio or video file for personal use; 

 To attempt or to gain unauthorized or unlawful access to computers, 
equipment, networks, or systems of SWL or any other person or entity; 

 To copy, use, or transfer proprietary materials of SWL or others without 
appropriate authorization. 

 

An employee may not misrepresent, disguise, or conceal his or her identity or 
another’s identity in any way while using SWL electronic communications; make 
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changes to electronic communications without clearly indicating such changes; or 
use another person’s account, mail box, password, etc. without prior written 
approval of the account owner and without identifying the actual author. 

 

All HIPAA requirements must be adhered to and are available in a separate 
document. 
 
Use of Organization and Privately Owned Vehicles 
All persons driving any vehicle on SWL business must possess a valid driver’s 
license, current registration, and current vehicle insurance.   
 
Organization vehicles should be operated by the employee only, exclusively for job-
related travel. Operators of SWL vehicles are responsible for the safe operation and 
cleanliness of the vehicle. Using seat belts is mandatory for operators and passengers 
of Organization vehicles. Smoking is prohibited in SWL vehicles.  Private use of 
Organization vehicles is not permitted without expressed and written permission. 
 
SWL does not provide insurance coverage on employees’ personal vehicles used for 
SWL business. Mileage reimbursement is intended to compensate employees for 
insurance and other costs associated with operating a vehicle.  
 
Whether you are driving a SWL vehicle or a privately owned vehicle, all traffic citations 
and fines are your responsibility and must be reported to a Managing Member within 72 
hours of occurrence. Accidents involving a SWL vehicle must be reported immediately to 
a Managing Member. Please ensure that the appropriate police authority investigates all 
accidents before vehicles are removed from the scene of an accident, when applicable. 
 
Use of Cell Phones While Driving 
If your job responsibilities ihanclude regular or occasional driving and you use a cell phone 
for business use, you must follow all laws pertaining to the use of cell phones. Even if 
using a cell phone while driving is allowed by law, you are expected to refrain from using 
your phone while driving.  Safety must come before all other concerns.  Regardless of the 
circumstances, including slow or stopped traffic, you are strongly encouraged to pull off 
to the side of the road and safely stop the vehicle before placing or accepting a call or 
electronic communication and/or use a hands-free devise such as a Bluetooth. Special 
care should be taken in situations where there is traffic, inclement weather or if you are 
driving in an unfamiliar area. If you are charged with traffic violations resulting from the 
illegal use of any cell phone while driving, all liabilities that result from such actions are 
solely your responsibility. Violations of this policy may result in discipline, up to and 
including termination. 
 
Under no circumstances are employees allowed to place themselves at risk to fulfill 
business needs. 
 

Return to Table of Contents 
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Holidays & Time Away from Work 

Holidays 

Employees working 30 hours or more weekly are eligible for paid holidays 
immediately upon hire.  SWL observes the following holidays during the year.  
 

 New Year’s Day 

 Memorial Day 

 Independence Day 

 Labor Day 

 Thanksgiving Day 

 Christmas Day 
 

Unless a non-exempt employee’s absence receives prior approved from a Managing 
Member, employees must work their scheduled workday before and after the holiday 
in order to be paid for the holiday.  
 
Employees may take time off to observe other religious holidays however they must 
use PTO, if it is available or take unpaid time off. 
 
Upon termination, employees are not paid for remaining holidays. 
 
Paid Time Off 
SWL recognizes that employees have diverse needs for time off from work.  In order to 
promote a flexible approach to paid time away from work, our paid time off (PTO) policy 
provides all employees working 20 or more hours per week with paid time away from 
work that can be used for vacation, illness or disability, personal business, family 
responsibilities, appointments, emergencies, or other situations where time off is 
needed base on eligibility. 
  
Employees are accountable and responsible for managing their own PTO hours. PTO 
must be scheduled in advance using a request form and must have Managing Member 
approval, except in the case of illness or emergency. Approval of scheduled PTO is 
determined based upon Organization needs and established procedures. 
 
PTO is awarded on anniversary dates of employment.  They must be used in the year 
they are awarded or they will be lost. If the employee chooses, SWL will buy back up to 
50% of current PTO December 1 of each year. Employees working less than 20 hours 
per week on a regular basis, on-call and temporary employees are not eligible to accrue 
PTO. 
 
 
 
 
 
 
 



 
21 

Accrual and Payment of PTO 
 

 
 
 
 
 
 
 
 
 

 
Use of PTO 
You should use available PTO when taking time off from work for vacation, illness or 
disability, appointments, emergencies, or other personal leave situations. PTO may be 
taken in increments of as low as one hour. However, PTO may not be used for missed 
time because you report late to work, except during inclement weather. 
 
Whenever possible, PTO must be scheduled in advance and is dependent upon 
Organization needs, established procedures and a Managing Member’s approval. 
  
You will be paid PTO hours according to your regularly scheduled workday. For 
example, if you work a six-hour day, you would request six hours of PTO when taking 
that day off. PTO is paid at your base annual salary or hourly rate. PTO is not part of 
any overtime calculation. 
 
Employees may not borrow against their PTO banks, creating a negative balance. 
Therefore, no advance leave will be granted. If there is an extenuating circumstance, 
you will be required to take unpaid time off at the approval of a Managing Member. 
 
You will be counseled if the frequency of your unscheduled absences adversely affects 
the operations of the department. A Managing Member may request that you provide a 
statement from a health care provider justifying an unscheduled absence. 
 
PTO has no cash value at separation. 
 
Severe Weather 
During times of adverse weather conditions when a Managing Member announces SWL 
delays or closures, employees will be allowed to make up time lost when possible. 
Employees are expected to notify a Managing Member if additional time is needed to 
report to work. If employees require additional time-off they will be permitted to use 
accrued PTO or unpaid time off.  
 
At times when weather and road conditions in and around the city in which you work are 
severe, employees may be dismissed from work. Employees not reporting to work, or 
leaving early must utilize accrued PTO unless allowable alternate arrangements have 
been coordinated with a Managing Member. 

Years of Service 
Annual PTO 

Accrual 

Completion of 1 Year 5 days  
40 hours 

Completion of 2 Years 18 days or 
144 hours 

Completion of 4 Years 21 days or  
168 hours 
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Jury Duty 
Full-time and part-time regular employees summoned for jury duty are provided 
unpaid time away from work to complete their civic duty.   
 
Please notify a Managing Member as soon as you receive your summons. We expect 
you to return to your job if you are excused from jury duty during regular working hours. 
 
You may retain reimbursement provided by the courts. Time served does not count 
toward overtime.  
 
 
Voting Privileges  
SWL believes that every employee should have the opportunity to vote in any state or 
federal election, general primary or special primary. If your work schedule does not 
provide you with either two consecutive hours between the opening of the polls and 
the beginning of your work day or three consecutive hours between the end of your 
work day and the close of the polls, you will be granted up to two paid hours off in 
order to vote. 
  
Please notify a Managing Member  of the need for voting leave as soon as possible so 
that excused hours can be arranged. SWL reserves the right to schedule this time 
away from work. 
 
Military Leave 
The Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA) 

protects job rights and benefits for veterans and members of the reserves. The law 

protects all persons serving in the Army, Navy, Marine Corps, Air Force, Coast Guard, 

Public Health Service commissioned corps, and the Reserve components of these 

services and the National Guard. 

Military orders should be presented to a Managing Member and arrangements for 
leave made as early as possible before your departure. You  are required to give 
advance notice of your service obligations to SWL unless military necessity makes 
this impossible. You must also notify a Managing Member of your intent to return to 
employment based on requirements of the law. In accordance with state and federal 
law, your PTO benefits will continue to accrue and other benefits may continue. 
Additional information regarding military leaves may be obtained from a Managing 
Member. 
 

 For periods of military service for less than 31 days or for a fitness examination, 
employees must report back to work at the next regularly scheduled workday after 
the expiration of eight hours and after a period allowing for safe transportation from 
the place of service to the employee’s residence. 

 For periods of military service of more than 30 days, but less than 181 days, 
employees must apply for reemployment within fourteen (14) days after completing 
service.  If it is impossible or unreasonable to do so, through no fault of his or her 
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own, the employee must apply for reemployment no later than the next full calendar 
day after it becomes possible to do so. 

 Following a period of 180 days or more, employees must apply for reemployment 
within ninety (90) days after completing service. 

 
Disaster and Emergency Services Leave 
Employees who serve as “volunteer emergency responders” are entitled to up to ten 
(10) days of unpaid time off each calendar year (consistent with state and federal law, 
Volunteer Emergency Responder Job Protection Act.) when they are absent from 
work in order to respond to an "emergency or disaster" as declared by the Governor of 
New Mexico or the President of the United States. 

  
For purposes of this leave, "volunteer emergency responder" means a person who is a 
member in good standing of a volunteer fire department, an emergency medical 
service, a search and rescue team or a law enforcement agency or who is enrolled by 
the state or a political subdivision of the state for response to an emergency or 
disaster. 

 
Employees utilizing this leave should make reasonable efforts to notify SWL of their 
service and should continue to make reasonable notification efforts over the course of 
any absence. 

 
SWL may request that an employee provide a written verification from the office of 
emergency management or a state or local official managing an emergency or 
disaster of the dates and time that the employee served as a volunteer emergency 
responder. 

 
For more information regarding this leave, please see a Managing Member. 
 
Domestic Abuse or Sexual Violence (DASV) 
SWL will grant up to 14 days of DASV unpaid leave in any calendar year to an employee 
who is a victim of domestic abuse or sexual violence, or who has a family or household 
member who has been a victim. Alternatively, the employee may use accrued PTO. When 
possible, please provide SWL with at least 48 hours advance notice of DASV leave. 

Verification of the need for domestic abuse leave may be requested.  This verification 
may be a police report, copy of order of protection or a written statement from an attorney 
within 20 calendar days of a request for time off in this situation 

Nursing Mothers 
SWL abides by New Mexico state law which allows for “the use of a breast pump in the 
workplace” for all nursing mothers.  The law states, in order to foster the ability of a nursing 
mother who is an employee to use a breast pump in the workplace, an employer, including the 
state and its political subdivisions, shall provide the following: 
 

 A space for using the breast pump that is: 
o Clean and private; 
o Near the employee’s workspace; and 
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o Not a bathroom; and 
o Flexible break times 

 
SWL is not liable for storage of breast milk or payment for additional breaks beyond the 
established break time the nursing mother may need to take.  Payment is not required for any 
overtime acquired due to nursing mothers’ need to use the breast pump outside of regularly 
scheduled break times.  
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Your Professional Development 

Professional Licenses 
SWL will consider providing reimbursement for annual dues for job required licenses as 
well as memberships in professional associations annually, based on an employee’s job 
description and requirements. SWL will support such memberships, on a case-by-case 
basis. 
 
Specialized Training  
Because SWL believes in supporting your individual growth, you may receive 
professional development reimbursement for job-related seminars and training 
expenses.   
 
Approval from a Managing Member must be received prior to registration for an 
event. SWL will pay the full cost of approved job-related seminars and trainings. 
 
In an effort to keep your colleagues informed of new developments, we ask that you 
share any new information presented at the seminar with interested staff members at a 
scheduled meeting. 
 
Employees that terminate their employment within a year of the training may be required 
to reimburse SWL for a prorated amount of training expenses. 
 

Return to Table of Contents 

Managing Performance 

Job Descriptions 
SWL maintains a general job description that outlines essential duties and 
responsibilities for each position in our Organization. This description will be reviewed 
with you during the first few weeks of your employment and if the duties and/or 
responsibilities of your position change, the job description will be revised to reflect 
those changes at least annually. The job description is one standard of measure for 
employee evaluations. If you have any questions or want to obtain another copy of 
your position's job description, please see a Managing Member. 
 
Performance Evaluations 
Your performance is important to SWL. Every six months a Managing Member will 
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work with you on a performance evaluation to thoughtfully celebrate accomplishments, 
identify opportunities for growth and effectively set goals for the upcoming year. You 
will be asked to complete a self-assessment and turn it in to a Managing Member 
before your evaluation discussion. 
 
Our performance evaluation program is designed to provide the basis for better 
understanding between you and the Managing Member you work with regarding your 
job performance, potential and development within the Organization as well as your 
role in helping to achieve SWL’s overall annual goals. 
 
New employees will be reviewed at the end of their introductory period or more 
frequently. 
 
Compensation Reviews 
Competitive compensation is one of the ways that SWL strives to provide a rewarding 
work environment.   
 
Each employee’s hourly wage or annual salary will be reviewed at least once per year.  
This is generally done at the anniversary of each year and will coincide with a 
performance evaluation.  
 
Increases are determined on the basis of competitive compensation data as well as 
your achievement of performance goals, your ability to meet or exceed the 
responsibilities described in your job description, your adherence to Organization 
policies and procedures, and fiscal capabilities of the Organization much of which 
isaddressed in your annual performance evaluation. 
 
Promotions 
SWL encourages employees to apply for promotions to positions for which they are 
qualified. Promotions and transfers will be based on the ability, qualifications, and 
potential of the candidates considered for the positions. 
 
Employees who receive a promotional increase will continue to receive performance 
evaluations and salary reviews on an annual basis.  
 
Change in Status 
Employees moving from part-time to full-time status will be eligible for SWL benefits, 
following the benefit qualification requirements. The date of eligibility will be based on the 
date of their change of status.  
 
Advancement and Transfers 
A transfer is the movement of an employee to another position requiring comparable 
skills, qualifications, knowledge and responsibilities. A transfer will not necessarily result 
in a change of compensation or affect the performance evaluation cycle. 
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Confidential Information 
Protecting our Organization's information is the responsibility of every employee. We 
all share a common interest in making sure information is not improperly or 
accidentally disclosed. Do not discuss SWL’s confidential business or proprietary 
business matters, or share confidential, personal employee information or client 
information, that is not available as public knowledge, with other clients, friends, family 
members, members of the media, or other business entities. Depending on your 
access to sensitive data, you may be required to sign a nondisclosure agreement as 
a condition of your employment, in accordance with state and federal law. Questions 
concerning client confidentiality may be addressed with the Managing Members. All 
HIPAA requirements must be followed.These requirements are in a separate 
document.    
 
Employee Records 
Upon request, you may inspect your employee file on SWL premises in the 
presence of a SWL official. Contact the Controller to arrange a time to view  records 
related to your qualifications for employment, your compensation or any disciplinary 
action.  
 
If you disagree with the accuracy of any statement in the records and no correction 
can be agreed upon, you may submit an explanatory statement, which will be included 
in your records. 
 
Change in Personal Data 
It is important to maintain up-to-date information that can aid you and/or your family in 
case of  a personal emergency. It is your responsibility to promptly provide changes in 
name, address, telephone number, marital status, and number of dependents, 
deductions or changes in next of kin and/or beneficiaries to the Controller. 
 
Corrective Action 
Employees have the duty and the responsibility to be aware of and abide by existing 
rules and policies as well as to perform their duties to the best of their ability according 
to the standards set forth in their job descriptions or as otherwise established. 
 
SWL makes every effort to treat all employees fairly and consistently. Any violation of 
Organization policy will lead to disciplinary action up to and including immediate 
termination of employment. The course of action taken will be based on the severity of 
the offense and past offenses. Examples of disciplinary actions may include; verbal 
warning, written warning, suspension, final warning and termination of employment.  
The Organization may choose to bypass steps at their discretion. 
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Your Benefits at SWL 

Employee Rights under HIPAA 
SWL complies with federal legislation to protect the privacy of all personal health 

information. This legislation is referred to as HIPAA (Health Insurance Portability and 

Accountability Act of 1996). The HIPAA Privacy Rule, effective April 14, 2003, 

established national standards to guard the privacy of a patient's protected health 

information, which includes information created or received by a health care provider or 

health plan including health information, health care payment information or personal 

information identifying the patient or plan member.  

Personal identifiers include: a patient's name and email, website and home addresses; 

identifying numbers (including Social Security, medical records, insurance numbers, 

biomedical devices, vehicle identifiers and license numbers); full facial photos and other 

biometric identifiers; and dates (such as birth date, dates of admission and discharge, 

death).  

Benefits 
Health Benefits 
SWL offers medical insurance to all employees working 30 or more hours per week, 
eligible the first of the month following 60 days of employment.  SWL pays 50% of the 
employee’s monthly premium of the base plan selected by SWL annually. The 
employee portion of the premium is paid through payroll deductions.  Participating 
employees are responsible for the full premium of any dependents enrolled in the 
plan, again, through payroll deduction. Details of the plan and other plan offerings are 
available through the Controller or Organizaiton Broker. 

Various voluntary benefits are available to employees working 30 or more hours per 

week.  Employees are responsible for the full premiums of voluntary benefits.  Please 

see the Controller for full summary plan descriptions of these plans.  Retirement Plan 

In an effort to support employees in planning for their financial future, SWL provides 
employees the opportunity to build a retirement plan using an Individual 
IRA.  Employees are eligible to participate the first of the month following 90 days of 
employment.  Plan information is available from the SWL Controller or Organizaion 
Broker.  
 
Worker’s Compensation 
On-the-job injuries are covered by our Workers’ Compensation insurance policy. This 
insurance is provided at no cost to you. If you are injured on the job, no matter how 
slightly, report the incident immediately to a Managing Member. Any employee who 
receives treatment for a work-related injury, will be subject to post-accident drug and 
alcohol screening.  Also, the Organization requires a formal written doctor’s 
certification for any work related injuries and upon return to work.  We ask for your 
assistance in alerting management to any condition that could lead to or contribute to 
an employee accident.  
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Separation from SWL 

 
Resignation or Discharge 
SWL is an at-will employer. This means that regardless of any provision in this 
Employee Handbook, either an employee or the Organization may terminate the 
employment relationship at any time, for any reason, with or without cause or notice. 
 
We ask that employees provide two (2) weeks notice of resignation.   
 
In the case of a SWL termination, you will be paid as specified by law.  You will be notified 
of any elective benefits that may be continued along with their terms, conditions, and 
limitations.  
 
On the last day of employment, you must return keys, badges, records, credit cards and 
any other property belonging to the SWL.  
 
Exit Interview 
When a termination is voluntary, a Managing Member and/or the Controller will 
conduct an exit interview to review termination procedures and discuss your 
employment experience at SWL. This interview provides a valuable opportunity to 
communicate important information to the SWL about any Organization strengths, 
problems encountered, and suggestions for future operations.  Results of the exit 
interview will be shared with SWL’s management team. 
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