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This Personnel Policies and Employee Handbook is a guide for employees and does not constitute a 

written employment contract between the employee and Southwest Human Resource Agency.  

Management reserves the right to make changes in this Employee Handbook at any time and at 

management's sole discretion, with or without notice. If there is a dispute about the meaning or 

definition of a term used in this document, the Executive Director is authorized, in his/her sole 

discretion, to be the final authority on defining any term.  
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Welcome to Southwest Human Resource Agency 
 
 

 
We look forward to having you join our team and hope that you will enjoy your employment with Southwest 

Human Resource Agency. We are an Agency that continues to establish and maintain an outstanding reputation 

for quality human services to West Tennessee communities. Our growth and success is due to our desire and 

commitment to serving our client’s needs. This success depends upon each individual's contribution and I hope 

you will find satisfaction and take pride in your work here. We are confident that your ideas, skills and dedication 

will help us to accomplish our goals and maintain the professional reputation we have earned and enjoyed within 

our industry.  

 

This is your personal copy of the Southwest Human Resource Agency Employee Handbook. You should 

familiarize yourself with its contents, which is a summary of our employment policies. We hope this Handbook 

gives you an indication of Southwest’s interest in the welfare of all who work here. As a regular full-time 

employee of Southwest, you have a full range of benefits available to you and your dependents. If you have any 

questions about specific information in your Handbook, please ask your immediate supervisor or contact the 

Human Resources Director. 

 

Once again, to our new employees, we wish you good luck in your new position. We are happy you have decided 

to join us. 

 

To our current employees, we also say thank you. Your contributions have been an integral part of our growth, 

and we hope that we all will continue to enjoy success. 

 

If I may be of assistance to you, we operate an “open door” policy at Southwest, so please stop by to see 

me. 

 

 

  

Mike Smith 

Executive Director 

Southwest Human Resource Agency 
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THE SOUTHWEST LEGACY  
 

The Southwest Human Resource Agency was established in 1982 pursuant to an Act of the Tennessee 

General Assembly, known as the Human Resource Act of 1973.  During its long and successful history, 

the Agency has had a positive impact on lives of literally thousands of persons living in the Southwest 

Tennessee region through the many programs and services it administers. 

 

The Agency has the responsibility to provide both a forum and a vehicle for local authority to administer 

and to assure the operation of human resource programs; to receive and disburse funds and contributions 

from local public and private sources; and to receive and disburse funds under any federal, state or private 

assistance program in which the Agency could serve as a grantee, sub-grantee, contractor, or sponsor for 

projects deemed for inclusion in the human resource programs. 

 

Examples of the types of service we provide: 
 

1. Rural Transportation  

2. Head Start 

3. Workforce Innovation & Opportunity Act 

4. Senior Community Service Employment Programs (Federal & State) 

5. Homemaker services for elderly and disabled persons 

6. Nutrition for the elderly 

7. Foster Grandparent Program 

8. Community Housing Development Organization 

9. Summer Food Program 

10. At Risk After School Program 

11. Home Energy Assistance 

12. Weatherization Assistance 

13. Housing Repair 

14. Information and Referral 

15. Representative Payee Program 

16. U.S.D.A. Commodities  

17. Reentry Programs 

 

It is recognized that a special need exists to obtain strong local involvement in the decisions of federal, 

state and other agencies which affect the welfare and well-being of the region’s citizens.  The Southwest 

Human Resource Agency provides such a forum through its Board of Directors, which is composed of 

local elected officials and consumer representatives of the programs which Southwest Human Resource 

Agency administers.     
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ADMINISTRATIVE GUIDELINES FOR THE  

EMPLOYEE HANDBOOK 

 

 

This Southwest Human Resource Agency Personnel Policies and Employee Handbook 

(“HANDBOOK”) is provided to Southwest employees as the framework governing Agency 

operations. Employees should become familiar with and utilize the HANDBOOK to 

conduct Southwest’s business in a manner consistent with both its public mission and 

government rules and regulations.  

 

The policies contained in this handbook are intended to balance the needs of the Agency 

with the needs of the employee and are authorized for internal use only. 

 

If a situation arises that is not directly addressed in the HANDBOOK, employees are 

encouraged to consult with their Program Director, the Human Resources Director or a 

management representative as designated by the Southwest Executive Director. In the event 

of a conflict in interpretation, the Executive Director will act as the final interpreter of all 

policies and procedures contained in this HANDBOOK. 

 

This HANDBOOK supersedes all prior policies and all representations, written or oral, 

regarding an employee’s employment status or duration of employment, including those 

signed by the Executive Director of the Agency.  

 

The policies contained in this HANDBOOK may be modified, amended, or canceled by 

Southwest at any time, with or without notice.  Revisions to this Handbook will be made 

as set forth in the Agency’s bylaws or other applicable governing documents.  

 

This HANDBOOK is not a contract of employment and does not confer contractual rights, 

either expressed or implied, upon any employee, nor does it guarantee employment for any 

period of time. All employees are employed at-will and either the employee or the Agency 

may end the employment relationship at any time, with or without cause and with or 

without notice. 

 

  

          Eddie Bray        Mike Smith 
            Board Chairman                    Executive Director  
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SECTION 100 
 

 EMPLOYEE RELATIONS, CONDUCT AND 

ADMINISTRATION 
 

 

101.  CODE OF ETHICS 
 

Serving in the public interest is a privilege that demands the highest standards of ethics, 

integrity, and professional excellence. Southwest’s objective is to provide unbiased, high-

value services to our clients. Southwest expects—and the public deserves—the highest 

ethical business standards and practices from our employees, consultants, and contractors. 

They are also expected to comply with all applicable laws, regulations, contractual 

requirements, and policies within this Employee Handbook. 

 

Southwest locations and all employees must: 
 

 Maintain professional conduct at all times. 

 

 Respect the rights of all employees, clients and vendors to fair treatment and equal 

opportunity that is free from any form of harassment or discrimination. 
 
 Perform all responsibilities to the best of their ability, serving in an honest, 

cooperative, and effective manner. 
 
 Avoid at all times actual or perceived conflicts of interest in business relationships 

or the use of their position for personal gain. 
 
 Charge and record all costs accurately on timesheets, expense reports, purchase 

requisitions, travel vouchers, and all other business records. 
 
 Protect Southwest and client property from theft, damage, or misuse, as well as 

accurately accounting for its location. 
 
 Protect the sensitive information, materials, and rights of Southwest employees and 

our clients. 
 
 Protect human health, safety, and the environment within the realm of their Agency 

responsibilities. 
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102.  ORGANIZATION STRUCTURE 

The Governing Board and Advisory Council 
The Southwest Human Resource Agency Governing Board is the source which issues the 

authority to administer the Agency.  The powers of the Governing Board shall include the 

power to determine major personnel, fiscal and program policies, to oversee programs, 

plans and priorities in compliance with conditions of approved grants for financial 

assistance and to appoint and remove the Executive Director. The Governing Board will 

consist of county and city mayors, one (1) State Senator, one (1) State Representative and 

up to eighteen (18) local community leaders as set forth in the bylaws. The Advisory 

Council consists of members of the Governing Board and Municipal Mayors in the 

Agency’s service area and community and appointed local business leaders including 

representatives of providers and consumers of human resource services. The Board 

Chairman may appoint committees as deemed necessary (i.e. Personnel Committee, 

Budget Committee, Audit Committee, etc.) 

Personnel Committee 

A Personnel Committee of five (5) members shall be appointed by the Governing Board 

Chairperson to assist in selection of applicants for Senior Staff level positions and 

recommending changes pertaining to Personnel Policies and Employee Handbook and 

other duties as stated in the SWHRA Bylaws.  The Personnel Committee shall elect one of 

its members to serve as Chairperson of the Personnel Committee. 

Executive Director 

The Executive Director, serving at the direction of the Governing Board, has the authority 

to appoint personnel other than senior level positions, and terminate personnel of the 

Agency within the framework of Governing Board bylaws, governmental policies, and any 

other applicable governing documents.  All staff members shall be directly or indirectly 

responsible to the Executive Director.  Individual committee or board members shall 

address their recommendations to the Governing Board for approval and communication 

(by the Board) to the Executive Director for implementation.  All public announcements 

will emanate from the office of the Executive Director.  The Executive Director may 

delegate authority and responsibilities as necessary.  

Fiscal Director 

The Fiscal Director provides oversight to the program directors for reporting and financial 

management.  

 

Human Resources Director 

The Human Resources Director works closely with management and all programs to 

provide support and guidance in administering Agency policies, procedures, salary 

administration, and personnel management.    
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Program Directors 

Program Directors manage the contracts that comprise the Agency’s daily activities.  

Directors also work closely with the Fiscal Director on program financial and budgetary 

matters and Human Resources Director on personnel matters.  

 
Senior level positions include the Deputy Executive Director, Fiscal Director, Human 

Resources Director and all Program Directors. 

 

103.  OPEN-DOOR POLICY 
 

It is Southwest’s policy to encourage good employee relations throughout the 

Organization. Open communication between and among employees, Program Directors, 

and Agency Officers in an environment free from hostility or fear of retaliation is required 

for optimum performance and continuous improvement for the benefit of the citizens we 

serve.  Southwest employees are encouraged to direct questions and concerns with respect 

to the work environment or agency policies and procedures to their immediate supervisor. 

 

104.  SOCIAL MEDIA POLICY 
 

Social media (including personal and professional websites, blogs, chat rooms, and bulletin 

boards; social networks, such as Facebook, LinkedIn, Twitter, Instagram, Parlor, Tik Tok, 

Snapchat, Pinterest, Reddit, WeChat, WhatsApp, and other similar platforms; video-

sharing sites such as YouTube; texting and e-mail) are a common means of communication 

and self-expression.  Because online postings can conflict with the interests of SWHRA 

and its clients, the Agency has adopted the following policy.  Breach of this policy may 

result in counseling and disciplinary action, up to and including termination of 

employment. 

 

This policy is not intended to prohibit, discourage, or otherwise impede communications 

protected by any applicable state or federal law, including but not limited to an employee’s 

communications regarding the terms and conditions of his/her employment with the 

Agency. 

 

 General  

 

 Employees should presume no expectation of privacy in anything they may 

access, create, store, send, or receive on the Agency’s computer systems, 

including email.  The Agency reserves the right to monitor and/or access 

any communications made on its computer systems without employee 

consent. 

 

 The Agency may log, review, and otherwise use information stored on or 

passing through its systems in order to review communications, manage 
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systems, and enforce policy.  The Agency may also capture employee 

activity, such as web sites visited. 

 

 Every employee has a responsibility to protect the Agency’s public image 

and to use company communication resources and systems in a productive 

and appropriate manner.  Employees must avoid communicating anything 

that might appear inappropriate or might be misconstrued as inappropriate 

by a reader. 

 

 Employees may not post the name, trademark, or logo of the Agency or any 

company-privileged information, including copyrighted information or 

company-issued documents.  Employees may not post photographs of other 

employees, clients, vendors, suppliers, or personnel engaged in Agency 

business or sponsored events unless authorized by the Executive Director.     

 

 If information is not already public, it should not be revealed in social media 

communities. 

 

 Employees are expected to abide by the same policies embodied in the 

Employee Handbook for their social media use.  They should use, therefore, 

common sense and act with respect and personal responsibility in all social 

media participation. 

 

 Employees should assume that the content of their social media 

participation will be read by their co-workers, supervisors, and 

subordinates, as well as potentially by SWHRA clients, vendors, and 

competitors, and should use discretion accordingly. 

 

 Employees may not harass, threaten, discriminate against, or disparage 

coworkers, supervisors, clients, vendors, or anyone associated with the 

Agency.  Harassment includes any offensive conduct based on a person’s 

race, sex, national origin, color, disability, age, veterans’ status, religion, or 

any other status protected by law. 

 

 Employees should never make any defamatory remarks through social 

media.  False statements tending to harm a person’s reputation, including 

those that subject the person to public contempt, disgrace, or ridicule, or 

adversely affect the person’s business, are expressly prohibited. 

 

Confidentiality and Privacy 

 

 Employees should not disclose or refer to the Agency’s confidential or 

proprietary information or personal identifying information of anyone at 

the Agency, in online postings or publications.  Sharing information, even 
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unintentionally, could result in harm to the Agency and legal action against 

the employee or the Agency. 

 

 SWHRA and its employees are entrusted with patient health information.  

Any disclosure, even if by accident, of a patient’s protected health 

information is a violation of this policy and potentially state and federal 

law, including the Health Insurance Portability and Accountability Act 

(“HIPAA”).  Any employee found to have disclosed patient protected 

health information will be subject to discipline, up to and including 

termination, even for a first offense. 

 

Facebook, MySpace, Twitter, Blogs, and Similar Social Networking Sites 

 

 Employees may not access personal social networking sites, including 

Twitter monitoring tools, during working hours.  The sole exception to 

this restriction relates only to approved SWHRA sites. 

 Employees may not work on personal blogs or read personal blogs during 

business hours. 

 Employees should be smart about what they publish.  Once something is 

posted, it may be impossible to retract. 

 Employees should not feel pressured to friend co-workers or vendors. 

 Employees may friend clients if doing so is part of a SWHRA program, or 

is on a SWHRA sponsored account, and is expressly permitted by a 

program director.   

 When posting a personal blog during off hours, employees should make it 

clear to the readers that the views they express are theirs alone and that 

they do not necessarily reflect the views of the Agency. 

 Employees should never reveal information about clients, including their 

names, addresses, medical conditions, diagnoses, and all other private and 

medical information.  This includes prohibitions on posting photographs 

of clients on social media sites. 

 Because they are in the public domain, the Agency reserves the right to 

monitor employee’s social media sites and blogs for compliance with this 

Policy and the Employee Handbook. 

 

If employees have any questions as to whether particular content, topics, or information 

is appropriate for use in social media, please contact the Executive Director. 

 

105.  HIPAA POLICY 
 

Southwest HRA (the Agency) is required by the Health Insurance Portability and 

Accountability ACT (HIPAA) to protect individuals’ protected health information.  
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HIPAA’s provisions also require that individually identifiable health information must be 

safeguarded against improper use or disclosure.   

 

It is our policy not to use or disclose a client’s health information except as permitted by 

law and to adopt safeguards to protect the confidentiality of our clients’ health 

information.  The Agency respects the importance of its clients’ and employees’ personal 

privacy and understands the sensitive nature of personal health information.  Protected 

Health Information (PHI) is confidential and the use of such information will be the 

responsibility of all individuals with job duties requiring access to PHI in the course of 

their jobs. 

 

As defined under federal law, “protected health information” is information that identifies 

the client or which can be used to identify the client and which relates to the following: 

(1) the client’s past, present, or future physical or mental health or condition; (2) the 

provision of health care to the client; or (3) the client’s past, present, or future payment 

for the provision of health care.  Such information includes common identifiers, including 

but not limited to, the client’s name, address, birth date, and Social Security number.  

 

Should an employee have any questions or believe that protected health information has 

been disclosed, he/she must contact the PHI Officer immediately.  The Human Resources 

Director has been designated as the Agency’s PHI Officer.  

 

The Agency will investigate all suspected breaches of information.  Failure of an 

employee to report a breach of HIPAA confidentiality may result in disciplinary action, 

up to and including termination.  If an employee is found to have violated HIPAA or this 

Policy may be subject to disciplinary action, up to and including termination.    

 

It is expressly understood and agreed the obligations set forth in this section shall survive 

the termination of employment.   

  

106.  COMPUTER SERVICES, INTERNET ACCESS, AND 

ELECTRONIC MAIL 

 
All computer hardware and software used by all offices are the property of the Southwest 

Human Resource Agency (“SWHRA”). All electronic mail, documents, spreadsheets, 

databases and any other material generated by and on these computer systems are also the 

property of SWHRA. SWHRA reserves the right to review any document, data file, 

electronic mail message, or any other material on these computer systems and to copy, 

delete, or disclose the material if necessary. 

 

Internet access is available for use by SWHRA personnel. This is a computer service that 

is provided by SWHRA. SWHRA reserves the right to monitor internet usage by any user 

at any time with the permission of the Executive Director. Access to unacceptable internet 
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sites will not be tolerated. Any internet usage deemed questionable should be avoided. If a 

user is unclear as to whether an internet site is acceptable, he or she should seek policy 

clarification prior to entering that site. 

 

Examples of unauthorized use are: 

 

• Downloading or installing programs without approval from the IT Department 

• Installing hardware (speakers, modem, microphones, camera, etc.) without 

approval from the IT Department 

• Browsing the internet for inappropriate material or content 

• Using SWHRA network to gain unauthorized access to other networks or systems 

 

All electronic devices used for SWHRA business are required to be password protected. 

 

Passwords should never be shared or revealed to anyone.  If an employee suspects that 

someone knows their password, they should contact the IT Help Desk immediately to have 

it changed.  A record of user activity on the SWHRA network is maintained.  It is important 

that employees lock or log off when they are done using their computers so that someone 

else does not access records under their username.   

 

E-mail is intended to be used as a business tool to facilitate communications and exchange 

of information needed to perform an employee’s job.  All SWHRA employees are required 

to use a SWHRA generated email address only for all SWHRA business.  E-mail cannot 

be used for engaging in any communications that are threatening, defamatory, obscene, 

offensive, or harassing.  E-mail should not be used to forward chain letters or participate 

in gambling or other illegal activities.  All messages originated, transported within, or 

received are considered to be the property of SWHRA.  Employees may access personal e-

mail on their mobile devices.  

 

Employees are only authorized to access information needed for the performance of their 

duties.  Employees may not access records, client health information, or other information 

contained in SWHRA’s information systems for any reason other than as needed for the 

performance of their job. 

 

The above list is not all-inclusive.  For further questions regarding use of the SWHRA 

network, please contact the IT Department.   

 

Users are required to read, understand, and acknowledge that they understand the 

Computer Services, Internet Access, and Electronic Mail Security policy prior to 

obtaining authorization to use the SWHRA’s computer hardware, software, and e-

mail system. 
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Remote Access Users 

Access to the SWHRA networks via remote access will be controlled by VPN.  If you need 

assistance with remote access, please contact the IT Department. 

 

Policy Violations 

Employees violating this policy may be subject to disciplinary action, up to and including 

termination of employment. 

  

106a.  ELECTRONIC DOCUMENT MANAGEMENT POLICY 

 
Purpose. The purpose of this policy is to outline Southwest Human Resource Agency’s 

(“SWHRA”) requirements and obligations for retaining and managing its electronic 

records. This policy is designed to ensure proper retention, management, and protection of 

SWHRA’s electronic documents and compliance with applicable laws and regulations.  

 

Scope. This policy applies to all electronic records and information systems created and 

maintained within SWHRA. All employees must ensure safekeeping of electronic records 

that they create, receive, or otherwise maintain in the scope of their job duties. 

 

Record and Document Management.  All electronic records created or received are the 

property of SWHRA and must be retained and managed in accordance with this policy. 

SWHRA requires that its records and documents be managed in a systematic, secure, and 

orderly manner. All SWHRA electronic records must be maintained in a manner that 

allows SWHRA employees to perform the duties of the job and reasonably protects against 

misplacement, loss, destruction, or theft. Unless otherwise authorized by the Executive 

Director or his designee, in consultation with SWHRA’s IT Department, all SWHRA 

records must be stored on the premises, including cloud-based providers.   

 

Records created or posted to websites, including externally hosted websites, are subject to 

the same electronic records requirements as records created or maintained on internal, non-

web-based electronic records management systems.   

 

All paper records are to be scanned and uploaded to SWHRA’s Laserfiche Document 

Management storage system. Electronic documents saved into SWHRA’s Laserfiche 

Document Management storage system are considered original records. Before destroying 

the paper version, employees must ensure that the information from the paper version has 

been properly scanned, is readable and easily retrievable, and is saved into the system. 

Employees cannot store these records solely on personal computers or devices. The 

electronic records must be on SWHRA’s Laserfiche Document Management storage 

system that is routinely backed-up and has adequate security measures.  

 

Laserfiche Document Management System. Before being used to retain and maintain 

SWHRA’s electronic records, an electronic management system should: 
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a. Support provisioning that allows all authorized users of the system to 

retrieve desired documents, such as indexing or text search system. 

b. Ensure that a standard interchange format is provided, when necessary, to 

permit the exchange of documents on electronic media between agency 

computers using different software/operating systems and the conversion or 

migration of documents on electronic media from one system to another.  

 

Security of Electronic Records. SWHRA must implement security measures to minimize 

unauthorized addition, deletion, or modification of electronic records and data. SWHRA 

must implement security procedures and measures that achieve the following goals:   

 

a. Ensure that only authorized personnel have access to electronic records; 

b. Backup and recovery of electronic records to protect against information 

loss; 

c. Personnel are trained how to protect sensitive or confidential information; 

d. Minimized risk of unauthorized addition, deletion, or modification of 

electronic records; and 

e. Ensure that electronic records security is installed. 

 

Confidential Records. Some SWHRA records will contain confidential information, 

including but not limited to social security numbers, credit card information, bank account 

data, driver’s license numbers, and other personally identifiable information. State and 

federal laws, such as the Family Educational Rights and Privacy Act and Health Insurance 

Portability and Accountability Act, require that SWHRA protect various confidential 

information contained in SWHRA’s records from disclosure. Requests for any SWHRA 

electronic records that may involve confidential information should be referred to Human 

Resources Director to determine if SWHRA must protect such information from 

disclosure.  

 

Records containing social security numbers, credit card numbers, medical information, or 

other sensitive information should not be stored electronically outside of SWHRA’s 

computer systems, unless SWHRA’s Executive Director has approved otherwise. 

 

Litigation Hold. Whenever a lawsuit is filed or is reasonably anticipated to be filed, any 

document destruction must be suspended immediately and all potentially relevant records 

and documents must be preserved and maintained. SWHRA’s Executive Director and 

Human Resources Director shall determine whether any record or document is subject to a 

“litigation hold.” Any records or documents subject to a “litigation hold” shall be preserved 
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and retained until such time as SWHRA’s Executive Director and Human Resources 

Director specifically authorizes the disposal of the documents. Any documents or records 

subject to a “litigation hold” shall be immediately segregated from other records so that the 

records are protected from any routine record purges. This segregation is especially 

important for emails or other electronic documents that may be subject to a computerized 

destruction schedule.  

 

Cloud Services.  SWHRA will encompass a single cloud provider for all data storage 

and application usage.  All departments that purchase on premise software will be 

required to notify SWHRA’s IT Department in order to get the software installed in the 

single cloud environment. 

   

107.  NEWS MEDIA CONTACTS 
 

Any request for information about the Agency from the news media must be directed to 

the Agency’s Executive Director. 

 

108.  TELEPHONE CALLS AND MESSAGES 
 

SWHRA has a limited number of telephone lines.  Employees may use the office 

telephones for brief local personal calls provided it does not interfere with Agency work. 

Employees may not charge personal long-distance calls to the Agency. Excessive 

personal telephone usage may result in discipline. 

 

109.  POSTED NOTICES 
 

The Agency bulletin board is an important tool to keep everyone informed of official 

Agency announcements and notices, government bulletins and other useful information.  

Posted items are to be approved by the appropriate Program Director prior to posting. 

 

110.  GRIEVANCE PROCEDURES 
 

Definition of Grievance 
 
A grievance is defined as a written statement to Southwest management by an employee 

who describes a specific unresolved action or situation or currently existing condition, 

which the employee believes to be in violation of current personnel policies, other Agency 

policies and procedures, or laws and regulations governing Agency operation and 

management.   Issues related to discrimination or harassment should be resolved through 

the complaint procedure detailed in the Anti-Discrimination/Anti-Harassment policy.  The 

grievance must specifically state the action or remedy desired or requested by the grievant. 
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Resolution Through Informal Discussion and Counseling 
 
An employee is first expected to consult, verbally or in writing, with his or her supervisor, 

coordinator, or Program Director, regarding any action, condition, occurrence, or attitude, 

either expressed or implied, which the employee believes may provide grounds for a 

grievance.  This consultation should take place immediately when the employee first 

becomes aware of the incident or situation.  If the problem can be resolved at this time, no 

formal action or grievance is required.  It is a specific requirement that the matter must first 

be brought to the attention of the Agency prior to filing a grievance.  This requirement 

ensures that the Agency has an opportunity to correct the situation prior to the employee’s 

filing a formal grievance. 

 

Filing a Grievance 
 
If the employee has reported or discussed a matter with his or her supervisor, coordinator, 

or Program Director and a satisfactory agreement for resolution cannot be reached, the 

employee may file a written grievance to the Executive Director.  A grievance must be in 

writing and addressed to the Executive Director.  The grievance should also contain a 

specific request for action or remedy. 

 

A new employee who is working within the probationary employment period is not entitled 

to file a grievance concerning personnel action.    

 

Executive Director’s Action 
 
The Executive Director will respond to the grievance within ten (10) working days.  Within 

that time, he or she will investigate the situation, and with the guidance of the EEO Officer 

or/and Human Resources Director, make a determination and prepare a written response to 

the employee.  The ten (10) day response period may be extended by mutual agreement 

between the Executive Director and the grievant. 

 

Appeals to the Grievance Committee of the Governing Board 
 
If the action or response of the Executive Director does not satisfy the grievant, he or she 

may make a final appeal within ten (10) working days of receiving written notice from the 

Executive Director of his or her decision on the grievance. The grievant’s appeal must be 

in writing to the Chair of the Southwest Human Resource Agency Grievance Committee 

for a hearing.  The Grievance Committee shall make their recommendations to the 

Governing Board.  The decision of the Governing Board will be final.  The review of the 

matter by the Governing Board will be of the hearing record only; no additional 

presentations will be made by the parties.  All documents concerning the grievance may be 

placed in the employee’s personnel file. 

 

Southwest employees have the right to be represented by counsel retained at his or her own 

expense at all stages of the appeal proceedings. 
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At any stage in the Agency’s grievance process, the employee may voluntarily withdraw 

the Grievance, by written request. 

 

 

111.  EMPLOYEE AND CLIENT PRIVACY 
 

Protecting Sensitive and/or Confidential Information 
 
In conducting the Agency’s mission, clients and employees often provide sensitive and/or 

confidential information. Each employee involved with such information is responsible for 

knowing and abiding by the rules and regulations that govern acquisition, use, storage, 

distribution, and ultimate disposition of this information. Any breach of the trust given us 

by our clients and/or employees or the trust placed in employees to guard and protect the 

Agency’s sensitive information could severely damage the Agency’s ability to carry out its 

public interest mission.  Therefore, it is our policy that any direct or indirect use or 

dissemination of confidential information relating to the Agency or its procedures is 

absolutely forbidden both during employment and after employment has terminated.  Such 

actions would cause the Agency to take appropriate disciplinary action, up to and including 

dismissal. 

  
 

 All confidential and/or sensitive information obtained by the Agency should not 

be discussed with anyone outside the Agency, except when required in the normal 

course of business or if a regulatory body requests it as part of an investigation or 

audit.  Information concerning service recipients or the activities or operations of 

the Agency must be treated as confidential and on a need-to-know basis.  

 All information pertaining to Agency clients is confidential and must not be 

discussed with or divulged to anyone outside the Agency without a written release 

of information. Inside the Agency client information is shared on a “need to 

know” basis. 

 Confidential information is to be used only in connection with the legitimate 

functions of an employee’s job duties. The release of confidential information 

will occur only with a proper written release of information authorization. 

  

 If an employee leaves employment, the employee must surrender all information-

bearing items in his/her possession, whether or not containing confidential 

information, including but not limited to, storage media, notebooks, reports, other 

information from a third party or anything containing Agency confidential 

information. 

 If an employee is contacted about confidential information, the employee should 

direct the inquiring party to the Program Director, Human Resources Director, or 

Executive Director.  
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 Client and/or employee files should not be removed from the designated offices 

of Southwest HRA.  All official personnel files are housed and locked in the fiscal 

department.  Files may be accessed by authorized personnel only. 

 Accessing electronic client and employee files must occur through secure data 

connections. Electronic client and employee files are not to be downloaded onto 

personal computers that are not sanctioned and secured by the Agency. 

 All employee and client files will be electronically scanned and securely 

maintained.  All inactive files will be reviewed and shredded when no longer 

needed.  Only authorized individuals may access electronic data. Employees are 

referred to the Agency’s Electronic Document Management Policy as found in 

Section 100 for further details, direction, or clarification. 

 

112.  CONFLICTS OF INTEREST 
 

 

Organization Conflicts of Interest 
 
The fundamental principles for Southwest’s agency conflict-of-interest policy are as 

follows: 
 

 Southwest works in the public interest. 

 Southwest cannot - because of its 501(c)(3) status - compete for contracts that are 

directed toward the commercial marketplace. 

 Southwest will accept direct grants/contracts from commercial firms when the work 

is related or otherwise promotes the tax-exempt purpose of the Agency and such 

work does not pose a conflict with the primary mission of support to the general 

public. 

 Policies and procedures may be evaluated and changed over time to ensure that the 

best public interest continues to be met. 

 

Employee Conflicts of Interest 
 
It is Southwest’s intent to ensure the highest integrity and objectivity of all employees. 

Employees shall not enter into any direct or indirect relationship including financial 

holdings, work activities, and outside activities that might constitute an actual conflict of 

interest or the appearance of a conflict of interest with the performance of their official 

duties and responsibilities.  An employee faced with a potential or apparent conflict of 

interest will inform the Agency’s Executive Director for resolution.   

 

Employees are prohibited from offering or accepting anything of value from any person, 

group, or agency that could influence any matter in which Southwest has an interest or that 

has the appearance of affecting the employee’s or client’s impartiality. 
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Employees shall not engage in any outside employment, including self-employment, which 

may result in a conflict or an apparent conflict with the performance of their official 

Southwest duties and responsibilities. 

 

 

 

 

Resolution of Conflicts of Interest 

 

All real or apparent conflicts of interest must be disclosed to the Executive Director. 

Conflicts will be resolved as follows: 

 

 The Executive Director will be responsible for making all decisions concerning 

resolutions of conflicts involving employees, volunteers, consultants and 

contractors. 

 The Board Chairperson will be responsible for making all decisions concerning 

resolutions of conflicts involving Executive Director. 

 

An employee may appeal the decision that a conflict (or appearance of conflict) exists as 

follows: 

 

 An appeal must be directed to the board chairperson. 

 Appeals must be made within 30 days of the initial determination. 

 Resolution of the appeal will be made by vote of the full Governing Board. 

 Board members who have a conflict of interest with respect to the subject of the 

appeal, will abstain from participating in, discussing, or voting on the resolution, 

unless their discussion is requested by the remaining members of the board. 

 

Disciplinary Action for Violations of This Policy 

 

Failure to comply with the standards contained in this policy will result in disciplinary 

action that may include termination, referral for criminal prosecution, and reimbursement 

to the Agency or to the government, for any loss or damage resulting from the violation. 

As with all matters involving disciplinary action, principles of fairness will apply. Any 

employee charged with a violation of this policy will be afforded an opportunity to explain 

her or his actions before disciplinary action is taken. 

 

Disciplinary action (discipline, termination, revocation of voting or of contract, or 

cancellation of contracts) will be taken: 

 

1. Against any employee, volunteer, consultant, or contractor who authorizes or 

participates directly in actions that are a violation of this policy. 
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2. Against any employee, volunteer, consultant, or contractor who has deliberately 

failed to report a violation or deliberately withheld relevant and material 

information concerning a violation of this policy. 

 

3. Against any director, manager, or supervisor who attempts to retaliate, directly 

or indirectly, or encourages others to do so, against any employee who reports a 

violation of this policy. 

 

 

113. WHISTLEBLOWER PROTECTION 
 

Southwest is committed to the highest legal and ethical standards in utilizing 

Government grants and funding. We recognize the duty of Agency management and 

each employee to ensure that these standards are upheld. Southwest will comply fully 

with the various laws that protect an employee who reports a suspected 

procurement violation. A whistleblower as defined by this policy is an employee of 

the Agency who reports an activity that he/she considers to be illegal or dishonest to 

one or more of the parties specified in this Policy.  Examples of illegal or dishonest 

activities are violations of federal, state or local laws; billing for services not 

performed or for goods not delivered; and other fraudulent financial reporting. 

 

An employee who suspects that Southwest may be violating a law or regulation 

should bring it to the immediate attention of the Executive Director, Fiscal Director, 

Human Resources Director, or Program Director.  Employees will not be retaliated 

against for reporting pursuant to this policy.  The Executive Director shall be notified 

of all incidents.   

 

114.  EQUAL EMPLOYMENT OPPORTUNITY (TITLE VII)  

 
 “It shall be an unlawful employment practice for an employer to discriminate against any 

individual with respect to his compensation, terms, conditions, or privileges of 

employment, because of such individual’s race, color, religion, sex, or national origin.” 

- Title VII, Civil Rights Act 

of 1964     

   

SWHRA is committed to providing a policy of Equal Employment Opportunity (EEO) for 

all employees.  All employment decisions are based on qualifications, and competence.  

Employment at SWHRA is not influenced or affected by an applicant or employee’s race, 

color, religion, sex including pregnancy, childbirth, age (age 40 and up), national origin, 

disability which can be reasonably accommodated, veteran status, military service, genetic 

information, sexual orientation, gender identity, or any other characteristic protected by 

law.  This policy governs all aspects of employment, promotion, assignment, discharge, 

and other terms and condition of employment. 
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SWHRA is committed to a work environment free from discrimination.  SWHRA is 

committed, and required by law, to take action if it learns of discrimination, harassment, or 

retaliation in violation of the Agency’s EEO Policy, whether or not the aggrieved employee 

files a complaint. 

 

Southwest will actively promote the spirit of EEO through a positive, continuing program 

for Affirmative Action.  Southwest will further the principal goals of EEO by encouraging 

the employment of females, minorities, handicapped and disable persons, and persons in 

veteran status in all positions and levels of the workforce. 

 

Employees, applicant or volunteer wishing to make a complaint of discrimination or 

retaliation compliant should do so using the Agency’s complaint procedures as outline in 

the Anti-Discrimination/Anti-Harassment policy in this manual.  In situations where the 

Executive Director is the person against whom the complaint is made, the employee may 

file their grievance directly with a member of the Agency’s Board of Directors.  No 

retaliation against any employee making a complaint of discrimination will be tolerated.   

 

The EEO Officer is responsible for promptly responding to, reporting, and/or investigating 

any suspected acts of unlawful discrimination, harassment, and retaliation in violation of 

SWHRA’s EEO Policy.   The EEO Officer must immediately report suspected unlawful 

discrimination, harassment, and retaliation to the Executive Director and Human Resource 

Director. 

 

115.  EQUAL SERVICES OPPORTUNITY – (TITLE VI) 

 
Southwest Human Resource Agency assures that “No person in the United States shall on 

the grounds of race, color, national origin, or sex, as provided by the Title VI of the Civil 

Rights Act of 1964 and as amended, and the Civil Rights Restoration Act of 1987 (P.I. 

100.259) be excluded from participation in, be denied the benefits of, or be otherwise 

subjected to discrimination under any program or activity receiving Federal financial 

assistance.” 

 

Southwest Human Resource Agency further assures every effort will be made to ensure 

nondiscrimination in all of its programs and activities, whether those programs or activities 

are federally funded or not. 

 

This policy applies to all terms, conditions, and privileges of all SWHRA services and 

programs operated by, or through, contracts or subcontracts from SWHRA. 

 

The Title VI Coordinator, reports directly to the Executive Director on matters relating to 

this policy, is responsible for formulating, implementing, coordinating, and monitoring all 

efforts in the area of Equal Opportunity.  Title VI Coordinator’s duties include, but are not 

necessarily limited to: 
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 Collecting and analyzing data; 

 Developing policy statements, train staff annually, and all new employees 

 Complying with various statutory record keeping and notice requirements in order 

to ensure full compliance with all Title VI related status and regulations; 

 Compliance review techniques required by state or federal law (an annual review 

and summary of the Agency’s Title VI program and the results achieved under this 

program). 

 Assist personnel in arriving at solutions to specific Title VI related problems. 

 Serving as liaison between the Agency and government agencies, minority and 

women’s organizations, and other community groups; and 

 Keeping management informed of the latest developments in the entire equal 

services opportunity area. 

Any communication from an applicant for services or programs, an employee, a 

government agency or an attorney concerning an equal services opportunity matter is to be 

referred to the Title VI Coordinator.  The Title VI Coordinator will immediately inform 

the Executive Director regarding such matters.   

 

While overall authority for implementing this policy is assigned to the Title VI 

Coordinator, under the direction of the Executive Director, an effective equal services 

opportunity program cannot be achieved without the support of supervisory personnel and 

employees at all levels, and such support is required. 

 

Practices prohibited by the equal services opportunities policies on the basis of race, color, 

or national origin include (but are not limited to) the following: 

 

 Denying any customer any services, assistance, opportunity to serve as a volunteer 

or other benefit for which the customer is otherwise qualified. 

 Providing any customer with any service, or other benefits, that is different or is 

provided in a different manner from that which is provided to others under this 

program. 

 Subjecting any customer to any different treatment in any manner related to receipt 

of service. 



 

Southwest Human Resource Agency 24 Revised:  August 19, 2021 

 

 

 

 

 

 Restricting a customer in any way in the enjoyment of services, privilege or other 

benefit provided under the program. 

 Adopting methods of administration which could limit participation by any group 

of 

Customers or subject them to discriminatory treatments in contracts, subcontracts, 

or employment practices. 

 Addressing a customer in a manner that denotes inferiority because of race, color, 

sex, or national origin. 

Any employee who believes that a customer has been treated in an unlawful, discriminatory 

manner has the responsibility to report in writing about the situation as soon as possible.  

Such report should be made to the employee’s supervisor or to the Title VI Coordinator. 

 

Complaints of violation of the equal services opportunity polices (Title VI Policy) are to 

be handled and investigated under the Agency’s Grievance/Problem Resolution Policy 

unless special procedures are deem appropriate.  All Title VI complaints are to be 

investigated impartially and as promptly and confidentially as possible.  Employees, as 

deemed necessary and appropriate, are required to participate in any investigation.  A 

timely resolution of each complaint is to be reached and communicated to the parties 

involved.  Retaliation against any employee, customer, or other participant for filing a 

legitimate complaint, or for participating in an investigation, is strictly prohibited. 

 

Any employee, director, contractor, or subcontractor who is found to have engaged in 

violation of Title VI or equal services opportunity policy against a customer will be subject 

to appropriate action, including termination of employment, or if applicable, of said 

contract. 

 

116.  AMERICANS WITH DISABILITIES ACT (ADA) 
 
SWHRA does not discriminate in employment opportunities or practices, including 

recruitment, hiring, promotion, training, layoff, termination, compensation, benefits, or 

other employment-related activities based on any legally protected characteristic set out in 

the Equal Employment Opportunity policy. The Agency complies with the Americans with 

Disabilities Act of 1990 (ADA) and State of Tennessee Code Sec. 8-50-103 and ensures 

equal employment opportunity for qualified persons with disabilities.  

 

Employment opportunities will be afforded to persons with disabilities who are qualified 

to perform the essential functions of the job with or without reasonable accommodation. 

SWHRA will seek reasonable accommodations that do not result in undue hardship on 

business operations for qualified individuals with disabilities. 
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The Executive Director, Safety Chairman, EEOC Compliance Officer, and the Human 

Resources Director will be responsible for implementation of guidelines and operational 

procedures related to ensuring Agency compliance with the ADA.  

Employees who experience a serious health condition may be entitled to leave under the 

Family Medical Leave Act (FMLA) or an extension of their medical leave as a reasonable 

accommodation under the ADA. Questions regarding leave rights should be directed to 

Human Resources Director.  

 

Employees with a qualifying disability that requires an accommodation should contact the 

Executive Director and Human Resources Director.   

 

117.  AFFIRMATIVE ACTION 
 

SWHRA takes affirmative action to recruit and hire a diverse workforce of qualified 

individuals and provides equal opportunities to all candidates to better reflect our job 

market, the people we serve, and to provide better services to our clients. 

 

118.  ANTI-DISCRIMINATION/ANTI-HARASSMENT WORK 

ENVIRONMENT 
 

Southwest is committed to maintaining a reputation of professional excellence. In meeting 

this objective, the Agency recognizes the necessity of providing every employee with a 

work environment free of discrimination, harassment and intimidation. It is the policy of 

the Agency that no employee be discriminated against or harassed by another employee, 

customer or supervisor on the basis of gender, race, age, disability, national origin, religion 

or any other legally protected category. Sexual advances, requests for sexual favors, or 

other verbal, physical, or written communication that constitute harassment of an employee 

will also not be tolerated by the Agency. 

 

When an employee alleges harassment, the Program Director should immediately refer the 

matter to Southwest’s EEO Officer and the Executive Director, who will document 

investigation results and communicate confidentially with the appropriate parties.   

 

At all Agency sites, the Program Director has the authority to resolve situations that require 

prompt on-site action, or can be handled at the program-level.  In these instances, the 

Program Director is also responsible for relaying the information and resolution to the EEO 

Officer and the Executive Director. 

 

 

 

Discrimination 
The Agency protects employees against discrimination, to the fullest extent of the law, on 

the basis of race, color, religion, sex (including pregnancy), national origin, age, disability, 
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genetic information, sexual orientation, military service (past, present, or future), and any 

basis protected by law.  Employees are also protected against retaliation for participation 

in EEO activity or opposition to discrimination. 

Sexual Harassment 

It is the policy of Southwest Human Resource Agency that no employee be harassed by 

another employee or supervisor on the basis of sex.  This policy prohibits any demand for 

sexual favors that is accompanied by a promise of favorable job treatment or a threat 

concerning the employee’s employment.  Also prohibited is subtle pressures for sexual 

favors, including implying that an applicant’s or employee’s cooperation of a sexual nature 

(or refusal thereof) will have any effect on the person’s employment, job assignment, 

wages, promotion, or any other condition of employment. 

 

In addition, any behavior of a sexual nature not welcomed by the employee or found to be 

personally offensive is expressly forbidden.  This includes, but is not limited to: 
 

a. Repeated sexual flirtations, advances or propositions.  
b. Continued or repeated verbal abuse of a sexual nature, sexually related comments 

and joking, graphic or degrading comments about an employee’s appearance or the 

display of sexually suggestive objects or pictures.  
c. Any uninvited physical contact or touching, such as patting, pinching, etc. 

 

Harassment  
Harassment based on inclusion in a protected category other than sex, i.e. race, religion, 

disability is also prohibited by federal laws. This policy prohibits harassment of any kind, 

and the Agency will take appropriate action swiftly to address any violations of this policy. 

The definition of harassment is verbal or physical conduct designed to threaten, intimidate 

or coerce. Also, verbal taunting (including racial and ethnic slurs) that, in the employee's 

opinion, impairs his or her ability to perform his or her job.  

 

Examples of harassment are:  

 

 Verbal: Comments that are not flattering or are unwelcome regarding a person's 

nationality, origin, race, color, religion, gender, sexual orientation, age, body 

disability or appearance. Epithets, slurs, negative stereotyping.  

 Nonverbal: Distribution, display or discussion of any written or graphic material 

that ridicules, denigrates, insults, belittles, or shows hostility or aversion toward an 

individual or group because of national origin, race color, religion, age, gender, 

sexual orientation, pregnancy, disability, or other protected status.  

 

 

Bullying 
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Disrespectful and bullying behavior toward anyone is unacceptable workplace behavior. 

Bullying or victimizing another employee is also considered “harassment” under this 

policy. Bullying is defined as conduct including, but not limited to: 

 

1. Repeated infliction of verbal abuse such as derogatory remarks, insults, or labels. 

 

2. Verbal or physical conduct that is threatening, intimidating, or humiliating. 

 

3. Sabotage or undermining of an employee’s work performance. 

4. Exploitation of an employee’s psychological or physical vulnerability. 

 

Such conduct will not be tolerated, and all employees are expected to treat other employees 

with respect and dignity. 

 

Discrimination or harassment of any kind, whether verbal or physical, will not be tolerated.  

All members of Southwest management and supervisory personnel have the explicit 

responsibility and duty to take corrective action to prevent any discrimination or 

harassment of our employees.  Any employee, including member of management or 

supervisory personnel who becomes aware of possible discrimination or harassment should 

promptly report it. If any employee believes that he or she has been subjected to illegal 

discrimination, harassment, or bullying, or knows of another employee who has been 

subjected to harassment that employee should report it.  The Executive Director shall be 

notified of all complaints. 

 

Reporting Procedure 

Reports of discrimination or harassment should be made immediately to one of the 

following:  EEO Officer, Executive Director, Human Resources Director, or Program 

Director. Complainants will be asked to provide a written description of their complaint. 

SWHRA will make every reasonable effort to conduct all proceedings in a manner that will 

protect the confidentiality of all parties. Parties to the complaint should treat the matter 

under investigation with discretion and respect for the reputation of all parties involved. 

Once a complaint has been accepted for review, an investigation will begin. The 

investigation may include, but is not limited to, review of written statements from both 

parties, witness interviews, obtaining witness declarations, review of documentation, and 

on-site investigation. Any person conducting an investigation will maintain a written 

record of all witness interviews, evidence gathered, the outcome of the investigation, and 

any other appropriate documents. Records of such an investigation will not be maintained 

in personnel files unless they are part of a formal corrective action. Results of the 

investigation will be shared with the appropriate persons. When there is sufficient evidence 

to support the complaint, written notification of investigative findings will be sent to the 

complainant and the respondent.  If it is concluded that discrimination, harassment, or 

retaliation has occurred, a determination will be made as to the appropriate sanctions or 

corrective action. 
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119.  DRUG-FREE WORKPLACE 
 

Southwest is committed to providing a workplace that is free of illegal drugs and alcohol 

in order to protect our interests in the health and safety of employees and clients.  

 

The sale, manufacture, distribution, dispensation, possession, or use of an illegal drug or 

alcohol is prohibited on Southwest’s premises and while an employee is off the premises 

on Southwest business. Employees shall not report to work while under the influence of 

illegal drugs or alcohol. This policy shall apply to all employees, volunteers, and 

compensated program participants at all Southwest locations. For the purpose of this policy 

use of the term “employee” includes volunteers and compensated program participants. 

 

An employee or compensated program participant who violates this policy with respect to 

selling, manufacturing, distributing, dispensing, possessing, or using illegal drugs or 

alcohol while in the conduct of Agency business, will be subject to immediate termination 

of employment at Southwest’s discretion.  The illegal manufacture, distribution, purchase, 

use, sale or possession of illegal drugs or controlled substances off duty or off Agency 

premises may also constitute grounds for immediate dismissal. 

 

All employees are responsible for reporting violations of this policy, including any 

incident(s) or circumstance(s) resulting in a reasonable suspicion that an employee, 

volunteer, or compensated program participant is using or is under the influence of illegal 

drugs or alcohol to their Supervisor and/or Program Director immediately.  The Human 

Resources Director and Executive Director shall be notified by the Supervisor or Program 

Director immediately. A decision as to whether there is sufficient cause to reasonably 

suspect that an employee is in violation of this Drug-Free Workplace Policy shall be made 

only after review by the HR Director. A determination to request that an employee submit 

to drug testing shall be made as expediently as possible and only Southwest personnel with 

a strict “need-to-know” will be involved in the determination. 

 

Definitions 
 

Alcohol or Alcoholic Beverage:  Any beverage that may be legally sold and consumed 

and that has an alcoholic content in excess of .05% by volume. 

 

Controlled Substance:  Generally a drug or chemical whose manufacture, possession, 

or use is regulated by the government.  Controlled substances are substances that are 

the subject of legislative control.  This may include illegal drugs and prescription 

medications. 
 

Drug:  Any substance (other than alcohol) capable of altering the mood, perception, 

pain level, or judgment of the individual consuming it. 
 



 

Southwest Human Resource Agency 29 Revised:  August 19, 2021 

 

 

 

 

 

Prescribed Drug:  Any substance prescribed for the individual consuming it by a 

licensed medical practitioner. 

 

Illegal Drug: Any drug or controlled substance, the sale or consumption of which is 

illegal in the United States and its provinces. 
 

Reasonable Suspicion:  Reasonable grounds, based on specific, contemporaneous 

observations concerning the appearance, behavior, speech, or body odors of the 

employee, which may include symptoms of chronic use or withdrawal effects of 

controlled substances, that a drug test would turn up evidence that an employee is using 

(illegal) drugs. 

All employees must abide by the terms of this Policy as a condition of employment. All 

employees must give the HR Director written notification of any conviction against them 

for (and any plea of no contest) violation of a criminal drug statute occurring in the 

workplace no later than five days after the conviction. The HR Director must notify the 

State, the appropriate Program Director, and the Executive Director in writing, within ten 

calendar days after receiving notice from an employee or otherwise receiving actual notice 

of such conviction.  The HR Director will provide notice, including position title, to every 

grant officer or other designee on whose grant activity the convicted employee was 

working, unless the Federal agency has designated a central point for the receipt of such 

notices.  The notice shall include the identification number(s) of each affected grant. 

 

       Prescription Drugs 

A. No prescription drug shall be brought into the Agency workplace by 

any person other than the person for whom the drug is prescribed by 

a licensed medical practitioner, and shall be used only in the manner, 

combination and quantity prescribed. 

B. The legal use of drugs prescribed by a licensed physician may be 

permitted, provided such usage is consistent with job safety.  For 

example, if a prescribed medication were labeled “Do not drive or 

operate machinery while using this medication,” an employee would 

not be permitted to operate Agency vehicles.  All employees must 

notify the Human Resource Director, if the employee has been 

prescribed medications for use at work which bear a safety warning 

label.  The Agency, in conjunction with the employee’s physician if 

appropriate, will evaluate the safety of using the medication while 

performing the duties required in the employee’s job.  The Agency 

will make a reasonable accommodation, if possible, for the use of 

prescription medications.   
 

Conditions of Continued Employment 

Southwest reserves the right to require blood and/or urine samples in any of the following 

situations: 
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1. Upon reasonable suspicion, the Agency has the right to require that any employee 

submit blood or urine samples for testing as well as breath tests for alcohol or hair 

for follicle testing.  “Reasonable suspicion” is based upon a belief that an employee 

is using or has used drugs in violation of this policy, drawn from specific, objective 

and articulable facts and reasonable inferences drawn from those facts in light of 

experience. Where reasonable suspicion exists that an employee is in the possession 

of or using illegal drugs, alcohol or legally controlled substances on Agency’s 

premises, the Agency may, in its discretion, inspect or search the employee’s 

possessions on Agency premises to assure a drug-free environment. 

 

2. An employee involved in any accident involving injury or Agency property damage 

at the work site or while on duty.   

 

3. Pre-employment drug testing for all applicants applying for sensitive positions as 

determined by contractors or the Agency. 

 

4. Random drug testing for all applicants holding sensitive positions as determined by 

contractors or the Agency. 

 

5. Certain federal and state grant guidelines and regulations may extend the agency’s 

Alcohol/Drug Testing Policy to stricter standards. 

 

Confidentiality 

The results of physical examinations and blood and urine tests will be treated as 

confidential, with distribution limited to those having a strict “need to know” to the extent 

permitted by law. 

The Agency reiterates that the rules and regulations of this Policy constitute conditions of 

employment.  Therefore, refusal to submit to alcohol or drug testing as provided for herein 

(including execution of the forms necessary for such testing) constitutes a breach of the 

conditions of employment, and is grounds for immediate dismissal. 

 

Testing of Employees Assigned to Special Programs 
 
In the event that the government should condition employee assignments to special 

programs on satisfactory drug testing, Southwest will advise such employees of the 

government’s requirements and the procedures to be followed. Employees who refuse to 

submit to such testing may not be eligible for assignment to special programs. Testing of 

employees assigned to special programs is considered a Government requirement and may 

be administered by the Government.  
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Employee Consent 
 
Individuals to be subjected to testing at the direction of Southwest pursuant to this Policy 

must sign a consent form for the test and a medical release for test results to be provided 

to Southwest by the testing facility. When the test results are received by Southwest, they 

will be treated as confidential records to be maintained in separate, confidential files in 

Human Resources. Any individual who has been so tested is entitled to receive a copy of 

the report upon request. Test results may be released to certain Southwest supervisors on a 

“need-to-know” basis.  An employee’s refusal to submit to a drug test will be treated as a 

positive result. 

If an employee refuses to submit to a drug test, the employee will be subject to termination 

of employment. 

 

Positive Test Results 
 
When the results of the initial test are positive, a second confirmatory test will be performed 

on the same specimen, if available. If there is an insufficient sample for confirming testing 

then the initial test result will be used to implement this policy.  

 

A positive confirmatory test for a current employee will result in disciplinary action, up to 

and including immediate termination. With respect to pre-employment testing, if the 

confirmatory test is positive, the job applicant will not be considered for employment for a 

minimum of one year. A negative confirmatory test will not result in any discipline for 

current employees or disqualification for job applicants. 

 

With respect to testing based on reasonable suspicion or a random test, if an employee 

refuses to submit to such testing, the employee will be subject to appropriate disciplinary 

action, which may include termination of employment.  

 

120.  DRESS AND APPEARANCE CODE 
 

Southwest HRA employees program participants, and volunteers are required to present a positive 

business image to the public and to the clients we serve.  Employees are to dress appropriately for an 

office setting and during work related events.  A business casual standard of dress and grooming that 

reflects good taste and common sense is expected.  All employees are expected to avoid extremes 

that may draw undue attention from clients and co-workers.   

 

Executive Director, Fiscal Director, Human Resources Director, Program Directors and 

Supervisors are responsible for enforcing dress and grooming guidelines.  If an employee, 

program participant, or volunteer is inappropriately dressed or groomed, he/she will be sent 

home to change.  This time away from work will not be compensated.  Repeated violations 

will result in disciplinary action, up to and including termination.  Questions regarding 

appropriate attire should be directed to the Human Resources Director. 
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(Monday through Thursday) 

 

The following guidelines will help define acceptable workplace attire: 

 

 Choose clothing that communicates professionalism. 

 Business casual attire includes: 

 

1. Blazers and sport coats 

2. Dresses and skirts (appropriate for business environment and no more than 4 inches above 

the knee) 

3. Shirts (collared, polo/golf, Agency shirts, blouses, turtlenecks) 

4. Sweaters 

5. Pants  

6. Leggings (only if paired with an appropriate length top) 

7. Loafers, leather boat shoes, dress shoes, flats and sandals  

 

Driver, maintenance, kitchen, property inspector, in-home care providers, classroom 

staff, commodity and warehouse distribution, packing and loading positions must wear 

closed-toe shoes and safety appropriate clothing.  If approved by the Program Director 

and Executive Director, employees serving in these positions may be allowed to wear 

jeans/shorts based on the employee’s work environment.  Safety risks of employees 

should be evaluated prior to approval. (Documented approval is to be submitted to the 

Safety/Risk Coordinator.) 

 

(Casual Fridays and other designated casual days) 

 

The following will define acceptable workplace attire on casual Fridays and other 

designated days: 

 Jeans, t-shirts, sweatshirts, Agency shirts   

 Athletic shoes 

 Items from Monday thru Thursday’s list of acceptable workplace attire   

The following is unacceptable workplace attire unless otherwise noted: 

 

1. Halter/tank tops, tops which are low cut, cropped, or see thru, t-shirts with 

offensive language/graphics, shirtless  

2. Jeans, leggings/tights or spandex type bottoms worn as slacks, sweatpants, 

jogging suits, shorts (any length), bib overalls, beachwear, workout attire 

3. House slippers, flip flop styled footwear and sandals  

4. Any distracting, offensive or revealing clothing 

5. Clothing with excessive wrinkles, stains, tears, or holes  

 

Business reasons may require employees to wear business attire on “casual 

day.” 
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121.  EMPLOYMENT RECORDS 
 

Southwest maintains employee records that contain information regarding each 

employee’s job history, performance, and salary, as well as other related documents in 

accordance with operational and legal privacy requirements.  

 

122.  PERSONNEL FILES 
 

The Agency will maintain an official personnel file for each employee.  Medical records 

will be maintained separately from the employee personnel file.  Employees may make an 

appointment with the HR Director to review the contents of his/her personnel file in the 

presence of their supervisor and human resource representative.  If an employee believes 

that information contained in his or her personnel file is inaccurate or inappropriate for 

inclusion, the employee may submit a request to the HR Director to have the information 

corrected or expunged.  If the request is denied, the employee may submit information to 

be added to the personnel file stating his or her position on the information in question. 

 

It is the responsibility of each employee to promptly notify the Agency of any changes in 

personal data, such as mailing address, telephone number, marital status, number and 

names of dependents, emergency contacts, beneficiary changes, etc.    Personnel files are 

the property of the Agency and therefore cannot be removed from the office in which they 

are maintained. 
 

Directors may review the files of their staff at any time.  Southwest’s supervisors may 

review personnel files of employees that are applying for positions in their Program. 

 

This policy does not apply to requests made pursuant to the Tennessee Public Records Act. 

 

123.  EXTERNAL REFERENCES, EMPLOYMENT VERIFICATION, 

AND SALARY DISCLOSURE 
 

In response to external requests, human resource personnel will disclose only an 

employee’s service dates, status (full-time, part-time, etc.), and most recent job title. No 

other Southwest employee is authorized to disclose employee information. 

 

Payroll will disclose the salary of an active or former employee only after receiving signed 

authorization from the employee. Copies of all written employee verifications will be 

placed in the employee personnel file. 
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124.  RECORDS RETENTION AND DESTRUCTION POLICY 
 

Financial records, supporting documents, statistical records, and all other non-Federal 

entity records pertinent to Federal award will be retained in accordance to CFR200.333 

unless otherwise specified by grantor agencies. 

 

Non-Federal entity records not pertinent to Federal award may be retained and destroyed 

according to an appropriate retention and destruction schedule.   

 

125.  AGENCY TRAVEL POLICY AND REGULATIONS 

 

In compliance with Tennessee law, the Agency will reimburse authorized business-related 

expenses according to the Tennessee Comprehensive Travel Regulations as approved by 

the Commissioner of Finance and Administration.  A copy of the current travel regulations 

can be found at www.tn.gov/finance/rd-doa/fa-travel/fa-travel-regulations.html.  Out of 

state per diem can be found at www.gsa.gov/perdiem. 

 

It is the intent of these regulations that employees not suffer additional cost as a result of 

travel incurred to carry out assigned duties.  Employees shall be reimbursed for such 

expenses subject to the limitations provided in the Tennessee Comprehensive Travel 

Regulations. 

 

When traveling, employees should be as conservative as circumstances permit.  The lower 

cost should be selected whenever practical.  Reimbursement for travel will be based upon 

the most direct or expeditious route possible.  Employees traveling by an indirect route 

must assume any extra expense incurred.  It is the responsibility of the employee to be 

familiar with and adhere to established state travel policies.  Deliberate disregard of these 

regulations while traveling on state business or filing of an intentionally misleading or 

fraudulent travel claim is grounds for disciplinary action including termination of 

employment. 

Travel Authorization 

Travel may not be undertaken unless it is authorized in advance by proper authority.  

Approved travel is the basis for reimbursement in accordance with these provisions.  The 

employee is considered to be on official travel status and eligible for reimbursement, at the 

time of departure from his/her official station or residence, whichever is applicable. 

 

The Program Director is authorized to approve all travel for State business including 

registration fees for conferences, conventions, seminars, etc. (including the cost of official 

banquets and/or luncheons,) with the following exceptions: 

 

The Executive Director shall approve exceptions to the Travel Policy and Reimbursement 

Rate Schedule for in-state travel, including all requests for travel at State expense by non-

http://www.tn.gov/finance/rd-doa/fa-travel/fa-travel-regulations.html


 

Southwest Human Resource Agency 35 Revised:  August 19, 2021 

 

 

 

 

 

state employees (except for state contractors, who will be reimbursed according to the 

terms of their contract.) 

The Executive Director shall approve all out-of-state travel authorizations, including all 

exceptions to the travel policy and Reimbursement Rate Schedules for out-of-state travel.  

The approval of the requesting Program Director is required prior to submission to the 

Fiscal Department. 

 

The Executive Director retains the authority to change the approval process, as 

circumstances require. 

 

If an employee travels into another state and back in the same day and such travel is less 

than 50 miles, such travel will be considered in-state for approval and reimbursement 

purposes. 

Official Station 

The Program Director is responsible for establishing the official station of the employee.  

This is typically the location from which the employee performs the major portion of 

his/her assigned duties.  The workstation closest to an employee’s residence should be 

designated as the official station for employees with multiple workstations.  If an employee 

works predominantly from a home residence and reports to an office or other station less 

than twice a week, the employee’s official station should be the home residence.  Under 

unusual situations, the Program Director may designate other locations as the employee’s 

official station. 

 

The residence of the employee usually becomes the official station for an employee 

required to be on call at times other than the employee’s normal working hours (i.e. nights 

or weekends).  Employees working overtime on weekends are not normally eligible for 

reimbursement. 

 

In the event that an employee is temporarily reassigned to a work location other than his 

usual station, that location shall become the employee’s official station.  The employee will 

not be eligible for reimbursement unless he/she can demonstrate that by commuting to the 

temporary location he/she has incurred additional expense over the cost of the commute to 

his/her usual official station. 

 

Reimbursement Procedures 

Employees should submit claims for reimbursement for travel expense no later than thirty 

(30) days after completion of travel.  Departments should review and submit claims to the 

Fiscal Department as rapidly as possible to ensure prompt payment to their employees. 

 

All written signatures on the travel claim must be original.  In situations where the 

employee cannot sign (due to extended travel status for instance) the employee filing the 
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claim for the employee shall sign and clearly indicate that he/she is signing for the 

employee.  Typically, the immediate supervisor must approve the initial travel claim. 

 

Honorariums 

For those employees who receive honorariums for appearing at meetings while on official 

Agency business, the employees may, at his/her option, accept the honorarium as full 

payment for travel expenses including airfare, or choose to surrender the honorarium to the 

Agency and be reimbursed in accordance with established travel policy. 

Travel – Southwest Owned Vehicles 

Agency-owned vehicles should be used only for official business.  Only properly 

authorized employees may operate a SWHRA vehicle and must possess a valid driver’s 

license for the type of vehicle being operated.  Certain Southwest owned vehicles are 

equipped with video cameras and or GPS tracking devices. Employees have no expectation 

of privacy for what occurs in the vehicle or where the vehicle travels as the Agency has the 

right to monitor activity of all Agency vehicles. Persons driving Southwest-owned vehicles 

may be furnished with a courtesy card for gas and service at Agency approved facilities. 

 

Emergency out of pocket expenses such as gasoline, oil or other services and emergency 

repairs will be reimbursed, but must be accompanied by proper receipt identifying the 

automobile and itemizing the services.  Such expenditures must be of an emergency nature 

where immediate service is required.  Parking and tolls in excess of $8.00 require a receipt. 

Travel – Personally Owned Automobile 

Southwest encourages the use of Agency owned vehicles for travel when available. 

 

Executive Director and Department Head authorization is required for the use of personally 

owned automobiles on trips beyond our service area.   Unnecessary expenses which result 

from the use of an automobile for reasons of personal convenience will not be allowed. 

 

Reimbursement for the use of personally-owned cars is at the standard mileage rate.  

Reasonable tolls and ferry fees will be allowed when necessary; no receipt is required for 

reimbursement. 

 

Only mileage on official Agency business may be claimed for reimbursement.  Mileage as 

shown by the official state map (or determined by procedures determined by the Division 

of Accounts) and that published by Rand-McNally for out-of-state routes will be regarded 

as official.  Reasonable vicinity mileage will be allowed. 

 

Procedures for calculating mileage are based on the fact that the Agency is prohibited from 

reimbursing employees for normal commuting mileage. 
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If an employee begins or ends a trip at his/her official station, reimbursable mileage will 

be the mileage from the official station to the destination. 

 

If work is performed by an employee in route to or from his/her official station, 

reimbursable mileage is computed by deducting the employee’s normal commuting 

mileage from the actual mileage driven. 

 

If an employee begins or ends his trip at his/her residence without stopping at his/her 

official station, reimbursable mileage will be the lesser of the mileage from the employee’s 

residence to his/her destination or his/her official station to the destination.  On weekends 

and holidays, the employee may typically be reimbursed for actual mileage from his/her 

residence to the destination. 

 

If an employee travels between destinations without returning to his official station or his 

residence, reimbursable mileage is the actual mileage between those destinations. 

Automobile Rental 

Advance authorization from the Program Director must be secured for automobile rental, 

whether for in-state or out-of-state travel.  Whenever possible, employees should refuel 

before returning vehicles. 

Parking 

Charges for parking while on travel status will be reimbursed.  Receipts are required if the 

parking charge exceeds the allowance stated in the rate schedule.  Charges for routine 

parking at the official workstation will not be reimbursed. 

 

If travel is by air the employee will be reimbursed for the lesser of (a) the allowable mileage 

reimbursement for one round trip and long term airport parking; or (b) the cost of one round 

trip taxi fare from the employee’s official work station (or residence on 

weekends/evenings).   

Exceptions to the Travel Rules and Policies 

The Executive Director shall have the authority to grant exception from any part or all of 

these rules and regulations when deemed appropriate for an employee or group of 

employees on official state travel.  Approved exceptions other than those for individual 

trips shall be maintained in a central file by the Fiscal Department. 

 

 

 

 

126.  INSPECTIONS 
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The Agency wishes to maintain a work environment that is free of illegal drugs, alcohol, 

firearms, explosives, weapons or other improper materials.  To this end, the Agency 

prohibits the control, possession, transfer, sale or use of such materials on its premises.  

The Agency requires the cooperation of all employees in administering this policy.  Desks, 

lockers, storage areas, and Agency vehicles are provided for the convenience of employees 

but remain the sole property of Southwest.  Accordingly, they, as well as any articles found 

within them, can be inspected by a representative of Southwest at any time, either with or 

without prior notice. 

 

The Agency likewise wishes to discourage theft or unauthorized possession of employees’ 

personal property, as well as that of visitors, customer and the Agency.  To facilitate this 

policy, when deemed necessary, the Agency or its representative may inspect packages, 

lunch or toolboxes, large purses and the like upon entering and/or leaving the premises.  

Any employee who wishes to avoid inspection of any articles or materials should not bring 

such items onto Agency premises. 

 

127.  SMOKING 
 

To comply with insurance regulations, fire prevention, etc., smoking is not allowed in any 

Southwest facility, except for the designated areas.   

128.  PARKING 
 

The Agency provides parking spaces for employees and business visitors.  We suggest that 

you lock your car and keep valuables out of sight.  The Agency is not responsible for theft 

or damage to employee automobiles or property on the parking lot. 

 

129.  INCLEMENT WEATHER 
 

When hazardous traveling conditions exist due to snow, sleet, ice, flood, etc., to such extent 

employees choose not to report to work, the employee can elect to 1) use any accrued 

annual leave for the missed day; 2) use accumulated compensatory time; 3) or not be paid 

for the missed day.  If weather conditions are extremely hazardous, the Executive Director 

or the Fiscal Director, in the absence of the Executive Director, may close the agency and 

its affiliate offices. 

 

130.  HOUSEKEEPING 
 

Southwest Human Resource Agency is proud of our workplace.  Clients, supporters and 

elected officials tour our facility and form an opinion of the Agency and our employees 

based on its appearance.  A clean environment is also a safer place to work. 

 

Housekeeping is a part of every employee’s job description, and each of us is responsible 

for keeping the work area clean, neat and orderly. 
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131. ID BADGES 
 

In order to promote a safe, secure work environment for Agency employees, volunteers, 

contractors, clients, and visitors, the following steps are to be followed: 

1. All employees will be issued an Agency ID badge. Employees are required to wear 

the Agency ID badge during work hours while on or about Agency business. 

2. Everyone who enters the central office will be required to sign in upon entry and 

sign out upon exiting the building. 

3. All visitors to the central office will be required to wear a visitor ID badge provided 

by the Agency. 

 

All ID badges are to be worn so that they are clearly visible at all times. 
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SECTION 200 
 

RECRUITMENT, SELECTION, AND 

EMPLOYMENT 
 

 

201.  RECRUITMENT/JOB POSTING POLICY 
 

Southwest is an equal opportunity employer that recruits, employs, and promotes qualified 

individuals based on their capabilities without regard to race, color, religion, national 

origin, handicap, veteran status, sexual orientation or preference, gender, or age. 

Southwest’s goal is to maintain a diverse work force, promote Affirmative Action, and, to 

create an environment that is free of discrimination in all aspects of employment. To 

accomplish this, each director and hiring manager is responsible for adhering to Policy by 

keeping recruitment sources varied and the employment process consistent. Applicants 

selected for employment will be subject to a background investigation, drug testing (in 

specified instances), reference and license verification prior to employment.  Internal and 

external candidates must also meet the minimum requirements when applying for any 

Southwest vacancy. 

 

Job openings may be posted on bulletin boards, Social Media, Agency website, 

newspapers, and other job recruitment websites. Job postings may be posted for 10 calendar 

days for external postings and 7 calendar days for internal postings. Each job posting notice 

may include, but is not limited to, the date of posting, job title, program, location, job 

summary, essential duties, skills, and abilities necessary to perform the job, and degrees or 

certification required for the job. 

 

202.  EMPLOYMENT OF RELATIVES 
 

Southwest will not hire, promote, or transfer an employee in to a position in which the 

employee supervises or is supervised by a relative directly or indirectly. Relatives of 

current employees considered for employment with the Agency must meet all selection 

standards and fulfill all job qualifications. For the purpose of this policy “relatives” are 

defined as spouses, parents, children, grandparents, grandchildren, brothers, sisters, aunts, 

uncles, nieces, nephews, in-laws, or any of these in a step relationship.  

 

No person shall hold a job while either he/she or a member of his/her immediate family 

serves on a board or council which, either by rules or by practices, regularly nominates, 

recommends, or screens candidates for the Agency.  

 

If two employees marry, neither will be required to resign as a result of the marriage as 

long as: 
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 One employee does not report to or is not supervised by his/her spouse, or 

 Neither is in the direct or indirect line of supervision of a relative as a result of the 

marriage, or 

 The two employees are not in positions that can, in the opinion of the Agency, affect 

the performance of the other. 

 

When working relationships arise that are in conflict with this policy, Southwest cannot 

guarantee continued employment to both employees. Southwest will, however, attempt to 

reassign one or both employees to bring them into compliance with the provisions of this 

policy based not only on Southwest’s sole discretion and assessment of how to minimize 

operational disruption, but also on the employee’s work records, qualifications and length 

of employment. 

 

Any exception to this policy requires the written approval of the Executive Director. The 

Executive Director shall prepare a written statement documenting the basis for approving 

an exception to this policy for an employee.  

 

203.  STUDENT INTERNSHIPS 
 

Southwest may participate in Internship Programs with selected universities and colleges. 

Internship Programs provide students with pre-graduation work experience in a 

professional environment that advances their academic progress while addressing some of 

Southwest’s skill-based hiring needs. 

 

204.  PROBATION PERIOD 
 

As a new employee, you are regarded as probationary until you have completed six (6) 

months of work, not including periods of absence or layoff.  The primary purpose of the 

probationary period is to provide employees with a learning period and to give Southwest 

an opportunity to become familiar with the employee’s ability to perform the job.  

Southwest reserves the right to extend the probation period with written notice to the 

employee. 

 

At any time during the probationary period, as an employee at will, an employee can be 

terminated for any reason whatsoever at the sole discretion of the Agency.  The Agency’s 

Progressive Discipline Policy does not apply to probationary employees.  However, upon 

the successful completion of the Probationary Period, the starting date for seniority 

purposes will be your first day of employment with the Agency.  Successful completion of 

the probationary period does not alter an employee’s at-will status. 

 

An employee may also be regarded as probationary when transferred within the Agency to 

a new job.  In this instance, the Probationary Period will be six (6) months.  Probationary 
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status may also be assigned to an employee if their job performance is unsatisfactory.  

Promotional and disciplinary probation does not affect the employee’s seniority or benefits 

eligibility. 

 

205.  ATTENDANCE AND PUNCTUALITY 
 

SWHRA understands occasions arise when an employee must be absent from work. At the 

same time, it is important for employees to understand that in order for the Agency to 

operate efficiently and effectively, regular attendance of all employees is imperative and 

expected. Employees need to be present and accountable during their scheduled work time. 

 

Whenever it is necessary for an employee to be absent from work, the employee should 

personally contact his or her supervisor as soon as possible, to permit the supervisor to 

make arrangements to cover for the employee.  An employee who learns they will be late 

by at least 30 minutes should do likewise. 

 

Excessive absenteeism or tardiness, regardless of reason, will result in an employee’s 

record being reviewed to determine suitability for continued employment.  While 

notification to the supervisor and submission of doctor’s statements will not operate to 

excuse an absence, they will be considered in any such review. 

 

206.  WORK SCHEDULES 
 

The standard business week for Southwest employees ranges from thirty-seven and 

one/half to forty hours (37½ - 40) per five consecutive days a week.  The number of 

working hours scheduled per week for any employee is determined by the availability of 

funds and the need for work.  Normal office hours are 8:00 a.m. – 4:30 p.m. with one hour 

(unpaid) lunch.  There will be two (2) paid fifteen minute breaks; one in the morning and 

one in the afternoon. 

 

The Supervisor will advise employees of the time for a specific full or part-time work 

schedule.  Staffing needs and operational demands may necessitate variations in work 

schedules, meal periods and the total hours that may be scheduled per day and per week.  

Non-exempt employees are not permitted or authorized to work overtime beyond the 

normal quitting times or prior to the normal starting times without prior written 

authorization to do so from the Program Director. 

 

The Executive Director will approve general changes in office hours and working times 

for all programs, taking into account needs of clients, requirements of grantor agencies and 

the hours of other state and local agencies. 
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Flexible Work Hours 
 
Flexible work hours maybe permitted when necessary as long as working hours are 

scheduled in advance with the approval of the Program Director and Executive Director 

and meet the needs of the Agency and clients. 

 

207. OVERTIME/COMPENSATORY TIME 
 

Employment with the Agency is regulated by the Federal Fair Labor Standards Act 

(FLSA).  Each staff position is considered either exempt or non-exempt from the overtime 

pay requirements of FLSA. If a non-exempt employee is eligible for either overtime or 

compensatory time, such time will be accrued and/or paid in accordance with all applicable 

state and federal laws. 

 

Employees who are non-exempt and thus, entitled to overtime pay for work more than 40 

hours in any week, will receive compensatory time instead of being paid an overtime 

premium if their tour of duty is more than forty (40) hours per week.  Compensatory time 

for non-exempt employees is accrued at 1½ times the amount of overtime hours.  Prior 

written approval by an employee’s Program Director is required for any overtime worked.  

An employee subject to the overtime pay provisions of FLSA may not perform any work 

for the Agency at home unless authorized beforehand, in writing, by the Executive 

Director.   

 

Exempt employees will accrue compensatory time on an hour by hour basis for all hours 

worked over 40 hours in a workweek 

 

 Compensatory time accrued by non-exempt employees is paid upon termination; 

compensatory time accrued by exempt employees is not paid upon termination. The 

Agency encourages all compensatory time be taken within the pay period earned if at all 

possible.  We will work with each employee to ensure that compensatory time earned is 

taken as quickly and efficiently as possible without detriment to your job performance or 

your department.   

 

208.  OUTSIDE EMPLOYMENT 
 

A memorandum describing an outside employment opportunity must be provided to the 

employee’s director for his or her evaluation.  Approval requests will be noted on the 

memorandum and a copy will be forwarded to the HR Director for filing in the official 

personnel file. 

 

In fulfilling its obligations to clients, Southwest is routinely entrusted with privileged and 

sensitive information. Certain types of outside employment could jeopardize the 
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confidentiality of this information, damage Southwest’s reputation, or impair the trust that 

our clients place in Southwest. Outside employment also has the potential to influence an 

employee’s judgment or impair performance on the job. Therefore, all employees must 

avoid outside employment with the potential for conflict of interest. 

 

Employees shall not engage in any compensated or uncompensated outside 

employment—including self-employment and positions as agency directors or trustees—

that might result in a conflict, or an apparent conflict, with the performance of their official 

duties and responsibilities at Southwest.  

 

Agency employees may be employed in other jobs, subject to the following conditions: 
 

1. Outside employment must not interfere with the work schedule and proper 

performance of the employee’s position with the Agency. 
 

2. Outside employment must not constitute, nor give the appearance of, any conflict 

of interest with Agency programs. 

 

3. Employees are prohibited from utilizing other SWHRA employees for services not 

related to Agency business during an employee’s regularly scheduled work hours.  

Supervisory employees shall not require subordinates to participate in non-

SWHRA activities. 

 

4. Any employee who engages in any activity for pay in any field directly related to 

Agency work must have prior written approval from the Executive Director. 
 

5. All employees must have prior written approval from the Executive Director to 

accept any other paid employment.  Approval may be obtained by completing an 

Outside Employment Form and submitting it to your supervisor. 

 

Regardless of the nature of any outside employment, the requirements of employment with 

the Agency must take precedence over other jobs.  These requirements, include, but are not 

limited to: attendance at Agency work as scheduled; being available for overtime work or 

work outside of normal hours if the Agency job requires it.   If it is determined that an 

employee’s outside work interferes with job performance, the ability to meet the 

requirements of their position, or has an adverse impact on SWHRA due to conflict of 

interest, the employee may be required to terminate the outside employment if he or she 

wishes to remain with SWHRA. 

 

209.  RESIGNATION 
 

An employee resigning from Southwest is expected to provide written notice to his or her 

Program Director at least two weeks prior to the last day of work. The Program Director 

should initial the notification, and forward the original notice to the HR Director.  Southwest 
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may, at its discretion, provide payment in lieu of the employee working through his or her 

notice period. 

 

210.  RETIREMENT 
 

An employee retiring from Southwest is expected to notify his or her Program Director in 

writing at least four weeks in advance of the last day of work. The Program Director will 

notify the appropriate supervisor, initial the notification, and forward the original 

notification to the HR Director for filing.  

 

Notification of Intent to Retire 

Retiring employees are encouraged to contact the HR Director at least three months prior 

to the anticipated retirement date. This will allow adequate time to help employees make 

decisions regarding retirement and to provide the necessary forms for receiving vested 

retirement benefits. After proper notification, the HR Director will share information about 

the retirement process. 

 

211.  TERMINATION 
 

Employees of Southwest Human Resource Agency are employed on an at-will basis.  As 

an employee-at-will, an employee may quit at any time, with or without notice. SWHRA 

has the same right to terminate employment as long as it is not in violation of the law. 

 

Termination of the Executive Director requires action at a meeting of the Governing Board.  

In order for such action to receive consideration of the Board, a recommendation must 

appear on the agenda of the Governing Board. 

 

212.  REDUCTION IN FORCE (RIF) 
While the Agency strives to provide a stable and secure environment in which to work, 

under certain circumstances, it may be necessary to eliminate employee positions due to 

budgetary needs, program reductions, reorganization, unexpected emergency situations, or 

other issues. This policy establishes a process for the position elimination of regular full-

time and part-time employee positions in the Agency. The Agency will comply with any 

applicable federal or state law such as the WARN Act. 

 

A Reduction In Force (RIF) is a separation from employment due to an emergency 

situation, lack of funds, lack of work, redesign or elimination of position(s) or 

reorganization, with no likelihood or expectation that the employee will be recalled because 

the position itself is eliminated. A RIF may be necessary or appropriate when there is a 

redesign or elimination of work, redundancy in roles, or excess capacity within certain 

positions, such that it would be economically feasible and responsible to reduce the number 

of employees and/or positions. 
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When the Agency becomes aware there may be a need for a RIF, it will comply with 

applicable state and federal law to give notice to affected employees.  

 

Assessment 

Following an analysis of the Agency’s needs and a determination of the new organizational 

structure, the following steps may be used to identify the positions that will be eliminated 

by a RIF. 

1. The first step is an analysis of the job functions that the unit or department needs 

going forward and the positions that will be retained and eliminated. This step is 

based solely on the job function of positions and the business needs of the unit or 

department based solely on the discretion and judgement of the Agency.  

2. The second step is to determine the employees whose employment will be separated 

from the Agency by analyzing the employee’s length of employment, as determined 

by the Agency. The factors discussed in this policy below will be considered in this 

assessment and may give certain employees preference during a RIF. Employees 

given preference over other employees based on these factors may have a higher 

probability of retaining their employment with the agency, even if in a position 

different than the employee’s current position.  

 Length of employment – the Agency will review an employees’ length of 

employment. Seniority is based on the hire date and prorated for periods of 

part-time employment. Employees with greater seniority will be given 

preference during a RIF. Seniority is the main consideration determining 

which employees will retain their employment (either in the same or 

different position) after a RIF. However, there may be circumstances where 

the Agency may keep employees with less seniority based on the criteria 

below, including skills, qualifications, and performance.  

 Skills and qualifications – Depending on the Agency’s needs, employees 

with additional education, skills, licensure, or certifications may be given 

preference, regardless of their length of employment with the Agency.  

 Performance – The Agency will also undertake a comparison of 

performance reviews, recognized exceptional performance, performance 

improvement plans, discipline, attendance, all of which may factor into the 

Agency’s decisions in which employees may be terminated during a RIF. 

Employees who have received Agency disciplinary action in the 12 months 

immediately preceding notice of a RIF may be viewed less favorably during 

a RIF, regardless of their length of employment, skills, qualifications, or 

performance.  

 

Preference: Bumping; Qualifications Required  

Preference may be given to some employees based on the criteria above when there are 

multiple employees in a position that has been selected for elimination. These employees 



 

Southwest Human Resource Agency 47 Revised:  August 19, 2021 

 

 

 

 

 

may be given an opportunity to fill different positions other than the employee’s current 

position, thereby “bumping” out other employees who were not otherwise subject to 

elimination by RIF. 

 

In order to be assigned to another position, an employee must be qualified to fill such a 

position. Under such circumstances, the employee must exhibit the capacity, adaptability, 

and skills required for it. An employee’s rate of pay will be determined by the position they 

fill after a RIF, even if that position’s pay is lower than the position that employee 

previously held. 

Accrued Benefits 

Any accrued benefits will be paid according to the specific policy outlining that benefit. 

Agency Discretion 

The Agency reserves the right to deviate from this policy when in the sole and absolute 

discretion of the Agency it is in the Agency’s best interest to do so in order for the Agency 

to fulfill its mission in the best and most efficient manner possible. 

 

213.  RETURN OF AGENCY PROPERTY 
 

Employees are responsible for all property, materials or written information issued to them 

or in their possession while employed by Southwest Human Resource Agency.  Employees 

must return all property of the Agency that is in their possession or control in the event of 

employment termination, layoff, or immediately upon request.  Where permitted by 

applicable laws, Southwest may withhold from the employee’s paycheck the cost of any 

items that are not returned upon termination or when requested.   
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SECTION 300 

COMPENSATION AND BENEFITS 

ADMINISTRATION 
 

 

301. CLASSIFICATION OF EMPLOYEES 
 

Southwest has a policy of maintaining appropriate classifications of employees to make 

sure that all legal requirements are maintained in terms of benefit plan eligibility and 

payment of compensation in accordance with federal and state laws. Therefore, the Agency 

has established the following categories for both nonexempt and exempt employees of 

employment.   

 

Regular Employment 

Regular employment is the normal condition of employment that is regularly scheduled 

and regularly assigned, and which can be on either a full-time or part-time basis.  

Regular employees will be subject to a probationary period during their first six (6) 

months of employment.  

Regular Full-Time Employees  

Full-time employees will usually work at least 30 hours per week on a continuing basis. 

Regular full-time employees who work a schedule of 30 hours per week will be eligible 

for employee benefits.  

Regular Part-Time Employee  

Part-time employees will normally be scheduled to work fewer than 30 hours per week, 

although they may be scheduled to work additional hours during peak periods.  

Temporary Employee  

Temporary employees are those employees hired in a non-regular status who may be 

assigned either full or part-time hours, at the discretion of management. Temporary 

employees are not eligible for benefits. Employment beyond an initially stated period does, 

not in any way, imply a change in employment status.  

Seasonal Employee 

Seasonal employees work only during a specific time period during the year.  Seasonal 

employees are not eligible for benefits. 

Casual, Substitute or On-Call Employee 
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Casual employment is usually less than 20 hours a week, non-continuous in nature, 

irregular, infrequent, and unscheduled. A casual employee is compensated at an 

established rate of pay, for time actually worked. 

 

A casual employee may work for occasional full-time periods, such as school vacation 

or holidays, without a change in status, except that when scheduled to work full-time for 

more than 30 days, the employment category must be changed to Temporary.  Casual or 

on-call employees are not eligible for participation in Southwest benefit programs. 

 

302.  SALARY ADMINISTRATION 
 

Southwest understands the value that its personnel contribute to the Agency’s success and 

wants to compensate its employees with a competitive salary commensurate with the level 

and quality of work they perform. At Agency-established intervals, employees’ salaries 

will be reviewed to ensure that there is equitable compensation for work contributions to 

the Agency. Southwest will also comply with all federal and state laws affecting 

compensation and will maintain salary structures that are internally equitable, consistent, 

and competitive with industry and the applicable labor employment market.  Salary 

adjustments will be administered according to the Southwest Human Resource Agency’s 

Salary Administration Plan. 

 

303.  LONGEVITY BONUS 
 

Eligible employees, who are employed for at least three (3) years may receive up to $100 

for each year of service up to a total maximum of $2,000 annually, dependent upon 

Southwest’s annual financial and budgetary assessments.  The review period for the 

Longevity Bonus is from July 1st through June 30th.   

 

304.  PAYCHECKS 
 

The standard workweek shall start on Sunday at 12:01 a.m. and shall continue until 12:00 

midnight the following Saturday.  Paychecks are distributed bi-weekly by Friday.   

Effective 9/1/2017 all employees will receive their pay via direct deposit.  Direct deposit 

allows employees to have their paycheck electronically transferred to their checking or 

savings account.  Funds should be available no later than the morning of the scheduled 

payday.  However, we cannot guarantee the date on which your bank posts the funds to 

your account.  The employee’s direct deposit voucher will be sent to the employee’s email 

address on file.   

 

Supervisors will answer questions you may have about your pay.  If an employee should 

feel an error has been made, it should be brought to the attention of the immediate 

supervisor for investigation and correction as soon as possible.  As a general rule, paycheck 

corrections will be made in the next paycheck. 
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The Fair Labor Standards Act (FLSA) is a federal law which requires that most employees 

in the United States be paid at least the federal minimum wage for all hours worked and 

overtime pay at time and one-half the regular rate of pay for all hours worked over 40 hours 

in a workweek.  However, there is an exemption from both minimum wage and overtime 

pay for employees employed as bona fide executive, administrative, professional and 

outside sales employees. These exempt employees are paid a predetermined amount of 

compensation each pay period which cannot be reduced because of variations in the quality 

or quantity of the employee’s work. However, the Agency is not required to pay the full 

salary for weeks in which an exempt employee takes unpaid leave under the Family and 

Medical Leave Act (29 C.F.R. 825.206(a)(2015).   It is the Agency’s policy to comply with the 

salary basis requirements of the FLSA.  Therefore, the Agency prohibits any improper 

deductions from the salaries of exempt employees.  If you believe that an improper 

deduction has been made to your salary, you should immediately report this information to 

Payroll.  Reports of improper deductions will be promptly investigated.  If it is determined 

that an improper deduction has occurred, you will be promptly reimbursed for any 

improper deduction made.  

 

305.  TIMEKEEPING 

 
Federal and state laws require the Agency to maintain accurate records of all time worked 

by employees.  Employees must record all time worked accurately.  Employees are 

responsible for recording and verifying their own time worked. Tampering, altering, or 

falsifying time records or recording time on another employee’s time sheet is not allowed 

and may result in disciplinary action, up to and including termination.  
 

306.  PAYROLL DEDUCTIONS 

 
Southwest HRA is required by law to make proper deductions from your earnings.  

Mandated withholdings include Federal Income and Social Security (FICA) and Medicare 

taxes.  Additionally, other voluntary deductions may be deducted from your paycheck, 

including health insurance coverage, United Way, or other offered deductions that may be 

elected by the employee. 

 

The Agency is required by law to recognize certain court order, liens, or wage 

garnishments.  If Southwest HRA receives a notice of a pending garnishment or wage 

assignment regarding your pay, you will be notified. 

 

307.  ADVANCES AND LOANS 
 

There will be no wage advances or loans made to any employee. 
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308.  INSURANCE BENEFITS 
 

Southwest encourages all employees to safeguard their health and assists employees in this 

regard by offering various medical and health programs. Regular employees scheduled to 

work at least 30 hours a week are eligible to join the insurance plans offered by Southwest. 

Southwest offers a variety of plans and provides for convenient payroll deductions. 

According to provisions in plan documents, active employees over age 65 may continue in 

their respective plans until actual retirement. 

 

All benefits provided by Southwest Human Resource Agency are described in official 

documents kept on file for examination by any participating employee.  Such documents 

relating to the respective benefit plans and contractual agreements are the only official and 

binding documents concerning Southwest Human Resource Agency benefits.  Southwest 

may alter, amend, or rescind any part of the insurance benefits at any time for any reason. 

 

During new hire orientation, eligible employees will be given an opportunity to select 

insurance benefits. Once a year during open enrollment, all current employees will have an 

opportunity to change, add, or cancel coverage (except where qualifying events supersede). 

Eligible employees who wish to enroll in a plan after 31 days of employment may do so 

only during the annual open enrollment period.  Participation in the health care plans is 

optional for all eligible employees. 

 

309.  GROUP MEDICAL INSURANCE 
 

Regular full-time employees wishing to be enrolled in group medical insurance will be 

required to complete and return an enrollment form within the required enrollment time. 

 

310.  COBRA 

 
Any employee covered under a Southwest Health Care Plan at termination is eligible to 

continue coverage for up to 18 months by paying the full cost of coverage.  Additional 

information concerning Consolidated Omnibus Budget Reconciliation Act (COBRA) may 

be found on the Agency website or in the Evidence of Coverage (EOC) document located 

in the HR Director’s office.  

 

311.  CONTINUING MEDICAL COVERAGE At RETIREMENT 

 
Employees who meet the eligibility rules may continue health insurance at retirement until 

eligible for Medicare.  They may also continue coverage for their eligible dependents until 

the dependents become eligible for Medicare or otherwise cease to meet eligibility 

requirements.  Information on eligibility requirements can be found in the Guide to 

Continuing Insurance at Retirement, available on the Benefits Administration website.     
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312.  LONG-TERM DISABILITY 
 

Long-Term Disability insurance is provided, at no cost, for regular full-time employees. If 

an employee wishes to file a disability claim it is their responsibility to notify the HR 

Department.    

 

313.  RETIREMENT 

 
Employees of Southwest HRA are members of the Political Subdivision Pension Plan, a 

defined benefit pension plan administered by the Tennessee Consolidated Retirement 

System (TCRS).  TCRS provides retirement benefits as well as death and disability 

benefits.  This retirement plan is noncontributory.  Members become eligible to retire at 

the age of 60 with five years of membership or at any age with 30 years of membership.  

Regular full-time employees are eligible for membership after completing 6 months of 

service.  Full-time employees attain vesting rights after five years of membership.   Current 

part-time TCRS participants attain vesting rights after ten years of membership.   Eligible 

employees may contact the HR Department for specific Plan information.  More 

information may be found at http://treasury.tn.gov/tcrs/.  Participating members may go to 

mytcrs.com to register for online access to their accounts. 

 

 

314.  WORKERS’ COMPENSATION 
 

Employees who are injured or become ill as a result of performing their jobs are protected 

by state Workers’ Compensation laws.  An employee who suffers a work related injury or 

illness should report the incident to their supervisor immediately.  

 

If medical treatment is necessary in connection with a work related injury or illness, the 

employee must choose a treating physician from a panel of physicians provided by the 

Agency.  Your supervisor can provide you with a list of designated physicians. If the 

employee fails to follow the Agency’s Workers’ Compensation procedures, the employee 

may be personally responsible for medical expenses.  

 

Supervisors may follow up on any occupational illness or injury by contacting the HR 

Assistant. 

 

 

 

 

315.  UNEMPLOYMENT INSURANCE 

 

http://treasury.tn.gov/tcrs/
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Unemployment insurance will be provided by the Agency on each employee through the 

Tennessee Department of Employment Security.  Eligibility for unemployment 

compensation benefits is determined by Tennessee law for those employees who are laid 

off because of lack of work or otherwise unemployed through no fault of their own. 

 

316.  LIFE INSURANCE 
 

A Group Term Life Insurance policy is provided, along with Accidental Death and 

Dismemberment Insurance (AD&D) policy for all regular full-time employees. This 

coverage is provided at no cost to the employee, and is effective on the first day of the 

month following 30 days of continuous employment provided an enrollment form has been 

completed and returned within the required enrollment period. 

 

317.  FLEXIBLE BENEFITS PROGRAM (Cafeteria Plan) 
 

Southwest offers to employees who work a minimum of 30 hours per week the opportunity 

to participate in a comprehensive Cafeteria Plan.  This plan allows employees to be given 

a salary reduction option so that certain eligible expenses may be paid with pre-tax dollars 

rather than after-tax dollars.  The Cafeteria Plan permits each participating employee the 

option of selecting at least one taxable benefit (cash) and one statutory nontaxable cash 

compensation. 

 

A “statutory nontaxable benefit” is any benefit for which an express exclusion from gross 

income is provided for the Code.  Those benefits selected for inclusion in SWHRA plan 

are: 
 

1. Medical expense reimbursement. 

2. Accident or health plan coverage. 

3. Dependent care assistance benefits. 

4. Participation in a qualified cash or deferred arrangement. 

5. Others, as may be eligible. 

 

The flexible benefit program will be operated on a calendar year basis.  Employees may 

only enter the program on the date specified by the plan.  Once an employee has signed a 

salary reduction agreement, no change or revocation can be made at any time during the 

plan period unless there is a change in family status (i.e., marriage, divorce, death of a 

spouse or child, birth or adoption of a child or termination of employment of a spouse). 

 

 

 

318.  CREDIT UNION MEMBERSHIP 
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Employees of Southwest HRA have the opportunity to become members of Leaders Credit 

Union.  To open an account, employees simply complete a membership form and make a 

deposit.  A membership form may be obtained from the payroll clerk. 

 

319.  CREDITED SERVICE 
 

Southwest makes certain benefits available to employees based on their credited service. 

Credited service is established for each employee in accordance with the following 

guidelines: 

 

Employee Accruals 
Eligible employees begin receiving credited service their first day of work and continue to 

do so unless their service is interrupted by an extended leave of absence. However, if the 

employee’s extended leave of absence qualifies as Condition for Continuation of Credited 

Service during Absence as defined below there will be a continuation of credited service 

during the absence. Accrual of credited service continues until an employee leaves the 

Agency.   

 

Conditions for Continuation of Credited Service during Absence 

 

Credited Service continues during approved periods of absence in the following instances: 

 

• Leave of absence for military service consistent with the provisions of Southwest’s 

Military Leave Policy. 

• Leave of absence to accept an assignment determined beforehand by an appropriate 

Agency Officer to be mutually beneficial to Southwest and another organization. 

• Unpaid leave taken under the Family Medical Leave Act.  

• Absence due to an approved leave of absence for up to one year or a period during 

which the employee receives a salary payment from Southwest, whichever is longer. 

 

Uncompensated time accrued during an approved “Continuation of Credited Service During 

Absence” will not receive credit as time worked by the Tennessee Consolidated Retirement 

System. 

 

Seasonal, Casual, Substitute, or On-Call employees do not accrue credited service. 

 

A temporary full-time employee receives credit for time worked only when he or she 

accepts a regular full-time position, provided the regular employment commences without 

interruption in service. In this instance, credited service reverts to the starting date of the 

employee’s most recent temporary full-time employment period.  
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320.  RESTORATION OF CREDITED SERVICE AFTER LEAVE OF 

ABSENCE OR REHIRE  
(Implemented June 16, 2011) 

 

Southwest employees who leave employment voluntarily and are rehired within 180 days 

of their release date will receive prior credited service.  Southwest employees who leave 

employment involuntarily (lack of funds, lack of work, or position elimination, etc.) due to 

no fault of employee and are rehired within 365 days of their release date will receive prior 

credited service.  HR will compute an adjusted credited service date that deducts the 

absence period.  This adjusted service date will be applied when calculating leave accruals, 

longevity pay, and service awards. 

 

Southwest employees who leave employment voluntarily and are rehired after 180 days of 

their release date will not be eligible for restoration of credited service.  Southwest 

employees who leave employment involuntarily and are rehired after 365 days of their 

release date will not be eligible for restoration of credited service.  The rehired employee 

will be treated as a newly hired employee and therefore, previous service will not be 

considered when calculating leave accruals, longevity pay, and service awards. 

 

Southwest’s HR Department will maintain records’ pertaining to each employee’s accrued 

credited service. 
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SECTION 400 

 

TIME – OFF 

 

 

401.  PAID HOLIDAYS “H” 

Eligible: Regular Full-Time Employees (Part-Time Employees hired before August 15, 

2013) 

Holidays recognized by the Agency include, but are not limited to:  

 

New Year’s Day    Labor Day 

Martin Luther King Day   Veterans’ Day 

President’s Day    Thanksgiving Day 

Good Friday    Friday after Thanksgiving Day 

Memorial Day    Christmas Day 

Independence Day   (And other days designated by the State of TN) 
 

When a paid holiday falls on a Sunday, the following Monday will be observed as the 

holiday.  When a holiday falls on a Saturday, the preceding Friday will be observed as the 

paid holiday unless otherwise specified. 

 

If a recognized holiday falls during an eligible employee’s paid absence (such as vacation 

or sick leave), holiday pay will be provided instead of the paid time off. 

 

Employees on unpaid leave of absence will not receive holiday pay.  An employee must 

be in a “paid” status the day before and the day after a holiday in order to receive holiday 

pay. 

 

402.  JURY DUTY 

Eligible:  All Employees 

Jury Duty 

Southwest regards jury duty as an important community responsibility and expects 

employees to fulfill their civic responsibilities by serving jury duty when required.  An 

employee summoned to serve as a juror in any court of the United States or the State of 

Tennessee shall be excused from work without loss of pay for the period actually required 

for the jury service.  Compensation shall be at the regular salary rate less any compensation 

received as a witness or juror.  Employees should show the jury duty summons to their 

supervisor as soon as possible so that the supervisor may make arrangements to 
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accommodate the employee’s absence.  The employee is expected to report for work 

whenever the court does not require his or her presence, unless such responsibility for jury 

duty exceeds three (3) hours during the day for which the excuse is sought.  Insurance 

benefits and accrual for benefits calculations, such as vacation or holiday benefits, will 

continue for the period of jury service. 

 

Following jury duty, the employee must submit to the SWHRA Payroll Clerk a copy of 

their pay voucher from the Clerk of the Court indicating his or her dates of paid service.    

The voucher is to be attached to the employee’s timesheet.  

Witness Duty 

Southwest recognizes that employees must appear in court for witness duty whenever 

subpoenaed to do so.  Employees will be granted unpaid time off for absence due to witness 

duty.  However, paid leave such as vacation may be used.  The subpoena should be shown 

to the employee’s supervisor immediately after it is received to accommodate the 

employee’s absence.  The employee is expected to report for work whenever the court does 

not require his or her presence.  If the employee has been subpoenaed as a witness for the 

Agency as a result of a job-related event, he or she will be paid for the period of witness 

duty.   
 

403.  TIME OFF to VOTE 

Eligible: All Employees 

SWHRA encourages employees to exercise their voting privileges.  Employees who are 

unable to vote before or after normally scheduled work periods because the polls do not 

open three hours before the beginning of the work day or remain open for three hours after 

the end of the work day, may be allotted time off with pay, by their supervisor, for voting 

in local, state and federal elections not to exceed three (3) hours.   
 

 

404.   FAMILY AND MEDICAL LEAVE “FMLA” 

         Eligible:  Employees in accordance with statute. 

Family and Medical Leave 

General Provisions 

 

Under this policy, Southwest will grant up to 12 weeks (or up to 26 weeks of military 

caregiver leave to care for a covered service member with a serious injury or illness) during 

a 12-month period to eligible employees. The leave may be paid, unpaid or a combination 

of paid and unpaid leave, depending on the circumstances of the leave and as specified in 
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this policy.  Southwest will calculate the 12 weeks of unpaid leave in a 12-month period 

measured forward from the date of the employee’s first FMLA leave usage.  This method 

will be effective as of September 1, 2015. 

All employees requesting FMLA leave must provide verbal or written notice of the need 

for the leave to the Human Resources Assistant or Human Resources Director. When the 

need for the leave is foreseeable, the employee must provide the Agency with at least 30 

days’ notice. When an employee becomes aware of a need for FMLA leave less than 30 

days in advance, the employee must provide notice of the need for the leave either the same 

day or the next business day. When the need for FMLA leave is not foreseeable, the 

employee must comply with the Agency’s usual and customary notice and procedural 

requirements for requesting leave, absent unusual circumstances.  

Eligibility 

 

To qualify to take family or medical leave under this policy, the employee must meet the 

following conditions: 

 The employee must have worked for the company for 12 months or 52 weeks. The 

12 months or 52 weeks need not have been consecutive. Separate periods of 

employment will be counted, provided that the break in service does not exceed 

seven years. Separate periods of employment will be counted if the break in service 

exceeds seven years due to National Guard or Reserve military service obligations 

or when there is a written agreement, including a collective bargaining agreement, 

stating the employer’s intention to rehire the employee after the service break. For 

eligibility purposes, an employee will be considered to have been employed for an 

entire week even if the employee was on the payroll for only part of a week or if 

the employee is on leave during the week.  

 The employee must have worked at least 1,250 hours during the 12-month period 

immediately before the date when the leave is requested to commence. The 

principles established under the Fair Labor Standards Act (FLSA) determine the 

number of hours worked by an employee. The FLSA does not include time spent 

on paid or unpaid leave as hours worked. Consequently, these hours of leave should 

not be counted in determining the 1,250 hours eligibility test for an employee under 

FMLA. 

 The employee must work in a work site where 50 or more employees are employed 

by the company within 75 miles of that office or work site. The distance is to be 

calculated by using available transportation by the most direct route. 
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Type of Leave Covered 

To qualify as FMLA leave under this policy, the employee must be taking leave for one of 

the reasons listed below: 

 The birth of a child and in order to care for that child. 

 The placement of a child for adoption or foster care and to care for a newly placed 

child. 

 To care for a spouse, child or parent with a serious health condition (described 

below). 

 The serious health condition (described below) of the employee. 

 Qualifying exigency leave for families of members of the National Guard or 

Reserves or of a regular component of the Armed Forces when the covered military 

member is on covered active duty or called to covered active duty. An employee 

whose spouse, son, daughter or parent has been notified of an impending call or 

order to covered active military duty or who is already on covered active duty may 

take up to 12 weeks of leave for reasons related to or affected by the family 

member’s call-up or service. The qualifying exigency must be one of the following: 

a) short-notice deployment, b) military events and activities, c) child care and 

school activities, d) financial and legal arrangements, e) counseling, f) rest and 

recuperation, g) post-deployment activities, and h) additional activities that arise 

out of active duty, provided that the employer and employee agree, including 

agreement on timing and duration of the leave.  

 Military caregiver leave (also known as covered service member leave) to care for 

an injured or ill service member or veteran. An employee whose son, daughter, 

parent or next of kin is a covered service member may take up to 26 weeks in a 

single 12-month period to take care of leave to care for that service member.  

Definitions and Guidelines for Leave 

Serious Medical Condition 

An employee may take leave because of a serious health condition that makes the employee 

unable to perform the functions of the employee’s position. 

A serious health condition is defined as a condition that requires inpatient care at a hospital, 

hospice or residential medical care facility, including any period of incapacity or any 

subsequent treatment in connection with such inpatient care or as a condition that requires 

continuing care by a licensed health care provider. 
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This policy covers illnesses of a serious and long-term nature, resulting in recurring or 

lengthy absences. Generally, a chronic or long-term health condition that would result in a 

period of three consecutive days of incapacity with the first visit to the health care provider 

within seven days of the onset of the incapacity and a second visit within 30 days of the 

incapacity would be considered a serious health condition. For chronic conditions requiring 

periodic health care visits for treatment, such visits must take place at least twice a year.  

Employees with questions about what illnesses are covered under this FMLA policy or 

under the company's sick leave policy are encouraged to consult with the Human Resource 

Director.  

If the employee takes paid leave for a serious health condition that would also qualify as a 

“serious health condition” as defined by the FMLA, the employee is also required to take 

FMLA leave if he or she meets all other qualifications (length of employment, number of 

hours, etc.).  Company will designate all or such portion of the leave as FMLA leave, 

regardless of whether the employee desires to use FMLA leave.  FMLA leave shall run 

concurrently with any other leave taken by the employee.  This policy includes, but is not 

limited to, any type of paid leave, paid time off, and workers’ compensation leave.  FMLA 

leave longer than the employee’s earned/accrued paid time off will be granted without pay. 

Failure to cooperate with the company designating a qualifying leave as FMLA leave may 

result in discipline, up to and including termination. 

Additionally, if an employee takes FMLA leave, he or she will also be required to use 

earned/accrued paid leave as set forth by company policy while taking FMLA leave.  

Again, that leave will run concurrently with FMLA leave.  

Tennessee Maternity Leave Law   

  1. Tennessee's Maternity Leave Law provides that all employers, both public and private, 

must allow up to 4 months' maternity leave for pregnancy, childbirth, adoptions, and 

nursing. The law applies to both male and female employees. To qualify, an employee must 

have been employed for at least 12 consecutive months as a full-time employee. 

2. An employee who gives at least 3 months' advance notice of his or her leave and an 

intention to return to full-time employment after maternity leave must be restored to his or 

her previous or a similar position. Employees who are unable to give 3 months' notice 

because of a medical emergency do not lose their right to reinstatement. Leave will not 

affect the employee's rights to seniority, promotion, vacation time, sick leave, or other 

benefits and bonuses for which he or she was eligible at the date of leave (TN Code Sec. 

4-21-408). If an employee's job is so unique that the employer cannot, after reasonable 

efforts, fill that position temporarily, the employer will not be liable for failure to reinstate 

the employee at the end of her/his maternity leave period. 

Military Leave  
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Covered active duty means: 

 In the case of a member of a regular component of the Armed Forces, duty during 

the deployment of the member with the Armed Forces to a foreign country. 

 In the case of a member of a reserve component of the Armed Forces, duty during 

the deployment of the member with the Armed Forces to a foreign country under a 

call or order to active duty under a provision of law referred to in Title 10 U.S.C. 

§101(a)(13)(B). 

The leave may commence as soon as the individual receives the call-up notice. (Son or 

daughter for this type of FMLA leave is defined the same as for child for other types of 

FMLA leave except that the person does not have to be a minor.) This type of leave would 

be counted toward the employee’s 12-week maximum of FMLA leave in a 12-month 

period. 

Next of kin is defined as the closest blood relative of the injured or recovering service 

member.  

The term covered service member means: 

 A member of the Armed Forces (including a member of the National Guard or 

Reserves) who is undergoing medical treatment, recuperation or therapy or is 

otherwise in outpatient status, or is otherwise on the temporary disability retired 

list, for a serious injury or illness. 

 A veteran who is undergoing medical treatment, recuperation or therapy for a 

serious injury or illness and who was a member of the Armed Forces (including a 

member of the National Guard or Reserves) at any time during the period of five 

years preceding the date on which the veteran undergoes that medical treatment, 

recuperation or therapy. 

The term serious injury or illness means: 

 In the case of a member of the Armed Forces (including a member of the National 

Guard or Reserves), an injury or illness that was incurred by the member in line of 

duty on active duty in the Armed Forces (or that existed before the beginning of the 

member’s active duty and was aggravated by service in line of duty on active duty 

in the Armed Forces) and that may render the member medically unfit to perform 

the duties of the member’s office, grade, rank or rating. 

 In the case of a veteran who was a member of the Armed Forces (including a 

member of the National Guard or Reserves) at any time during a period when the 

person was a covered service member, a qualifying (as defined by the Secretary of 

Labor) injury or illness that was incurred by the member in line of duty on an active 
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duty in the Armed Forces (or that existed before the beginning of the member’s 

active duty and was aggravated by service in line of duty on active duty in the 

Armed Forces) and that manifested itself before or after the member became a 

veteran. 

Intermittent or Reduced Scheduled Leave: 

 

FMLA leave may be taken intermittently or on a reduced work schedule basis. If FMLA 

leave is taken intermittently or on a reduced schedule basis, then the Agency may require 

the employee to transfer temporarily to an available alternative position with an equivalent 

pay rate and benefits, including a part-time position, to better accommodate recurring 

periods of leave due to foreseeable medical treatment. 

 

Every employee is obligated to make a reasonable effort to schedule medical treatment so 

as not to unduly interrupt Agency operations. Any employee who needs an intermittent or 

reduced schedule leave shall submit an application for such leave on a form supplied by 

the Agency at the time described above. The employee shall also, within the time limits set 

forth, furnish Agency with the proper medical certification on Form WH-380-E, which will 

be supplied by Agency, regarding the need for such intermittent or reduced schedule leave. 

As in the case for other FMLA leaves, Agency may require a second or third medical 

certification. Prior to the commencement of any intermittent or reduced schedule leave, the 

employee requesting intermittent or reduced scheduled leave must advise the Agency of 

the reasons why the intermittent/reduced scheduled leave is necessary and of the schedule 

for treatment, if applicable. The employee and the Agency shall attempt to work out a 

schedule for such leave that meets the employee’s needs without disrupting Agency 

operations. 

Notice and Certification 
 
Employees must provide where applicable: 
 
- medical certification supporting the need for leave due to a serious health condition 

affecting the employee or an immediate family member, for the serious injury or illness 

of a covered service member and for qualifying exigency leave; 
 
- second or third medical opinions (at Southwest’s expense) and periodic confirmation; 

and 
 
- Periodic reports during FMLA leave regarding the employee’s intent to return to work. 

 

Southwest’s FMLA Policy does not affect any other federal or state law which prohibits 

discrimination, nor supersede any state or local law which provides greater family or 

medical leave protection.   
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Return to Work 

An employee who takes leave under this policy may be asked to provide a fitness for duty 

clearance from the health care provider. This requirement will be included in the response 

to the FMLA request. Generally, an employee who takes FMLA leave will be able to return 

to the same position or a position with equivalent status, pay, benefits and other 

employment terms. The position will be the same or one which is virtually identical in 

terms of pay, benefits and working conditions. The Agency may choose to exempt certain 

key employees from this requirement and not return them to the same or similar position. 

 

Paid Leave Benefit Coordination with FMLA Leave: 

 

FMLA leave under this policy is generally unpaid leave. If, however, the employee is 

eligible for any paid leave under any other benefit programs such as accrued vacation or 

unused sick days, the employee will be required to exhaust the paid leave upon the 

commencement of, and concurrently with, FMLA leave (unless the employee’s own 

serious health condition has caused the leave and the employee is receiving workers’ 

compensation benefits). Paid leave will run concurrently and be counted toward the 

employee’s total 12-week or 26-week period of FMLA leave. 

 

Employees on leave that qualifies both as workers’ compensation and FMLA leave who 

are offered a light duty position will have the option of remaining on FMLA leave without 

pay (and foregoing the light duty position and additional workers’ compensation benefits) 

or accepting the light duty position. If the employee accepts the light duty position, then 

the employee’s right to job restoration (as described below) runs through the end of the 

applicable Leave Year. If the employee accepts light duty, then s/he retains the right to be 

restored to the same position the employee held at the time his or her FMLA leave 

commenced or to an equivalent position. 

 

Benefits During FMLA Leave   

Health/Disability/Life Insurance:  While an employee is on leave, the Agency will 

continue the employee's health benefits during the leave period at the same level and under 

the same conditions as if the employee had continued to work. If the employee chooses not 

to return to work for reasons other than a continued serious health condition of the 

employee or the employee's family member or a circumstance beyond the employee's 

control, the Agency will require the employee to reimburse the amount it paid for the 

employee's health insurance premium during the leave period.  

Under current Agency policy, the employee pays a portion of the health care premium. 

While on paid leave, the Agency will continue to make payroll deductions to collect the 

employee's share of the premium. While on unpaid leave, the employee must continue to 

make this payment, either in person or by mail. If the payment is more than 30 days late, 

the employee's health care coverage may be dropped for the duration of the leave. The 

employer will provide 15 days' notification prior to the employee's loss of coverage.  
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If the employee contributes to a life insurance or disability plan, the employer will continue 

making payroll deductions while the employee is on paid leave. While the employee is on 

unpaid leave, the employee may request continuation of such benefits and pay his or her 

portion of the premiums, or the employer may elect to maintain such benefits during the 

leave and pay the employee's share of the premium payments. If the employee does not 

continue these payments, the Agency may discontinue coverage during the leave. If the 

employer maintains coverage, the employer may recover the costs incurred for paying the 

employee's share of any premiums, whether or not the employee returns to work. 

405.  PERSONAL LEAVE REQUESTS 

       Eligible:  Regular Employees 

Southwest may approve a request for an unpaid LOA for up to one year for medical, 

military, or other approved personal reasons not covered by other leave policies. A LOA 

granted by Southwest does not guarantee reinstatement at the end of the leave period.   

A request for an LOA must be submitted in writing to the employee’s Program Director in 

advance. This request should state the specific reason the LOA is being requested and the 

prospective beginning and end dates.  In evaluating requests for leave, the Agency may 

consider items such as length of service, departmental needs, and performance history.   

 

Benefit Continuation during Leaves of Absence (LOAs): An eligible employee on 

approved unpaid LOA may continue his or her insurance by paying the employee portion 

of the premium. Southwest will continue to pay the employer contribution; however, if the 

employee does not return to work, Southwest has the right to collect all employer 

contributions paid during the LOA. 

Sick and annual leave will not be accrued during the period of an unpaid leave of absence.   

 

406.  MILITARY LEAVE 

Eligible: All Employees 

It is Southwest’s policy to recognize an eligible employee’s obligations for service with 

the Armed Forces of the United States and to grant a military leave.  Agency employees 

who are members of any reserve component of the armed forces of the United States, 

including members of the Tennessee Army and Air National Guard, shall be entitled to 

leave of absence from work without loss of pay, regular leave or vacation, impairment of 

efficiency rating or any other rights or benefits to which they are otherwise entitled, for all 

periods of military service for duty or training. Each employee who is on military leave 

shall be paid his/her salary for a period or periods, not to exceed twenty (20) working days 

in any one (1) calendar year. After that time, the employee may use any accumulated annual 

leave time if he/she so chooses. At the end of the twenty (20) days (or when annual leave 

is exhausted) the employee will then be on leave of absence without pay.  The Agency also 



 

Southwest Human Resource Agency 65 Revised:  August 19, 2021 

 

 

 

 

 

complies with the requirements of the Uniformed Services Employment and 

Reemployment Rights Act (USERRA).  

 

 

 

Military Induction Leave 

Employees must furnish a copy of their military orders to their immediate Program Director 

for filing in their personnel file, who will forward them to the Payroll Clerk. An employee 

taking Military Induction Leave will be subject to termination sign-out procedures and is 

expected to notify Human Resources of the expected discharge date and date of return to 

work. Employees on Annual Military Training leave will furnish a copy of the military pay 

voucher to the Payroll Clerk as soon as possible after return to work.  

407.  EXCUSED AGENCY SCHEDULE CHANGE 

Eligible: Regular Employees 

The Executive Director or the Executive Deputy Director of the Agency may declare an 

administrative closing or alter Southwest’s work schedule based on severe weather 

conditions or other factors. Some employees may be required to report to work during an 

administrative closing in order to maintain minimal Agency operations.  

All eligible employees will receive normal earnings for regular work hours that fall during 

an administrative closing. 

Employees who are absent by prearrangement or choose to leave work before an adminis-

trative closing is declared are not eligible for administrative closing pay.  Exempt 

employees may work at home on projects during administrative closings with approval 

from their Program Director or the Executive Director.  

408.  VACATION AND SICK LEAVE ACCRUALS 

Eligible: Regular Full-Time Employees (Part time employees hired before August 15, 

2013) 

Vacation (Annual Leave) 

 

Southwest vacation time is allocated and taken on a calendar year basis and is given 

according to the following schedule: 

 

Length of Service **Annual Accrual Maximum Accrual 

Day 1 through 3 years 5 hours per pay period 160 hours 

3 years + 6 hours per pay period 160 hours 
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Employees may carry over vacation balances up to the maximum accrual as shown above.  

If an employee accumulates the maximum accrual amount, excess hours earned in annual 

leave will transfer to sick leave. 

 

Requests for more than one day of annual leave shall be made to the immediate supervisor 

at least two (2) weeks, when possible, prior to the date leave commences.  All annual leave 

shall be approved by the immediate supervisor and granted insofar as possible, avoiding 

interference with the work of the Agency and by the Executive Director. 

 

Program Directors may require employees to provide their vacation schedule by an 

announced date each year.   

 

In the event of a conflict between employees as to scheduling of annual leave, Agency 

seniority will prevail. 

 

Employees may not borrow vacation leave that is not yet accrued.  No cash payment will 

be made for unused vacation except at termination.   
 
 
Holiday: If a paid holiday occurs while an employee is on vacation, the day will not be 

counted against accrued vacation time. 

Administrative Closing: If a Southwest facility is closed while an employee is on vacation, 

the day will be counted against accrued vacation. 

Retirement: Employees who retire from Southwest may elect to receive their accrued 

vacation in a lump sum or use it to extend their date of retirement. The employee will be 

covered by all applicable benefits until the day of retirement. 

Termination, Resignation, or Separation: An employee’s last day in work status will 

become his or her date of termination. Vacation may not be used to extend the termination 

date. Accrued vacation will be paid in a lump-sum amount with the final paycheck.  

Sick Days and Bereavement Leave 

 

Sick leave accrues at the same rate as annual leave to a maximum of 1,056. 

 

 

Length of Service **Sick Accrual Maximum Accrual 

Day 1 through 3 years 5 hours per pay period 1056 hours 

3 years + 6 hours per pay period 1056 hours 
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All sick leave earned in excess of 1,056 hours will be placed in an accrual account for 

retirement credit only.  At retirement, all unused sick leave will be submitted to TCRS for 

retirement credit. 

 

Sick leave is to be used for personal illness of the employee or immediate family, as well 

as bereavement leave.  Sick leave is not extra “vacation”.  However, if leave is required in 

excess of accrued sick leave, accrued vacation days may be taken.  Immediate family 

includes the following:  spouse, parents, grandparents, children, grandchildren, siblings, 

and in-laws.  Other close relationships may be considered with Executive Director 

approval.  

 

Absence due to sickness that exceeds three (3) days must be supported by a physician’s 

certification or reasons acceptable and approved by the Executive Director.  Disapproved 

leave will be charged to annual leave, or leave without pay. 

 

Improper use of sick leave shall be grounds for immediate termination.  Accrued sick leave 

will not be paid at termination of employment but will be transferred to TCRS for 

retirement service credit.  Unused sick leave will not be reinstated to a person returning to 

employment. 

 

Southwest expects employees to use their sick days and medical leave judiciously. Should 

excessive leave interfere with job performance to the detriment of the employee’s work 

unit, Southwest may consider the absences in performance evaluations and salary reviews. 

For employees taking leave under FMLA, Program Directors must consult the HR Director 

before taking action.  

A holiday that occurs during a paid medical leave is recorded as a holiday, not as medical 

leave; however, for employees on FMLA leave, the holiday will count as part of the leave 

period. 

*During state of emergencies or other extraordinary circumstances, the Agency may allow 

employees to use accrued sick leave prior to using accrued annual leave, with written 

permission from the Executive Director. 

**Employees are required to work a minimum of thirty (30) hours per week to be 

considered regular full-time employees. All regular full-time employees are assigned a 

certain number of hours to work per week. This is the employee's "established regular full-

time work week". If the regular full-time employee, for any reason, voluntarily elects to 

work a number of hours LESS than his or her established regular full-time work week, the 

employee's accrual of vacation (annual) and sick leave will be reduced in proportion to his 

or her reduced work week. For example: "Employee A" is hired to work 40 hours per week 

(80 hours per pay period). "Employee A" decides at a later time that he/she is only able to 

work 30 hours per week (60 hours per pay period). The reduced number of hours worked 

during the pay period (60 hours) is 75% of "Employee A's" established regular full-time 
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work schedule of 80 hours per pay period; therefore, "Employee A" will only accrue 75% 

of his/her vacation (annual) and sick hours for that pay period. If "Employee A" is accruing 

5 hours each of vacation (annual) and sick time, he/she will only accrue 3.75 hours (75% 

of 5 hours) of vacation (annual) and sick time for the pay period in which "Employee A" 

worked a reduced number of hours. If "Employee A" is accruing 6 hours each of vacation 

(annual) and sick time, he/she will only accrue 4.5 hours (75% of 6 hours) of vacation 

(annual) and sick time for the pay period in which "Employee A" worked a reduced number 

of hours.  

All requests to work a reduced work schedule must be requested in writing to the 

employee's Program Director. All reduced work schedules must be approved by the 

employee's Program Director and the Executive Director. 
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SECTION 500 
 

 

EMPLOYEE DEVELOPMENT 
 

 

501. PROFESSIONAL DEVELOPMENT PROGRAMS 
 

Southwest encourages its employees to enhance their skills and to continue their career 

development in order to become increasingly valuable contributors to Southwest. Financial 

assistance provided by Southwest for professional growth activities will be determined 

according to current business needs and constraints, which may vary over time.  

Educational Assistance Program 

All full-time, regular employees, contingent on continued employment in this status, are 

eligible to request a refund of tuition for certain courses of study. All courses of study must 

be approved by the applicable Program Director, and the Executive Director in advance of 

registration. Southwest will reimburse up to 100 percent of the tuition fee and cost of 

required textbooks for approved courses, up to $2,000 per year and no more than one course 

per semester. Courses of study must be provided by an accredited school and must 

accomplish one or more of the following in order to be approved: 

1. Enable the employee to better perform the duties of his/her position with the 

Agency. 

2. Prepare the employee for promotion to a higher classification within the general 

area of specialization for which the employee was hired. 

3. Lead to the earning of a degree in an area of specialization required by, or related 

to, the Agency’s business. 

 

For more information about the Educational Assistance Program please see your supervisor 

or the HR Director. 

 

502. EMERGENCY OPERATIONS PLAN 
 

Unexpected situations may occur which require the Agency to take emergency measures 

to provide for the safety of employees, volunteers, contractors, and clients, and for 

continuity of the Agency’s business operations in a safe and responsible manner in light of 

the pending emergent situation. If, in the discretion of the Agency’s Executive Director, 

such an unexpected emergency situation exists (e.g., the COVID-19 Pandemic), the 

Executive Director is authorized to prepare and implement an Emergency Operation Plan. 

The plan may include, but is not limited to, the following type of actions and practices: 
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1. Facilities: 

a. Temporarily close or reduce the operating hours for Agency facilities and sites; 

b. Institute additional safety or security measures, if needed, to address the 

pending emergency situation; and 

c. Limit employee, volunteer, contractor, and clients’ access to Agency facilities.  

2. Employees: 

a. Alter the number of hours to be worked by employees; 

b. Change the job duties or assignments of employees; 

c. Require employees to work remotely, if it can be done safely and efficiently; 

d. Reduce or alter compensation and benefits of employees whose job duties are 

changed or hours worked are reduced; 

e. Furlough employees;   

f. Require employees to utilize paid time off while working reduced hours or 

while being furloughed; and 

g. Eliminate positions as dictated by the emergency situation.  

3. Implement administrative flexibilities as allowed by the Grantor. 

4. Implement any other measures deemed necessary by the Executive Director to 

address the pending emergency situation in the discretion of the Executive 

Director.  

Employees whose hours are reduced temporarily as a result of implementation of an 

Emergency Operations Plan may have their salary, benefits, and expenses charged to the 

appropriate grant in active awards as allowed by the rules and regulations of the respective 

grants. 

While the Agency is operating under an Emergency Operations Plan, full time employees 

in the administrative cost pool may not, in the discretion of the Executive Director based 

on the circumstances of the emergency situation, be required to use annual or sick leave to 

maintain a full time work schedule. These employees will be expected to work remotely 

and to meet work requirements that allow the Agency to continue physical operations as 

outlined in the emergency plan and to continue to meet required deadline performance 

measures as outlined by each department and program.  

Every reasonable effort will be made to see that employees continue at the same level of 

compensation during the emergency situation.  
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SECTION 600 
 

 

PERFORMANCE MANAGEMENT 
 

 

601.  PROGRESSIVE DISCIPLINE 

 

Employees are expected to observe “common sense” rules: honesty, good conduct, a concern for 

the job, safe work practices and to adhere to generally accepted good behavior in our relations with 

each other.  In our Agency, as in any group with a common purpose, rules are necessary. 

 

Disciplinary Actions 
 
It is the practice of the Southwest to ensure that violations of policies or principles of acceptable 

employee conduct are immediately acknowledged with consistent corrective disciplinary 

action. 

 

Most employee relations problems can and should be handled by informal discussions between 

supervisors and program directors (written documentation of such discussions is required). When 

it becomes apparent, however, that a particular problem is not being resolved, the Human Resource 

Director may be consulted and a joint course of action developed. 

 

The following actions represent examples of the types of serious offenses that may be grounds for 

immediate termination. The list is not intended to be exhaustive.  All terminations require the 

advance approval of the Executive Director. 
 

•    Falsification of records, including timesheets. 

•    Possession, use, or being under the influence of illegal drugs on Southwest property or 

while performing Southwest services. 

•     Possession or consumption of alcoholic beverages on Southwest property.   
• Retaliation towards whistleblowers. 

• Insubordination. 

• Sexual harassment. 

• Theft, including theft of Southwest services. 

• Fighting on Southwest property. 

•   Intent to defraud Southwest through filing a false claim under one of the Employee Benefit 

Programs or an Expense Report. 
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•   An absence of two (2) successive days without an explanation or notification, unless it can 

be proved that the absence is due to circumstances beyond the control of the employee. 

•   Possession of firearms, ammunition, weapons or dangerous explosives on Agency 

property, including agency vehicles. 

• Failure to follow the Head Start Standards of Conduct. 

• Inappropriate, disrespectful, intimidating, or other similar type conduct exhibited toward 

agency employees, clients, vendors, or other third parties an employee may come in contact 

with during his/her employment with the agency. 

Additional examples of disciplinary action are: 
 

• Excessive Absences 

• Excessive Lateness 

• Violation of any Employee Policy as set forth in this Handbook 

• Poor Work Performance 

Southwest may follow the specific options below (not necessarily in listed order) for disciplinary 

action: 
 

• Verbal Warning 

• Written Warning 

• Probation 

• Suspension Without Pay 

• Demotion/Transfer 

• Termination 

 

However, Southwest reserves the right to skip any of the disciplinary measures listed above and to 

determine the appropriate level of discipline for any inappropriate conduct, including but not limited 

to demotion, oral and written warnings, suspension with or without pay and discharge. 
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ADDENDUMS 
 


