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lHello, and welcome to Southwire!  
 
As President and CEO, I’m thankful for the 
ability to lead a privately owned company 
with strong ties to its history and a culture 
focused on empowerment, inclusivity 
and trust. I came to Southwire because 
of the company’s focus on our long-term 
vision, sustainability and growth, as well 
as the opportunity to work closely with the 
talented team members in our company. At 
Southwire, we celebrate the past as we look 
toward the future, and I look forward to the 
great things we will accomplish together.

As you begin your journey as a Southwire team member, it is our priority to ensure you 
understand all of the current benefits for which you are eligible, as well as some of our 
work rules and requirements. As you review the following pages, you will see a wide variety 
of information surrounding these topics. Please take the time to read over this handbook 
carefully, and reach out to your local leader if you have any questions or concerns.

Again, we are excited that you are now part of the Southwire family. My fellow leaders and I 
look forward to working with you as we share in our company’s success.

Thank you,

Rich Stinson
President and Chief Executive Officer

W E L C O M E  T O  S O U T H W I R E
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Southwire’s roots extend to 1937 when Roy Richards, a recent graduate of Georgia Tech, started 
a company to erect power poles. While the prospect of jobs paying $80 per month lured many 
of his classmates to New York, Richards chose to stay in Carrollton, Georgia. On March 23, 1950, 
Richards founded Southwire with three used machines and a workforce of 12 employees. Within 

three years, the fledgling company had 
adapted a continuous casting system 
for making wire rod and was quickly 
becoming a success.
Now, almost 70 years later, Southwire 
employs nearly 8,000 people and 
delivers power to millions around 
the world. Our company produces 
half of the wire and cable used to 
transmit and distribute electricity in 
the United States, and approximately 
half of all homes built in the U.S. 
contain electrical wiring produced 
by Southwire. More than half of the 
world’s refined copper passes through 
an SCR ® system, and our wire plays 
a key role in the creation of other 
products, including automotive wiring 
harnesses and electrical motors.

Southwire’s corporate structure 
revolves around four key areas: Wire 
and Cable; Tools, Components and 
Assembled Solutions; Operations and 
Metals. In every part of the business, 
Southwire continues to provide high 
quality products and service, and with 
a full line of solutions that reach into a 
variety of unique markets, Southwire 

leads the industry in new and innovative ideas designed to save time and money, simplify 
installation and effectively meet the needs of our customers.

Additionally, Southwire continues to focus strongly on its sustainability goals of Growing Green, 
Living Well, Giving Back, Doing Right and Building Worth. These themes ensure Southwire’s 
commitment to its team members, the environment and the local community – and guide our 
company toward future growth and success.

O U R  C O M P A N Y  H I S T O R Y



ONE SOUTHWIRE MEANS WE WILL 
ACT AS A UNIFIED COMPANY BY 

SHARING OUR VALUES, CULTURE, 
COMMITMENT AND PROCESSES 
IN ORDER TO PROVIDE THE BEST 

SOLUTIONS TO OUR STAKEHOLDERS.

STRENGTHEN
ORGANIZATION
FOR GROWTH

INVESTMENT
IN OUR 
TALENT

ENGAGEMENT
WITH OUR 

EMPLOYEES

INCREASE
50% IN

FIVE YEARS

EXPAND
SOLUTIONS & NEW

TECHNOLOGIES

OPTIMIZE
OUR SALES 
CHANNELS

CONSISTENCY
WITH OUR
PROCESSES

IMPROVEMENT
IN OUR QUALITY

& SAFETY

EFFICIENCY
THROUGH OUR 

SYSTEMS



WE HAVE 
A GLOBAL 

FOOTPRINT
THAT BEGINS 
AND ENDS AT 

HOME
Growing Green - We will reduce our environmental footprint, even 
as we sustain our business and the communities in which we live and 
work. At Southwire, we recognize that our success depends on the 
conscientious use of the finite resources of our planet, and we maintain 
a deep commitment to responsible growth and actively integrating 
environmental priorities into our core operations.

Living Well  - At Southwire, we nurture the culture of a “Southwire 
family” and we work each day to enhance the lives of our team members 
by building a workplace that is inclusive, supportive and engaging. Safety 
and health are top priorities, and we will always treat each other with 
dignity and respect.

Giving Back -  Our neighbors depend on us, just as we depend 
on them, so we are committed to improving the quality of life in the 
communities in which we work. At Southwire, this goes beyond providing 
jobs and paying taxes; it means supporting those in need  
with time, talent and financial resources.

Doing Right - We foster a culture guided by the ethics of mutual 
respect, integrity and honesty. At Southwire, we are committed  
to supporting those values in every aspect of our business and working 
lives, and we promise transparency and responsiveness  
when challenges arise.

Building Worth - Our success depends on our customers’ success. 
We build worth for our shareholders, customers and other stakeholders 
by achieving the highest quality and best service in our industry, and 
delivering it with a culture of excellence.

Our Vision 
We Deliver Power...Responsibly®

Our Mission
To be a preferred provider of solutions to the electrical industry 
by providing innovative products and services with exceptional 
quality and delivering on our promises.

OF THE WORLD’S
COPPER ROD
PASSES THROUGH A
SOUTHWIRE SCR® SYSTEM 

OF THE WIRE AND CABLE USED 
TO TRANSMIT AND DISTRIBUTE

ELECTRICITY
THROUGHOUT THE U.S. IS PRODUCED BY SOUTHWIRE 

OF AMERICAN
HOMES
CONTAIN ELECTRICAL WIRING

PRODUCED BY SOUTHWIRE 
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Team Member Handbook
This Team Member Handbook applies to team 
members of Southwire Company, LLC and its affiliated 
companies (collectively referred to in this Handbook as 
“Southwire” or the “Company”) who are based in the 
United States.
This Handbook contains information about Southwire’s 
employment policies and procedures. The policies and 
procedures in this Handbook are guidelines only.  This 
handbook is reviewed annually, if a policy referenced 
in this handbook is updated after the annual release, 
the policy shall control.  
Southwire reserves the right to interpret and 
administer the provisions of this Handbook as needed. 
Except for the policy of at-will employment, which 
can only be changed in writing by the Executive 
Vice President, People & Culture of Southwire. 
Southwire has the maximum discretion permitted 
by law to change, modify or delete any provision in 
this Handbook at any time, with or without notice. 
However, oral statements or representations cannot 
supplement, change or modify the provisions in this 
Handbook. Each team member should read and 
become familiar with the information contained in this 
Handbook. Failure to comply with Southwire’s policies 
or procedures may result in discipline, up to and 
including termination of employment.

At-Will Employment
Nothing in this Handbook nor any other 
communication by a Southwire representative or 
any other team members, whether oral or written, 
is intended to in any way create any contractual 
obligations with respect to employment. Team 
Members are employed “at will” and nothing in this 
Handbook can be construed to contradict, limit or 
otherwise affect their right or Southwire’s right to 
terminate the employment relationship at any time with 
or without notice or cause. Only a written employment 
agreement signed by the Executive Vice President of 
People & Culture may alter a team member’s at-will 
employment.
 

State Supplements
There are State Supplements to this Handbook that 
contain policies that are specific to those U.S. team 
members based in that state. Additionally, some 

sites may have local or departmental policies that 
supplement the policies contained in this Handbook. 
In the event of a conflict between such local or 
departmental policy and a policy contained in this 
Handbook, the policy in this Handbook shall control.
A site/department is not permitted to institute a policy 
in conflict with this Handbook without the express 
permission of the Executive Vice President of People & 
Culture.

Team Members Covered Under a 
Collective Bargaining Agreement
The employment terms set out in this Handbook work 
in conjunction with, and do not replace, amend or 
supplement any terms or conditions of employment 
stated in any collective bargaining agreement that 
a union has with Southwire. Wherever employment 
terms in this policy differ from the terms expressed in 
the applicable collective bargaining agreement with 
Southwire, team members should refer to the specific 
terms of the collective bargaining agreement, which 
will control. 
 
Legal Protections/Requirements
None of the policies in this Handbook are intended 
to restrict communications or actions protected or 
required by federal, state or local law.
Any questions about the contents of this Handbook 
should be directed to a People & Culture 
representative or the Southwire resource specified in 
the policy.
Nothing in this Handbook is intended to limit any 
concerted activities by team members relating to 
their wages, hours or working conditions, or any other 
conduct protected by Section 7 of the National Labor 
Relations Act.
Furthermore, nothing in this Handbook prohibits a 
team member from reporting concerns to, filing a 
charge or complaint with, making lawful disclosures 
to, providing documents or other information to or 
participating in an investigation or hearing conducted 
by the Equal Employment Opportunity Commission 
(“EEOC”), National Labor Relations Board (“NLRB”), 
Securities and Exchange Commission (“SEC”) or any 
other federal, state or local agency charged with the 
enforcement of any laws.
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For Southwire, delivering power is not just about electricity. Delivering power is also about empower-
ing each Southwire team member to bring their whole selves to the workplace and to be a conduit for 
positive change in their communities. 

By focusing on Inclusion, Southwire creates an environment where individuals from all backgrounds 
feel empowered, included and comfortable expressing their thoughts and perspectives. This aligns 
with our sustainability tenant, Building Worth, which enables us to achieve the highest quality and best 
service in our industry, and deliver it with a culture of excellence. 

At Southwire, we foster an inclusive environment that recognizes the value and talent of different 
perspectives and life experiences, regardless of gender, ethnicity, tenure, challenge or disability status, 
veteran status, generation, sexual orientation, gender identity, or other protected characteristic. 

Here are some examples of Southwire’s continued focus on inclusion: 

•	 Developing and implementing programs and initiatives that support our business strategy and 
 foster and inclusive workforce culture. 

•	 Providing the opportunity for involvement in six active employee resource groups for ALL team 
members to develop, engage, support and learn about underrepresented communities and groups.  

•	 Offering team members access to opportunities for training, development and advancement. 
•	 Being an equal opportunity employer that complies with applicable federal, state and local  

employment laws.  
•	 Equipping recruiters and hiring managers with tools to have inclusive recruitment strategies and 

hiring panels.  
•	 Periodically reviewing compensation to ensure equity across the enterprise. 
•	 Encouraging inclusion-focused goals for all people leader roles across the organization. 
•	 Annually committing support to inclusive nonprofit organizations that align with our giving efforts.  
•	 Reviewing and updating policies to ensure inclusion across the organization.  

These efforts and more align with Southwire’s company values of Empowerment, Trust, Consistency 
and Inclusion and are reflected in our policies and Code of Conduct. 

I N C L U S I O N
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Southwire is an equal opportunity employer and complies with all applicable federal, state and local fair 
employment practices and laws. Southwire strictly prohibits and does not tolerate discrimination against team 
members, applicants or any other covered persons on the basis of race, color, religion, creed, national origin 
or ancestry, ethnicity, sex (including pregnancy, lactation, childbirth, or related medical conditions), sexual 
orientation, gender identity, age, physical or mental disability, citizenship, genetic information, marital status, 
military or veteran status or affiliation or any other characteristic protected by applicable law (collectively, 
“Protected Characteristics”). Southwire will ensure that all employment decisions are based only on valid job 
and business considerations. Southwire will recruit, hire, train and promote persons in all job titles and ensure 
that all other personnel actions are administered, without regard to individuals’ Protected Characteristics.

Team Members and applicants shall not be subjected to harassment, intimidation, threats, coercion or 
discrimination because they have engaged in or may engage in any of the following activities:
•	 Filing a complaint;
•	 Assisting or participating in an investigation, compliance evaluation, hearing or any other  
	 activity related to any federal, state or local law requiring equal opportunity for individuals with 		
	 Protected Characteristics;
•	 Opposing any act or practice made unlawful by any federal, state or local law requiring equal  
	 opportunity for individuals with Protected Characteristics; or
•	 Exercising any other right protected by any federal, state or local law requiring equal opportunity for  
	 individuals with Protected Characteristics.
As Southwire’s Chief Executive Officer, I am committed to the principles of equal employment opportunity.  In 
order to ensure dissemination and implementation of equal employment opportunities throughout all levels 
of the company, each sites’ People & Culture Representative has been assigned the overall responsibility 
to implement the Company’s legally required programs related to individuals with a disability and protected 
veterans.  As part of that responsibility, the EEO Coordinator will periodically analyze the Company’s personnel 
actions and their effects to ensure compliance with our equal employment policy and administer the audit and 
reporting system.  

If one of our team members or an applicant for employment, has any questions about this policy or would like 
to view portions of the Company’s affirmative action programs for individuals with a disability or protected 
veterans, they should contact their People & Culture Representative during regular business hours. This is also 
a reminder that team members may update their disability status at any time by contacting the People & Culture 
team or in the HRIS system.

We request and expect the support of all team members in accomplishing these goals and in complying with 
this policy.

Rich Stinson, Chief Executive Officer 

C O M M I T M E N T  T O  E Q U A L  E M P L O Y M E N T 
O P P O R T U N I T Y
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Commitment to Doing Right 
 
Dear Fellow Team Member,
As a family business, Southwire has lived by our family values for nearly seven decades. By doing this, we have 
developed a reputation for quality and integrity in our industry and among our customers.

Embedded in our commitment to sustainability, Doing Right is more than our reputation, or avoiding legal issues. It is 
about maintaining a place where we are proud to work, and, ultimately, it is about each of us knowing that we should 
always do the right thing. This means acting honestly and treating each other and our customers, partners, suppliers and 
end users fairly and with dignity.

As a resource, our Code of Business Ethics and Conduct, Doing Right, The Right Way, is a guide to appropriate conduct. 
We must all become familiar with the Code and stay current with our Ethics training. When you have questions, ask 
someone for guidance.
 
It is also our duty to Southwire to report any suspected violations. If you see something suspicious, speak up! Tell your 
supervisor or your People and Culture Business Partner. If you are uncomfortable doing that, talk to another member of 
management or the Legal Department. In addition, the Doing Right Helpline (1-800-504-9514) is an outlet to report issues, 
and you can even make a report anonymously.

Questions about the Southwire Code of Business Conduct–Doing Right, The Right Way, or reports of suspected 
violations of the Code should be made as soon as possible using one of the following channels:

	 • A local supervisor or manager
	 • A People & Culture representative
	 • The People & Culture Compliance Department
	 •. The Ethics and Compliance Office, directly or by email to doing.right@southwire.com
	 • The Doing Right Helpline

 
The Doing Right Helpline is run by an independent third party and is available 24/7, 365 days a year. Reports to the Doing 
right Helpline may be made anonymously if desired. There are three ways to submit a report through the Doing Right 
Helpline: (1) Website: www.doingrightconnection.com (2) Phone: You may call the Helpline free of charge. The number in 
the United States is (800)504-9514. Phone numbers outside of the United States and further instructions are available at 
www.doingrightconnection.com. (3) Text Message: (678)780- 4262. As we continue to grow our company and strive for 
multi-generational success, upholding our ethical values is vital. Today, and in the future, I encourage you all to continue 
to act with integrity and always do the right thing.

 
 

Rich Stinson

President and Chief Executive Officer.

 B U S I N E S S  E T H I C S  A N D  C O N D U C T
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Standards of Business Ethics and Conduct 
The Company’s Standards of Business Ethics and Conduct (sometimes referred to as the “Code of 
Conduct”) broadly outlines the Company’s mission, philosophy, values, responsibilities and ethics 
expectations. This Handbook provides certain policies designed to help implement such expectations. 
A copy of the Code of Conduct may be obtained on the People Behind the Power or from the People & 
Culture Department.
For more information, visit The People Behind the Power
 

Open Door Policy
Our experience has shown that when team members deal openly and directly with each other and 
their supervisors, communications are clearer, and the work environment and work attitudes are more 
positive. If team members have concerns about working conditions or the business, they are strongly 
encouraged and empowered to voice their concerns openly and directly to their supervisor. However, 
team members may also voice their concerns to any manager at their location, their site manager and/
or People & Culture, all of whom have an open-door policy.
 

Just Ask
Southwire team members may use Just Ask, a line of communication that will allow team members 
questions, thoughts and suggestions to be heard and addressed anonymously. To make a submission, 
team members may use the following methods:
•	 Compete the online form located on the People Behind the Power under Resources;
•	 Email justask@southwire.com;
•	 Call (770) 832-4275 or (800) 444-1700, extension 4275, and leave comments or questions  

	 on the Just Ask voicemail box; or
•	 Fill out a Just Ask form found with a P&C representative or at various Just Ask stations.

 B U S I N E S S  E T H I C S  A N D  C O N D U C T
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Anti-Harassment
Southwire strictly prohibits and does not tolerate 
unlawful harassment against team members, 
or other individuals (such as vendors, sales 
agents, customers, contractors and visitors) and 
is committed to providing a work environment in 
which all workers are free from harassment and 
treated with dignity and respect. 

Harassment is prohibited both at the workplace 
and at employer-sponsored events. 

Sexual Harassment
All Southwire team members and other individuals 
who may come in contact with our team members 
in the course of conducting business (such as 
vendors, sales agents, customers, contractors 
and visitors) are prohibited from harassing others 
based on that individual’s sex or gender and 
regardless of the harasser’s sex or gender.
Sexual harassment means any harassment 
based on someone’s sex or gender. It includes 
harassment that is not sexual in nature (for 
example, offensive remarks about an individual’s 
sex or gender), as well as any unwelcome sexual 
advances or requests for sexual favors or any 
other conduct of a sexual nature, when any of the 
following is true:
•	  Submission to the advance, request or 

conduct is made either explicitly or implicitly a 
term or condition of employment;

•	 Submission to or rejection of the advance, 
request or conduct is used as a basis for 
employment decisions; or

•	 Such advances, requests or conduct have 
the purpose or effect of substantially or 
unreasonably interfering with a team member’s 
work performance by creating an intimidating, 
hostile or offensive work environment.

 
Southwire will not tolerate any form of sexual 
harassment, regardless of whether it is:

•	  Verbal (for example, derogatory names/
statements, slurs, sexually-related comments 
or jokes, unwelcome sexual advances or 
requests for sexual favors);

•	 Physical (for example, assault or inappropriate 
physical contact); or

•	 Visual (for example, displaying sexually 
suggestive posters, cartoons or drawings, 
sending inappropriate adult-themed emails/ 
texts or gifs, leering or making sexual 
gestures).

This list is illustrative only, and not exhaustive. No 
form of sexual harassment will be tolerated.

Other Types of Harassment
Southwire’s anti-harassment policy applies equally 
to harassment based on a team member’s race, 
religion, creed, national origin, ancestry, age, 
disability, citizenship, genetic information, past, 
present or prospective service in the uniformed 
services or any other characteristic protected 
under applicable federal, state or local law.
Such harassment often takes a similar form to 
sexual harassment and includes harassment that 
is:
•	 Verbal (for example, derogatory names/

statements, slurs, derogatory comments or 
jokes); 

•	 Physical (for example, assault or inappropriate 
physical contact); or

•	 Visual (for example, displaying derogatory 
posters, cartoons, drawings or making 
derogatory gestures).

This list is illustrative only, and not exhaustive. No 
form of harassment will be tolerated.
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Violations of this Policy
Any team member, regardless of position or title, 
who has subjected an individual to harassment in 
violation of this policy, will be subject to discipline, 
up to and including termination of employment. 

State Resources
Please consult the State Supplement to this 
Handbook for additional information applicable to 
specific locations.  
State supplements are located on the P&C 
Policies section of the People Behind the Power 
website. 
 

Social Media Policy
Social media can be a fun and rewarding way to 
share life and thoughts with family, friends, and 
co-workers around the world. However, the use 
of social media also presents certain risks and 
carries with it certain responsibilities. To assist 
team members in making responsible decisions 
about the use of social media, Southwire has 
established a Social Media Policy to ensure 
that those who choose to use and participate in 
online and social media do so responsibly and 
in a manner that upholds and does not damage 
Southwire’s reputation, brand, products, or 
services. 
A full version of the Social Media Policy is 
available on the People Behind the Power. 

Relationships in the Workplace
To minimize the risk of conflicts of interest and 
promote fairness, Southwire maintains this policy 
with respect to romantic and sexual relationships 
in the workplace. 

Prohibited Team Member Relationships
No person in a management or supervisory 
position shall have a romantic or sexual 
relationship with a team member whom the 

individual directly supervises. Additionally, 
regardless of the reporting relationship, if in 
Southwire management’s belief, a past/current 
romantic or sexual relationship is interfering or 
has the potential to interfere with the effective 
management of the business, the Company, with 
support from the People & Culture Department, 
will take actions it deems appropriate under 
this policy to address such issues. For example, 
it may be determined that a romantic or 
sexual relationship between an individual in 
a management or supervisory role who has 
responsibility to enforce a company policy against 
another individual creates a potential or actual 
conflict of interest. 
 
Policy Protocols and Consequences
Individuals involved in a relationship covered 
by this policy may be asked to sign a document 
acknowledging that their relationship is 
entirely consensual and free from coercion and 
harassment. If the relationship is covered by 
this policy and is between a more senior and 
more junior team member, the more senior team 
member may be subject to demotion to remove 
the conflict of interest. At the discretion of 
Southwire, in addition to or instead of demotion, 
one of the individuals involved in the relationship 
may be subject to transfer or termination 
of employment. If transfer or termination is 
appropriate, to the extent possible, Southwire will 
give individuals involved in the relationship the 
opportunity to select one team member in the 
relationship who will be subject to a change in 
employment status (transfer or termination). If the 
individuals involved in the relationship decline to 
make this decision, Southwire will do so.
 

Professionalism
Team members are expected to conduct 
themselves in a professional manner at all times. 
Workplace romantic or sexual relationships 
must not interfere with any team member’s 
professionalism, including treating others with 

 G E N E R A L  W O R K P L A C E  P O L I C I E S
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respect and refraining from behavior that may 
make others feel uncomfortable (for example, 
overt physical displays of affection and using 
sexual language). Management personnel are 
expected to set a high standard of professional 
conduct both at work and at events sponsored 
by Southwire. For this reason, management 
personnel are prohibited from social interaction 
with subordinates that is or might be perceived as 
inappropriate. 
 
Discretion and Non-Discrimination
Southwire retains discretion in its enforcement 
of this policy. Decisions made under this policy 
will be made based on operational and business 
reasons and without regard to any other 
protected characteristic under federal, state or 
local law.

Nepotism Policy
Southwire recognizes that family members of 
current team members may seek employment at 
Southwire. To promote a productive and trusted 
environment, free from conflicts of interest as 
well as favoritism and unfair advantage, whether 
perceived or real, Southwire has adopted 
the following rules and guidelines related to 
employment of family members, as defined 
below. This policy applies to all Southwire 
team members, regardless of rank or title. It is 
applicable to full-time team members, part-time 
team members, interns and co-op students. 
 
Definition of Family Member
For purposes of this policy, family member is 
defined broadly as:
•	 Spouse
•	 Parent
•	 Son or Daughter
•	 Brother or Sister
•	 Grandparent or Grandchild
•	 Aunt or Uncle

•	 Niece or Nephew
•	 Cousin
•	 Guardian or Ward
•	 Step, half or in-law relation
•	 Person living in one’s household 
•	 Any other person with such a close bond 

as to suggest conflict in the employment 
relationship (for example, a fiance).  

Hiring of Family Members
Family members seeking employment at 
Southwire must use the standard application 
process for the applicable position. All hiring 
decisions of family members must be reviewed 
by People & Culture to ensure compliance with 
Southwire’s policies. 

Working Relationship of Family Members
Family members may not directly supervise 
another family member or occupy a position in the 
chain of command. 

Change in Family Status
If two team members marry, co-habitate or 
become otherwise related, to qualify as family 
members under this policy’s definition, they must 
report the change in status to People & Culture, 
which will work with the team members to devise 
a working solution to avoid nepotism issues 
under this policy. The two team members may not 
remain in any direct reporting relationship. 

Change in Work Assignment
If an hourly team member bids to transfer using 
the job post and bid policy and this change in 
status would result in a violation of this policy, 
the hourly team member will not be awarded the 
position. 

 G E N E R A L  W O R K P L A C E  P O L I C I E S
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Executives
A family member of a Senior Vice President or 
higher-level team member may not be employed 
within the same department as that executive. 
Additionally, the decision to employ, promote, 
transfer or terminate the employment of a family 
member of a Senior Vice President or higher-level 
team member must be approved in advance by 
the Executive Vice President of People & Culture 
and the General Counsel.
 
 
Workplace Violence
Southwire prohibits and will not tolerate any form 
of workplace violence by a team member, or third 
party (including vendors, customers, contractors 
and visitors) both at the workplace and at 
employer-sponsored events. Workplace violence 
does not refer to workplace arguments or debates 
that are zealous or impassioned, provided there is 
no resort to any form of coercion.
Discussions about sporting activities, popular 
entertainment or current events are not 
considered workplace violence when there 
is no threat of violence being directed to the 
workplace or any individual connected with it. 
Rather, workplace violence refers to behavior 
that demonstrates an intention to engage in 
violence,condones violence in our workplace, 
or targets any individual with acts or threats of 
violence.
For purposes of this policy, workplace violence 
and prohibited conduct include:
•	 Making threatening remarks (written or verbal).
•	  Aggressive or hostile acts such as shouting, 

using profanity, throwing objects at another 
person, fighting or intentionally damaging a 
coworker’s property.

•	 Bullying, intimidating or harassing another 
person (for example, making obscene phone 
calls or using threatening body language or 
gestures, such as standing close to someone 
or shaking a fist at them).

•	  Behavior that causes another person 
emotional distress or creates a reasonable 
fear of injury, such as stalking.

•	 Assault. 

Weapons
Southwire prohibits all team members, with the 
exception of approved security personnel, and 
prohibits all third parties (including vendors, 
customers, contractors and visitors) from 
possessing any weapons of any kind at the 
workplace or at employer-sponsored events. 
Unless this prohibition is contrary to state or local 
law, the workplace specifically includes company 
parking areas.
Weapons include but are not limited to:
•	 Guns
•	 Knives
•	 Mace
•	 Explosives
•	 Tasers
•	 Any item with the potential to inflict harm that 

has no common purpose.
The items on this list are examples only and not 
a complete list. No form of workplace violence is 
tolerated and possession of any weapon in the 
workplace or at a Southwire sponsored event will 
not be tolerated. Violations of this policy will result 
in discipline, up to and including termination of 
employment.
No provision of this policy statement or any other 
provision in this policy alters the at-will nature of 
employment with the Company. We will make the 
sole determination of whether and to what extent, 
threats or acts of violence will be acted upon by 
the Company. In making this determination we 
may undertake a case by case analysis in order to 
ascertain whether there is a reasonable basis to 
believe that workplace violence has occurred.
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Compliant Reporting and Investigations 
Procedures
If team members are subjected to any conduct  
believed to violate Southwire’s Equal Employment 
Opportunity Policy, Anti-Harassment Policy, 
Workplace Violence Policy or Anti-Retaliation 
Policy, team members must promptly speak to 
or write to their People & Culture Manager, a 
People & Culture Business Partner or a People & 
Culture Vice President, ideally within ten (10) days 
of the offending conduct. If the individual a team 
member would normally report such conduct to is 
involved, team members may report such conduct 
to another of the listed individuals. If a prompt 
and satisfactory response is not received, team 
members are expected to submit a complaint 
in writing to the People & Culture Compliance 
Department if they wish to further pursue the 
matter. 
Additionally, any other conduct believed may 
violate the Company’s Standards of Business 
Ethics and Conduct Policy (sometimes referred 
to as the “Code of Conduct”) should be reported 
to a supervisor or the facility manager. If such 
individuals are involved in the conduct or a team 
member is otherwise uncomfortable reporting the 
conduct to them, they may report such conduct 
to the Legal Department or through the Ethics 
Hotline. 
Any manager or supervisor who observes 
discriminatory, harassing, or retaliatory conduct 
or a Code of Conduct violation must report 
the matter. Other team members who witness 
conduct which they believe to be discriminatory, 
harassing, or retaliatory or in violation of the Code 
of Conduct are expected to report such matters as 
well.
Southwire will conduct prompt and appropriate 
investigations of the reported facts and 
circumstances. The procedures used in the 
investigation may vary depending upon the nature 
of the allegations and the full circumstances of the 
situation.
Confidentiality will be maintained throughout the 

process to the extent practical and consistent 
with the Company’s need to undertake a 
full investigation. Southwire will take prompt 
corrective action, when appropriate.
Complaints made under this policy which are 
determined by the evidence to not only be 
unsubstantiated, but also deliberately false, will 
result in disciplinary actions, up to and including 
termination.
Violations of this policy may result in discipline, up 
to and including termination of employment. 
 
 
Anti-Retaliation
Southwire strictly prohibits and does not 
tolerate unlawful retaliation. All forms of unlawful 
retaliation are prohibited, including any form of 
discipline, reprisal, intimidation or other form 
of retaliation for participating in any activity 
protected by law.
Examples of protected activities include:
•	 Lodging a good faith internal complaint 

(written or oral) with the People & Culture 
Department or Company management 
specifically opposing unlawful discrimination 
or harassment or complaining about violations 
of wage and hour law (for example, if a team 
member believes the that they have been 
sexually harassed or not paid overtime that is 
owed).

•	 Filing a good faith complaint of unlawful 
discrimination or harassment with a 
government agency or in court.

•	 Participating in Southwire’s internal 
investigation into allegations of harassment.

•	 Supporting another team member’s internal 
or administrative complaint of unlawful 
discrimination (by, for example, testifying or 
providing an affidavit in support of a co-worker 
who has filed a complaint with a government 
agency).

•	 Requesting an accommodation for a disability 
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or religious practice or belief under any 
federal, state or local statute, including the 
Americans with Disability Act.

•	 Requesting or taking leave under the Family 
and Medical Leave Act or state leave statutes.

•	 Filing a worker’s compensation claim.
These examples are not a complete list. No 
form of retaliation for any protected activity will 
be tolerated. Any team member, regardless of 
position or title, who has subjected an individual 
to harassment in violation of this policy, will 
be subject to discipline, up to and including 
termination of employment. 
 
 
Disability Accommodations
If an applicant or team member believes they 
need an accommodation because of a disability, 
the individual is responsible for requesting a 
reasonable accommodation from their People & 
Culture representative. Requests may be made 
orally or in writing. Southwire encourages team 
members to make their request in writing and to 
include relevant information, such as:
•	 A description of the accommodation being 

requesting;
•	 The reason an accommodation is needed; and
•	 How the accommodation will help the team 

member perform the essential functions of 
their job.

After receiving the accommodation request, 
Southwire will engage in an interactive dialogue 
with the team member to determine the precise 
limitations of the disability and explore potential 
reasonable accommodations that could over- 
come those limitations. Southwire encourages 
team members to suggest specific reasonable 
accommodations that they believe would allow 
them to perform their job. However, Southwire is 
not required to implement the specific requested 
accommodation. Southwire may provide an 
alternative, effective accommodation, to the 
extent any reasonable accommodation can be 

made without imposing an undue hardship on 
Southwire and without creating a direct threat to 
the health or safety of its team members.
 
 Medical Information
If a team members disability or need for 
accommodation is not obvious, Southwire may 
ask for supporting documents showing that the 
team member has a disability that meets the 
standards set forth by the the Americans with 
Disabilities Act and applicable state or local 
laws and that the disability necessitates an 
accommodation. If the information provided in 
response to this request is insufficient, Southwire 
may require that the team member see a health 
care professional. In those cases, if the team 
member fails to provide the requested information 
or see the designated health care professional, 
the request for an accommodation may be 
denied. Southwire will keep confidential any 
medical information that it obtains relating to the 
request for a reasonable accommodation. 

Determinations
Southwire makes determinations about 
reasonable accommodations on a case-by-case 
basis, considering various factors, and based on 
an individualized assessment in each situation. 
Southwire strives to make determinations 
on reasonable accommodation requests 
expeditiously, and will inform the individual once a 
determination has been made.
If a prompt and satisfactory response to the 
request was not received, please contact the 
People & Culture Compliance Department.

Religious Accommodations
If an applicant or team member believes they 
need an accommodation because of the 
individual’s sincerely held religious beliefs or 
practices or lack thereof, the individual should 
request an accommodation from their People & 
Culture representative. Requests may be made 
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orally or in writing. Southwire encourages team 
members to make their request in writing and to 
include relevant information, such as:
•	 A description of the accommodation being 

requested;
•	 The reason an accommodation is needed; and
•	 How the accommodation will help resolve the 

conflict between a team members religious 
beliefs or practices or lack thereof and one or 
more of their work requirements.

After receiving 
a team 
member’s 
oral or written 
request, 
Southwire will 
engage in an 
interactive 
dialogue 
with the team 
member to explore potential accommodations 
that could resolve the conflict between their 
religious beliefs and practices and one or more of 
their work requirements. Southwire encourages 
team members to suggest specific reasonable 
accommodations that they believe would resolve 
any such conflict. However, Southwire is not 
required to make the specific accommodation 
requested and provide an alternative, 
effective accommodation, to the extent any 
accommodation can be made without imposing 
an undue hardship on Southwire.

Supporting Information
Southwire may ask the team member to provide 
additional information about their religious 
practices or beliefs and the accommodation 
requested. If the team member fails to provide 
the requested information, the request for an 
accommodation may be denied. 

Determinations
Southwire makes determinations about religious 
accommodations on a case-by-case basis 
considering various factors and based on an 
individualized assessment in each situation.
Southwire strives to make determinations on 
religious accommodation requests expeditiously, 
and will inform the individual once a determination 
has been made. If a prompt and satisfactory 
response to a request is not received, please 
contact the People & Culture Compliance 

Department.
 

Minimum 
Employment 
Age
All Southwire 

team members 
must be at least 18 years old. The only exception 
to this policy is the employment of students 
whose work at Southwire is part of a formal work-
study program. Any team member under the age 
of 18 must work in a “non-hazardous” environment 
and be approved for hire by the People & Culture 
representative.
  

Probationary Period
Every effort will be made to place team members 
in a job in which they will find satisfaction and 
have an opportunity to progress. The first 90 days 
of hourly team members’ employment will be a 
probationary period. During this time, personal 
conduct (attendance, punctuality, ability to work 
with fellow team members and supervisors, 
following policies and procedures, etc.) and job 
performance will be subject to close supervision.
Team members will be given a performance 
evaluation every 30 days until completion of their 
90-day probationary period.  We hope that team 
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members will use this time to ask questions about 
their job, work requirements and Southwire’s 
policies and benefits.
Any continued or serious performance issues 
during this period will normally result in 
termination without the application of progressive 
discipline. When it is determined that additional 
time is needed to determine if the team member 
is likely to be able to meet the job requirements 
on a long-term basis, the probationary period 
may be extended. If, at any time, it is determined 
that a team member is not likely to meet the job 
requirements on a long-term basis, employment 
may be terminated without completion of the 
probationary period.
Successful completion of the probationary period 
does not provide any special rights to continued 
employment or alter the at-will nature of the 
employment relationship. Southwire reserves the 
right to end the team member’s employment at its 
own discretion for any reason without prior notice 
and the team member has the same right at any 
time during the probationary period or after. 

Contingent Labor (Temporary Staffing):
Contingent labor hours worked by temporary 
staffing will be a credit toward a team members 
probationary period if they are converted to 
full-time employment.  There will be no staffing 
hours credited toward eligibility for team member 
medical/health benefits. Team members will be 
eligible for medical benefits on the 31st day of full-
time employment.
Team member will not be eligible for any 
administrative leaves of absences, except where 
required by federal or state law, until completion 
of their 90-Day Probationary Period.   Southwire 
encourages team member(s) to review all leave 
policies and work with their People & Culture 
Representatives if they have questions. 
 

Attendance
Regular and punctual attendance from all team 
members is critical to successful operations. 
Tardiness or absence puts an extra burden on 
other team members and impacts productivity.
Specific attendance policies vary by location and 
department. Team members should ensure that 
they understand the details of the attendance 
policy applicable to them, and ask their supervisor 
if they have any questions about the policy. 
Southwire reserves the right to discipline team 
members for unexcused absences, tardiness 
or early departures subject to the terms of the 
attendance policy of such team member’s location 
and applicable law.
  

Drug and Alcohol–Free Workplace
Southwire is committed to providing a safe, 
healthy and productive work environment for all 
team members. Consistent with this commitment, 
this policy establishes the Company’s procedures 
for maintaining a drug and alcohol-free workplace. 
Being under the influence of alcohol, illegal drugs 
(as classified under federal, state or local laws) 
or prescription medication not prescribed to the 
team member while on the job poses serious 
health and safety risks to team members, which is 
not tolerated.
Drug and Alcohol Use on the Job
Southwire prohibits the following activities at 
any time that team members are either (a) on 
Company owned or leased property, including 
parking lots/ decks (collectively, the “Company 
Premises”), whether or not the team members is 
working; or (b) on duty or conducting company 
business, whether on or away from the Company 
premises at Company sponsored events:
•	 The use, abuse or being under the influence 

of alcohol, illegal drugs or other impairing 
substances;

•	 The possession, sale, purchase, transfer or 
transit of any illegal or unauthorized drug 
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(including prescription medication that is not 
prescribed to the team member) or drug-
related paraphernalia; and

•	 The illegal use or abuse of prescription or 
over-the-counter drugs.

A violation of this policy may result in disciplinary 
action, up to and including termination of 
employment.
This policy is intended to comply with all 
applicable laws, including those regarding drug 
and alcohol testing and current and prospective 
team member privacy rights. 

Drug and Alcohol Testing
Southwire job applicants and current team 
members are required to submit to drug and 
alcohol testing at certain designated times, 
including post-offer/ pre-employment testing, 
reasonable suspicion testing, incident testing, 
DOT-required testing and random testing. 
Submission to such tests is a condition of 
employment. The situations in which such testing 
is used and the procedures to be used for 
such testing will comply with and be subject to 
applicable federal, state and local laws. 

Assistance with Drug and Alcohol Problems
For all team members and their eligible 
dependents, Southwire helps with alcohol and 
drug problems through an Employee Assistance 
Program (EAP). The EAP is designed to help 
individuals manage personal problems that can 
impact their well-being and work performance. 
Treatment is confidential (unless an EAP counselor 
is required by law to disclose information such as 
child abuse) and will not become a part of a team 
member’s personnel records. Team members can 
access information through the benefits portal of 
the People Behind the Power or speak with their 
People and Culture representative.
 
Prescription Medications
Nothing in this policy is meant to prohibit the 

use of prescription, over-the-counter or other 
medication that has been prescribed legally under 
federal, state and local law (if a prescription is 
required); has been legally obtained; and is being 
used legally under federal, state and local law for 
the appropriate purpose and in the appropriate 
dosages and manner.
However, if a team member is taking such a 
medication that may impair the safety of that 
team member or the safety of other team 
members, they must notify their People & Culture 
representative before reporting to work. The 
People & Culture representative will discuss 
with the team member whether they can safely 
perform the functions of the individual’s job, with 
or without a reasonable accommodation, while 
taking such medication. 
Notification of Drug-Related Convictions
Any team member who is convicted of a 
criminal drug offense resulting from a violation 
that occurred in the workplace must notify the 
organization in writing within five (5) calendar 
days of the conviction. The Company will take 
appropriate action within thirty (30) days of notice. 

Company-Sponsored Events
From time to time, Southwire may sponsor social 
or business-related events or team members may 
attend business related events at which alcohol 
is served. This policy does not prohibit the use or 
consumption of alcohol at such events. However, 
if team members choose to consume alcohol at 
such events, they must do so responsibly and 
maintain their obligation to conduct themselves 
properly and professionally at all times with 
colleagues, current and prospective customers 
and other third parties. 

Searches
All team members are expected to cooperate, as 
a condition of employment and in furtherance of 
this policy, with searches/inspections pursuant to 
applicable law. 
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Reapplication/Reemployment
In case of applicants who violate this policy and 
are not employed by Southwire on that basis, 
the individual may reapply for employment 
with Southwire after one (1) year and, if offered 
employment, must successfully pass pre-
employment drug and alcohol tests. In the case 
of team members who violate this policy and 
whose employment is terminated on that basis, 
the individual may reapply after one (1) year and, if 
offered employment, must successfully pass pre-
employment drug and alcohol tests.
 
Tobacco–Free Workplace
The use or possession of any tobacco products 
on any Southwire owned or leased property is 
strictly prohibited, except that such products may 
be possessed, but not used, in vehicles parked 
in Company parking lots. Such products include 
cigarettes, cigars, pipes, chewing tobacco, dip, 
e-cigarettes and all other forms of tobacco 
products.
This policy applies to all team members, vendors, 
customers, contractors and visitors. Southwire 
provides tobacco cessation assistance through 
a team member assistance program (EAP) for all 
team members and their eligible dependents. The 
EAP may be accessed through the benefits portal 
on the People Behind the Power or speak with a 
People & Culture representative. 

 Lactation Accommodation: Southwire 
Nursing Mother’s Room Standard
All team members who are nursing mothers 
are eligible to take reasonable paid breaks 
to express breast milk after the birth of the 
team member’s child. Southwire encourages 
all eligible team members, who intend to take 
breaks under this policy, to notify their People & 
Culture representative of their intent, for example 
when they are discussing their return-to-work 
following leave relating to childbirth. Eligible team 
members may take a reasonable amount of break 

time to accommodate the team member’s need 
to express breast milk for the team member’s 
nursing child. Southwire expressly prohibits 
discrimination and retaliation against lactating 
team members for exercising, or attempting 
to exercise, their rights to request lactation 
accommodation under this policy.
Eligible team members should notify their People 
& Culture representative of the frequency, timing 
and duration of lactation breaks they need to take. 
Please contact a People & Culture representative 
for information about the designated location for 
lactation breaks in closest proximity to their work 
area.
The Southwire Standard for Nursing Mother’s 
room establishes that all nursing mothers in 
the Southwire community are provided a safe, 
sanitary, and comfortable space to pump. This 
space must be a private location, not a bathroom, 
that offers both a private sink for cleanliness and 
a refrigerator for the safe storage of breast milk. 
Consistent with Southwire’s deep commitment 
to healthy work environments and inclusive work 
cultures, every Southwire location will adhere 
to the specifications established in the Nursing 
Mother’s Room Toolkit.  Additional information and 
resources for Southwire working parents can be 
found at sowire.co/parents. 

Dress and Grooming
Southwire strives to maintain a professional 
atmosphere that is conducive to our business 
environment and safe operations, contributes 
to the morale of all team members and projects 
an image of efficiency and professionalism to 
visitors, customers, vendors and the public. Team 
members are relied upon to exercise common 
sense and good judgment regarding their clothing 
and appearance in the workplace and to dress in 
a manner that is consistent with the goals of this 
policy. Generally, team members should maintain 
a clean and neat appearance in the workplace 
and dress according to the requirements of their 
positions, which may include concerns regarding 
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safety, interactions with customers and accurately 
representing our organization’s image to the 
public. In addition to this policy, additional dress 
and grooming policies may be applicable to team 
members working in specific job sites.
Any team member who is not dressed in 
appropriate attire consistent with this policy 
will be considered unsuitable to work and 
may be asked to go home and return to work 
appropriately dressed. In such a case, the team 
member will not be compensated for time spent 
away from work.
In consideration of team members, clients or 
visitors to our sites who may have sensitivities 
or allergies to various fragrances or scented 
products, team members should refrain from 
wearing excessively fragrant products in the 
workplace that others can smell.
Team members who disregard this policy may be 
subject to discipline.
Team members who have questions about the 
requirements of the dress and grooming policies 
or what constitutes appropriate workplace attire, 
should direct them to their supervisor or People & 
Culture representative. 

 Solicitation and Distribution
Southwire has established rules to govern team 
member solicitation and distribution of written 
materials. Southwire has established rules to:
•	 Maintain and promote safe and efficient 

operations and an attractive clutter-free work 
place.

•	 Minimize non-work-related activities that could 
interfere with customer satisfaction, product 
quality and teamwork. 

Conduct Not Prohibited by this Policy
This policy is not intended to restrict 
communications or actions protected or required 
by state or federal law. 

Rules
Team members may not:
•	 Solicit other team members during working 

time.
•	 Distribute literature in working areas during 

working time.
•	 Distribute literature at any time in working 

areas.
The sole exceptions to this policy are for 
solicitations and distribution related to charitable 
activities approved by Southwire.
The use of bulletin boards is to be confined to 
legal notices and notices regarding Company 
information, operations or activities.

Definitions
Solicitation includes, but is not limited to, 
approaching someone in person or through 
employer-owned property such as bulletin boards, 
computers, smartphones, e-mail systems and 
intranets for any of the following purposes:
•	 Offering anything for sale.
•	 Asking for donations.
•	 Collecting funds or pledges.
•	 Seeking to promote, encourage or discourage 

participation in or support for any organization, 
activity or event or membership in any 
organization.

•	 Distributing or delivering membership cards or 
applications for any organization.

Distribution includes, but is not limited to, 
disseminating or delivering in person or through 
employer-owned property such as bulletin boards, 
computers, smartphones, e-mails and intranets 
any literature or other materials including circulars, 
notices, papers, leaflets or other printed, written 
or electronic matter (except that distributing or 
delivering membership cards or applications for 
any organization is considered solicitation and not 
distribution).
Working time includes any time in which either the 
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person doing the solicitation (or distribution) or the 
person being solicited (or to whom non- business 
literature is being distributed) is engaged in or 
required to be performing work tasks. Working 
time excludes times when team members are 
properly not engaged in performing work tasks, 
including break periods and meal times.
Working areas include areas controlled by 
Southwire where team members are performing 
work, excluding, for example, cafeterias, break 
rooms and parking lots. 
 
Discipline
Team members who violate any provision of this 
policy may be subject to discipline, up to and 
including termination of employment.

 Telecommuting Schedule
Southwire may allow certain non-production team 
members to telecommute (work remotely or work 
from home). Such requests should be made to the 
team member’s People & Culture representative. 
When a request to telecommute is approved, 
team members will be required to sign a written 
telecommuting agreement explaining the details of 
the arrangement. All telecommuting arrangements 
must be approved in advance by Southwire. 
Permission to telecommute is at Southwire’s 
discretion and can be withdrawn at any time.
This policy does not apply to requests for 
reasonable accommodation or occasional work 
from home arrangements such as in instances of 
inclement weather. Team members requesting to 
telecommute as a reasonable accommodation 
should follow Southwire’s procedures on requests 
for reasonable accommodation.

Flexible Work Schedule
Flexible work schedules allow eligible team 
members to adjust their arrival and departure 
times from work within certain guidelines. Flexible 
work schedules help team members manage 
family responsibilities, personal schedules and 
challenging commutes by allowing them to alter 

their work schedule.
This policy is not applicable to any request 
for a flexible work schedule as a disability or 
religious accommodation under federal or state 
law. Team members requesting a flexible work 
schedule as a reasonable accommodation should 
follow Southwire’s procedures on requests for 
reasonable accommodation.
This policy may not be applicable to team 
members covered under a collective bargaining 
agreement. Team members covered by a collective 
bargaining agreement should refer to their 
respective contract.
 
Eligibility
Only full-time, non-production team members are 
eligible to apply to work a flexible work schedule. 
All flexible work schedules must be approved in 
advance by the team members direct supervisor. 
The decision to grant or deny flexible work hour 
arrangements is at Southwire’s sole discretion 
and can be withdrawn at any time. Any changes 
to a team member’s flexible work schedule 
arrangement also must be approved in advance by 
the team members direct supervisor.

Requests to Work a Flexible Schedule
All requests to work a flexible work schedule must 
be submitted in writing to a team members direct 
supervisor. Upon receipt of the request, Southwire 
may request additional information.
Southwire will consider requests to work a flexible 
work schedule on a case-by-case basis taking into 
account the following factors:
•	 The staffing requirements needed to maintain 

service and production levels.
•	 The nature of the team member’s  

responsibilities.
•	 The department’s ability to handle changing 

workloads.
•	 The team member’s work records, including 

work ethic and ability to meet deadlines.
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•	 The team member’s willingness and ability 
to alter the flexible work schedule to meet 
changing situations and staffing requirements. 

Requests for a Trial Period
Southwire may approve a request to work a 
flexible work schedule for a trial period. After the 
trial period, the flexible work hours arrangement 
will be reviewed by Southwire and may be 
withdrawn or approved for a longer period of 
time. The flexible work hours schedule may be 
reviewed periodically to determine whether the 
arrangement continues to be appropriate. 

Core Business Hours
Southwire may require team members on a flexible 
work hours schedule to report to work during 
certain core business hours, which are determined 
by the team member’s facility or department.
Southwire may require team members working 
flexible hours to report to work outside of their 
customary hours occasionally to attend meetings 
or for other business reasons. 
 
Flexible Work Schedule Agreement
The supervisor/manager is responsible for 
implementing a uniform approach to flexible 
work schedules so that all similarly situated team 
members with equivalent work records are offered 
the same opportunities. The specific terms of a 
team member’s flexible work schedule must be 
set forth in a brief written agreement between the 
supervisor/ manager and the team member and 
approved by the People & Culture representative. 
The work schedule must be fixed for the term of 
the agreement and cannot vary from day to day or 
from week to week.
Flexible Hours for Non-exempt Team members
Non-exempt team members whose requests to 
work flexible work hours have been approved 
must:
•	 Take all meal or rest breaks required by law.
•	 Make up any missed work hours in the same 

workweek in which they are missed.
•	 Comply with Southwire’s timekeeping policies 

and payroll practices, including accurately 
recording all working time.

Non-exempt team members working flexible work 
hours:
•	 Continue to accrue vacation time or other paid 

time off in the same manner as under standard 
work hours.

•	 Will be paid overtime for all hours worked, in 
excess of 40 per workweek or as otherwise 
required under state law.

  
Employment Records
It is important that each team member’s Southwire 
personnel information is accurate. It is the team 
member’s responsibility to update any changes in 
address, telephone number, name, dependents, 
emergency contact etc. using the company’s HRIS 
system.
If a team member would like to review the 
personnel file maintained by the Company for 
them, they request access from the People & 
Culture representative who will schedule a time for 
the review. 

Information Privacy 
Southwire must collect, process, and store 
certain information about applicants as part of the 
employment process.  Once a person applies for a 
position, or is employed, their personal information 
will be handled according to the Southwire 
Applicant and Worker Privacy Notice.  When 
visiting Southwire’s public websites, 
Southwire’s Privacy Policy, will describe how 
personal information collected through those sites 
is handled.  
Please contact privacy@southwire.com with 
any questions about the handling of personal 
information.

 G E N E R A L  W O R K P L A C E  P O L I C I E S
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Workplace Searches
To maintain a safe, healthy and productive work environment, Southwire reserves the right at all times 
to search or inspect team members’ surroundings and possessions where reasonable and probable 
cause exists and in accordance with applicable laws. This extends to the search or inspection of 
clothing, offices, files, desks, credenzas, lockers, bags, briefcases, containers, packages, parcels, 
boxes, tools and tool boxes, lunch boxes, any employer-owned or leased vehicles and any vehicles 
parked on company property. Subject to applicable laws, team members should have no expectation 
of privacy while on Southwire’s premises, except in restrooms/locker rooms/ nursing rooms. Refusal to 
allow search or inspection may result in discipline up to and including terminatino of employment.  
If team members have any questions regarding this policy or about workplace searches they should 
contact a People and Culture representative. 
 
Our Position on Unions
Southwire is proud to say that most of it’s facilities are union-free. Southwire prefers to deal directly 
with team members rather than through a union. Our personnel policies and programs are designed to 
meet the needs of team members, providing a positive environment where each team member enjoys 
maximum opportunity for open communication, conflict resolution and job satisfaction. We work hard 
to avoid the need for a union.
We want team members to express their problems and suggestions to us directly so that we can 
understand each other better. Team members have that opportunity, and may do so without having a 
third party limit the direct communication between them and the Company. Southwire will listen and do 
our best to keep our team members safe, satisfied, informed and motivated.
In locations where we do have unions, Southwire will strive to maintain a professional and respectful 
relationship with any labor organization that represents our team members. The Company will meet 
and bargain in good faith with such labor organization as required by the National Labor Relations Act 
(NLRA).
 
Union Cards
Signing a union “authorization” or “membership” card is a significant matter. If a team member is ever 
approached, we urge them not to sign one, unless they are absolutely sure exactly what it is they are 
signing, and what it means for them and our business. Union cards frequently contain language, which 
“authorizes” a union to take away the rights team members now have to speak for themselves about 
their job. Unions will use these signed cards to try to get into a plant or distribution center.
 
The signed cards become legally binding documents, which can turn many individual job rights over 
to the union. Experience has shown that once a card is signed and given to the union, it is difficult for 
a team member to ever get the card back. If a team member is ever presented with a union card and 
would like more information or clarification, they may speak with a supervisor or facility manager.

 G E N E R A L  W O R K P L A C E  P O L I C I E S
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Total Compensation
At Southwire, we believe that fair and equitable 
pay benefits not only our team members, but also 
families, communities and our business. 
We are committed to providing team members 
with a total compensation package that meets or 
exceeds the legal minimum standards and also is 
in line with our industry standards in the markets 
in which we operate. The compensation a team 
member is eligible to receive will be market-based 
and will fairly reflect their responsibilities, skill, 
education and experience. 
In addition to fair compensation, Southwire 
provides its eligible team members numerous 
related benefits, including paid time off, health 
benefits, incentives and bonuses.  Southwire 
will deliver equal compensation for equal work 
with no discrimination on the basis of race, 
color, religion, creed, national origin or ancestry, 
ethnicity, sex (including pregnancy, lactation, 
childbirth, or related medical conditions), sexual 
orientation, gender identity, age, physical or 
mental disability, citizenship, genetic information, 
marital status, military or veteran status or 
affiliation or any other characteristic protected by 
applicable law.

Summary of Total Rewards
Some companies call them benefits, but at 
Southwire, we offer so much more than just 
medical insurance and a 401(k). Total rewards 
encompass everything of value in a team 
members experience at Southwire. They are our 
programs, practices and, yes, our benefits, that 
collectively define our strategy to motivate, retain 
and attract our team members.
Southwire Total Rewards include:
•	 Retirement Benefits, including 401(k) and 

Pension Plans (Note: Only eligible hourly team 
members may participate in the pension plan.)

•	 Paid Vacation

•	 Paid Holidays and Paid Floating Days
•	 Medical Coverage, including, when applicable 

Health Savings Accounts and Health Flexible 
Spending Accounts

•	 Vision Coverage
•	 Dental Coverage
•	 Prescription Coverage
•	 Dependent Care Flexible Spending Accounts
•	 Life Insurance
•	 Short-Term and Long-Term Disability Coverage
•	 Employee Assistance Program (EAP)
•	 Educational Programs
•	 Incentive Compensation Plans
•	 POWER Fund
•	 Project GIFT®
•	 Southwire Store
•	 Tuition Reimbursement
•	 Family Day
•	 Service Recognition
•	 Other additional resources and programs 

available at various Company locations
 

Benefit Information in this Handbook
Team members should refer to the benefit plan 
documents for specific information about benefits. 
Any descriptions of team member benefits in 
this Team member Handbook only summarize 
the provisions of a formal benefit plan document 
and do not attempt to cover all of the details 
contained in the plan document. To the extent 
that any of the information contained in this 
Handbook, a summary plan description (“SPD”) or 
any information received orally is inconsistent with 
the official Plan document, the provisions in the 
Plan document will govern in all cases.  SPD’s are 
available for review in the benefits portal on The 
People Behind the Power.

T O T A L  R E W A R D S
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Vacation 
Southwire provides paid vacation to full-time team 
members. Vacation is earned based on years of 
service and is accrued on a calendar year basis.
Eligibility
•	 Full-time hourly team members are eligible 

begin accruing vacation on the ninety-first 
(91st) day of service. Such team members also 
are eligible to participate in the vacation sell- 
back program.

•	 Full-time salaried team members are eligible 
to receive vacation beginning on the first day 
of employment. Such team members also are 
eligible to participate in the vacation buy-up 
program.

•	 Part-time team members are not eligible for 
paid vacation. Such team members are eligible 
to 80 hours of unpaid vacation per calendar 
year.

Vacation Amounts
For purposes of determining vacation amounts, 
the years of service are based on the years of 
service a team member would obtain at any time 
during the calendar year. Team members will 
receive the vacation amounts included in the 
below table at each level of their service. 

Years of Service Days Hours
0-2 10 80
3-4 12 96
5-9 15 120

10-14 18 144
15+ 20 160

Southwire will advance team members the full 
allotment of vacation for each calendar year 
beginning on January 1st. Vacation is accrued 
prorated throughout the year at a rate of one-
twelfth (1/12th) of the team member’s yearly 
vacation allotment each month.
Salaried team members receive prorated 

vacation for the calendar year in which they are 
hired. Hourly team members become eligible to 
begin accruing vacation at the completion of the 
probationary period.

Requests for Vacation
Southwire understands the importance of vacation 
and encourages team members to take their 
vacation each calendar year. Team members must 
request vacation from their supervisor/manager 
as far in advance as possible, or based on the 
location’s requirements. Vacation is awarded 
based upon facility requirements, production 
scheduling and other business-related needs.
Team members must take vacation in at least half 
(½) day increments.

No Carryover
Any accrued but unused vacation is forfeited at 
the end of the calendar year unless state law 
dictates otherwise.

Leaves of Absence
Team Members on any “leave” status on January 
1st, will be granted their vacation balance upon 
their return from leave. Team members returning 
from a long-term leave of absence (more than six 
months) will receive a pro-rated balance equal to 
their full allotment minus the amount of time that 
they were on the long-term leave, as vacation 
time is not earned during “long-term leave”.
 
Termination of Employment
On termination of employment for any reason, 
team members will be paid for accrued but 
unused vacation at the team member’s final base 
rate of pay. Southwire will attempt, whenever 
possible, to make such payment by the pay period 
following the last day of employment unless state 
law states otherwise.
Vacation amounts are accrued each month. Team 
members will receive credit for the entire month 

T O T A L  R E W A R D S
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no matter what day of the month they terminate. 
If a team member has used or sold more vacation 
than they have accrued at the time of termination, 
the difference will be deducted from their final 
pay check, subject to any applicable legal 
requirements. 

Hourly Sell-Back Program
Full-time hourly team members are eligible to sell 
back to Southwire up to half of their vacation time 
in full-day increments of at least 8 hours.
Team members can use the sell back option 
twice in a calendar year for a maximum of half 
of vacation time. Team members must complete 
vacation sell-back utilizing the timekeeping 
system with supervisor/manager approval. Any 
vacation time sold back is paid at the team 
member’s base pay at the time it is sold back. 

Salaried Buy-Up Program
Full-time, salaried team members are eligible to 
purchase up to 5 additional days (40 hours) of 
vacation in full day increments. Purchased days 
will be post-tax reductions in the team member’s 
salary spread across the calendar year in equal 
installments per that team member’s bi-weekly 
pay cycle. Team members are required to use the 
purchased days first. The cost of the purchased 
days will be based on the team member’s 
base rate of pay at the time of the purchase. 
Purchases can only be elected one time per year 
during open enrollment periods, making new 
team members not eligible until the next open 
enrollment period. Team members terminating 
from Southwire will be paid out for purchased 
days that have been paid for but unused.

Holidays 
Each calendar year Southwire team members 
enjoy a total of 12 paid days off as either paid 
holidays or paid floating days.
Each calendar year, a list of actual holidays and 
the dates on which they will be observed is 

distributed for each business area.
For more information, visit The People Behind the 
Power 

Incentive Compensation Plans
At Southwire, we are invested in the sustainability 
of our company and ensuring that team members 
are engaged and feel a sense of ownership in 
the success of the company. Team members 
share in Southwire’s success through incentive 
compensation programs which are an incentive 
metric applied to a plan and tailored to the 
different job groups and positions around the 
Company. For example, most full- time hourly 
team members are eligible to participate in the 
IMPACT bonus plan. For questions about incentive 
compensation plans, please talk to a People & 
Culture representative.
 

Commitment to Education
Southwire is committed to education. The 
company strives to provide on-the-job training, 
tuition assistance and support to attend area 
schools.
It is the Company’s policy, within budgetary 
constraints, to provide financial assistance 
to eligible team members for approved team 
member development and education programs. 
Southwire will pay the full cost of short courses, 
seminars, professional certifications and 
professional or trade conferences, which provide 
state-of-the-art knowledge and enhance the 
effectiveness of the team member on a present or 
projected work assignment within Southwire.
Southwire also provides tuition assistance for 
satisfactory completion of diploma or degree 
programs at vocational/technical institutions, 
colleges or universities. All financial assistance 
must be approved by the team member’s 
executive leader.
For more information, visit The People Behind 
the Power

T O T A L  R E W A R D S
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Team member Classifications
Southwire designates each team member as 
either exempt or nonexempt in compliance with 
applicable federal, state and local law.

Exempt Team Members – Team members who 
are designated as exempt are paid a fixed salary 
and are not entitled to overtime pay.
Exempt team members also may not be subject 
to certain salary deductions. 

Nonexempt Team Members – Team members 
who are designated as nonexempt are entitled to 
overtime pay at a rate of one and one- half times 
their regular rate of pay for all hours worked over 
40 in a workweek or as required by applicable 
federal, state and local law. Nonexempt team 
members may be hourly or salaried.

Southwire also assigns each team member to 
one of the following categories:

Full-Time Team Members – Full-time team mem-
bers regularly work at least 30 hours per work-
week, except for approved time off. 

Part-time Team Members – Generally work less 
than 30 hours per workweek.

Work Week for Compensation Purposes 
Each team member has an assigned work week 
that is used for compensation purposes (such as 
overtime calculations). For example, a team mem-
bers work week may begin Sunday 7:00 a.m. and 
end Sunday morning at 6:59 a.m. See a supervi-
sor or People & Culture representative with any 
questions concerning the work week.
 

Pay Cycles and Paydays
Team members are paid weekly or bi-weekly. If a 
payday falls on a holiday, team members normal-
ly will be paid on the last business day before the 
holiday.

Team members enrolled in direct deposit will 
have their pay deposited in their designated ac-
count by payday.
If a team member does not receive their direct 
deposit or pay check, they should notify their 
People & Culture representative immediately.
During January of each year, team members will 
be given a statement of earnings and taxes paid 
in the prior calendar year to file income tax re-
turns.

Payroll Deductions
No deduction will be made from a team mem-
bers paycheck unless it is authorized by the team 
member or it is for legally required purposes.
Southwire is required by law to make certain de-
ductions each pay period, including:
•	 Federal and state income taxes.
•	 Social Security (FICA) taxes.
•	 Deductions required by wage garnishment 

or child support orders. If an official action is 
processed against a team member that re-
quires garnishment of wages, the appropriate 
amount will be deducted.

•	 Deductions required by collective bargaining 
agreements, such as union dues.

•	 Southwire also may deduct from team mem-
bers portion of health, dental and life insur-
ance premiums; voluntary contributions to a 
401(k)retirement plan; or prior over-payments

All deductions from pay will be identified on team 
members pay statements.
 

Over-payments
If an over-payment occurs, Southwire may deduct 
the overpayment from team members wages.  
When required by state law a repayment agree-
ment will be provided to the team member for a 
signature.  
If an overpayment does occur, the team member 
will be notified of the overpayment and the cor-
rective action that will be taken.
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Hours of Work
Because of the nature of work, Southwire’s various 
departments must work a variety of shifts. Work 
hours must be flexible and are subject to change 
as operating conditions change. When special 
shifts are necessary, each facility or department 
that requires special shifts will schedule the shift 
independently.  Team members are expected to be 
at their workstation ready to work at the beginning 
of their shift and at the end of their meal period, 
and should continue working until the end of their 
shift.

Timekeeping
To ensure that Southwire has accurate time re-
cords and that team members are paid for all 
hours worked in a timely manner, nonexempt team 
members are required to accurately record all 
hours worked using the Company’s timekeeping 
system. Non-exempt team members should record 
all hours worked. Breaks longer than 20 minutes, 
including meal breaks, must be recorded. (If a team 
member is employed at a location or in a position 
in which meal breaks are paid, they are not re-
quired to “clock” in and out for breaks unless they 
leave the facility for such breaks.) Supervisors will 
review time records weekly and team members 
are encouraged to verify them at the end of each 
week.
Salaried non-exempt team members’ meal breaks 
must be accurately recorded on each team mem-
ber’s time record. They must clock in and out for 
their meal breaks. Non-working meal breaks do not 
count as hours worked.
Team members should immediately report to their 
People & Culture representative if any individu-
al encourages or requires off-the-clock work or 
instructs someone to (1) incorrectly or falsely under 
or over- report hours worked, or (2) alter another 
team member’s time records to inaccurately or 
falsely report that team member’s hours worked.
Fraudulent timekeeping and falsification of time re-
cords are subject to discipline, up to and including 
termination of employment.
 

Overtime
Team members may occasionally be asked to work 
beyond their normally scheduled hours and, when 
this occurs, team members are expected to work 
overtime or to report to work if called in. The Com-
pany will make every effort to provide as much 
notice as possible and to distribute overtime fairly. 
Please discuss any questions concerning overtime 
with a supervisor. 
Nonexempt team members will receive overtime 
pay in accordance with applicable federal, state 
and local law. Overtime will be paid for all hours 
worked in excess of 40 hours in one work week 
at a minimum rate of one and one-half times the 
team member’s regular hourly rate of pay, includ-
ing any applicable shift premium unless otherwise 
required by federal, state or local regulations. 
Hours paid that are not worked are not included 
in the overtime calculation. These hours include, 
but are not limited to vacation, holidays, jury duty, 
bereavement, and any other non-worked paid time. 
Team members covered by a collective bargaining 
agreement should refer to the agreement.
Nonexempt team members must obtain approval 
from their supervisor in advance of working over-
time (including starting work early, finishing work 
late, working during an unpaid meal break, working 
from home or performing any other unscheduled 
work). Failure to obtain approval for working over-
time may result in discipline, up to and including 
termination of employment.
 

Shift Premiums
Team members scheduled to work shifts other than 
standard day shifts will receive additional pay in 
the form of a shift premium. For more information 
about site specific shift premiums, speak to a Su-
pervisor or P&C representative.
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Reporting Allowances
It is our aim to provide steady employment and 
regular work schedules for our team members, 
but our production is largely dependent upon our 
customers’ orders. If a team member is scheduled 
to report to work and, upon arrival, finds no work 
available, other work will be provided to the team 
member or they will receive a minimum of two (2) 
hours of pay paid at their regular rate or as other-
wise provided by law.  
 

Call-In Pay
It may become necessary to ask team members to 
report to work at some time other than their reg-
ularly scheduled work hours. If a team member is 
called to work during their scheduled time off, they 
will be paid at their regular rate or as otherwise 
provided by law.  Team members are guaranteed 
four (4) hours of pay even if the job takes less time.                             
Call-In pay hours are not counted toward overtime 
unless they are hours worked. 
 

Reporting Pay Errors
Team members should review their pay statement 
for errors. If a team member believes there may be 
any errors in their pay, including over-payments or 
under-payments; that improper deductions have 
been taken from their pay; or that their pay does 
not accurately reflect all hours worked, including 
overtime hours, off-the-clock work and work per-
formed during meal breaks; they must report their 
concerns to their People & Culture representative 
immediately. If a team member does not believe 
that their report was addressed satisfactorily, they 
must access the Ethics Hotline to report their 
concerns. Southwire will promptly investigate all 
reported concerns. If there has been an erroneous 
overpayment or underpayment, Southwire will cor-
rect it as soon as possible.
 

Maximum Days Worked
Working hours shall not exceed 60 hours per week 
on average over a period of a calendar month. 
Team Members cannot exceed working seven (7) 
consecutive days without having a day off.  The 
maximum number of hours that a team member 
can work in a shift should NOT exceed 13.5 hours.
For more information review the Company Over-
time Policy located on the People Behind the Pow-
er Website.
 

Pay Transparency Nondiscrimination
Southwire will not discharge or in any other man-
ner discriminate against team members or appli-
cants because they have inquired about, discussed 
or disclosed their own pay or the pay of another 
team member or applicant. However, team mem-
bers who have access to the compensation infor-
mation of other team members or applicants as a 
part of their essential job functions cannot disclose 
the pay of other team members or applicants to 
individuals who do not otherwise have access to 
compensation information, unless the disclosure 
is (a) in response to a formal complaint or charge, 
(b) in furtherance of an investigation, proceed-
ing, hearing or action, including an investigation 
conducted by the employer or (c) consistent with 
Southwire’s legal duty to furnish information.
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Southwire recognizes that for a variety of reasons 
team members may require an absence from work. 
Team members may be eligible for an assortment 
of different types of leave, which are explained 
in greater detail in the policies that follow. Such 
leaves include medical leave, family leave, jury 
duty leave, bereavement leave, personal leave, 
parental leave and military leave.

A leave of absence is a Company granted period 
away from a team member’s regularly assigned job 
and work schedule. The job and shift can only be 
guaranteed if the team member returns to work 
during or at the expiration of a Family and Medical 
Leave protected leave or other leave protected by 
federal, state or local law.

The following requirements generally apply to all 
leaves:
•	 Advance notice of a return to work is required 

to allow time to adjust work schedules.
•	 Requests for FMLA leaves and medical leaves 

of absence must be made through the third 
party administrator.

•	 Other forms of leave are requested through the 
team member’s supervisor and People & Cul-
ture representative.

•	 Documentation may be required to support the 
leave request. Failure to provide the appropri-
ate documents in a timely manner may result in 
the leave being delayed or denied.

•	 Team members who accept other employment 
while on leave may be terminated.

•	 A team member must return to work after the 
expiration of any leave. Team members who 
have not returned by the end of any leave 
granted or who fail to provide appropriate doc-
uments to extend a leave will be considered to 
have voluntarily terminated their employment. 
Employment ends the last day worked or at the 
expiration of the approved leave.

•	 Most team members on leave will be allowed 
to continue medical insurance, life insurance 
and disability benefits for themselves and their 
eligible dependents up to a maximum of six (6) 

months. Team members will be required to pay 
premiums as if they were on active status.

•	 Southwire will recoup premiums it paid for any 
team member who does not return from leave. 
After six (6) months the team member is eligible 
to apply for COBRA.

•	 Hourly team members will not receive or accrue 
benefits pertaining to holidays occurring during 
the leave period. All team members on leave 
more than six (6) months will not accrue vaca-
tion.

 

Bereavement Leave 
Full-time and Part-time team members may be 
eligible to take Bereavement Leave following the 
death of a family member.  Please see a People 
and Culture representative or refer to the Bereave-
ment Leave Policy on the People Behind the Power 
website for more detailed information.
  

Family and Medical Leave 
Southwire provides U.S.-based team members with 
leave according to the Family and Medical Leave 
Act of 1993 (FMLA), which provides for unpaid, 
job-protected leave to covered team members in 
certain circumstances.
If eligible, team members may take up to 12 or 26 
weeks of family or medical leave, whichever is ap-
plicable (as explained in the detailed policy), within 
the relevant 12-month period defined below. Upon 
returning from an approved FMLA leave, team 
members have the right to be restored to the same 
job or an equivalent position, subject to the terms, 
limitations and exceptions provided by law.
Southwire utilizes a third-party administrator to 
manage approvals, denials, tracking of balances 
and medical certifications and related communica-
tions.

Qualifications
To qualify for FMLA leave, a team member must 
have worked at least 1,250 hours in the last 12 
months.
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For eligibility questions regarding  FMLA leave, 
please contact Southwire’s FMLA Administrator.
 
State or Local Family and/or Medical Leave Laws
Where state or local family and medical leave laws 
offer more protections or benefits to team mem-
bers, the protections or benefits that are more 
favorable to the team member, as provided by 
such laws, will 
apply.
 

Military 
Service 
Leave
Southwire 
recognizes 
that team 
members 
may need to be absent from work to serve in the 
U.S. military. Southwire provides military service 
leaves of absence to all regular full-time, part-time 
and probationary team members in compliance 
with the Uniformed Services Employment and Re-
employment Rights Act (USERRA) and applicable 
state laws.

Jury Duty
Southwire encourages team members to fulfill their 
civic duties related to jury service.
Upon receiving a jury summons, a team member 
should immediately take it to their supervisor who 
will schedule a work replacement for the time 
that the team member will be away from work, if 
needed. When the jury duty is complete, the team 
member should secure a statement from the court 
verifying the dates served, time released and the 
amount of compensation received for the jury duty. 
The statement should be given to the team mem-
ber’s supervisor so that payment of the jury duty 
allowance can be included in the team member’s 
regular paycheck.
If an hourly, full-time team member is called for jury 
duty, the team member is paid the difference be-

tween base hourly rate of pay and compensation 
received for jury duty for the scheduled work hours 
of each working day missed. If a salaried, full-time 
team member is called for jury duty, the team 
member will continue to receive the team mem-
ber’s regular salary for the workweeks on which 
days are missed.
If jury service extends beyond six months, the team 

member will 
be granted an 
unpaid leave of 
absence until 
such service is 
completed.
Team Members 
are expected to 
call their super-
visor immedi-
ately after being 

excused from jury duty if during regular working 
hours, so that the supervisor can advise whether to 
come into work.
Southwire complies with state-specific jury duty 
leave obligations and offers leave in accordance 
with its requirements. 

Personal Leaves of Absence
Southwire recognizes that team members may 
require a personal leave of absence from work. 
Eligible salaried and hourly team members may 
be granted a personal leave of absence, with 
the length of such leave determined based upon 
service with the Company, as well as the team 
member’s job duties and responsibilities and the 
Company’s ability to accommodate the length of 
leave requested. 

Voting Time Off
Team members are encouraged to vote in elec-
tions and Southwire recognizes that, in some 
instances, team members may need time off to 
vote. Southwire will provide up to two (2) hours of 
unpaid leave for team members to vote. Howev-

Compliance with Applicable Absence Management Process
FMLA leaves are being administered by a third-party vendor, but that FMLA 

administration process does not replace the location’s absence management 
process. As a result, team members requesting or using FMLA leave must 

comply with the requirements of this policy, those of the FMLA Administrator,  
and any applicable attendance policy and communicate as required under  

those policies with both Southwire and the FMLA Administrator.
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er, the team member must request this time off to vote at least three (3) days prior to the election date 
and it is in the supervisor’s discretion to determine which two hours the team member will have off for 
this purpose. Voting leave laws vary by state and Southwire will abide by all state requirements if they 
conflict with this policy.

Parental Leave
To assist and support new parent relationships through its leave policies and programs and to assist 
with balancing work and family matters, Southwire provides paid parental leave. This policy provides 
eligible team members with a period of paid time off for activities related to the care and well-being of 
their newborn or child placed through adoption or foster care.
Any paid parental leave will run concurrently with all other leave to which the team member may be en-
titled, including leave under the Family and Medical Leave Act. Team Members residing in a state with 
paid family leave benefits, will have their Southwire Paid Parental Leave benefits offset to total a maxi-
mum income of 100% of their base pay earnings

Eligibility
Full-time team members who have completed six consecutive months of service with the Company are 
eligible for parental leave.

*This policy may not be applicable to team members covered under a union contract. Team members 
covered by a union contract should refer to their respective contract.

Teacher Conferences
Southwire encourages parents to become involved in the education of their children, and therefore will 
allow full-time team members to take up to two (2) hours off, twice per year with pay to meet with their 
children’s teachers for conferences. This policy applies only to parent/teacher conferences, no other 
school activities. Team members must (1) notify their supervisor at least one working day in advance; (2) 
work with the school and their supervisor to schedule the conference at the most convenient time for 
all concerned; and (3) provide their supervisor with the appropriate verification from the school of the 
scheduled conference. Southwire will allow part-time team members to take up to two (2) hours off, two 
(2) times per year unpaid to meet with their children’s teachers for conferences.

For more information about time off  and leaves of absence please contact a  
People & Culture representative or visit The People Behind the Power
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Length of Service
This policy defines the method of calculating and the use of a team member’s length of service. 
Length of service is an important consideration at Southwire. For example, it is a factor in determining 
eligibility for certain benefits (like vacation) and job advancement opportunities.

Hire Date/Adjusted Hire Date
Southwire’s length of service is calculated as the time elapsed since a team member’s hire date as a 
team member. The hire date for purposes of measuring the length of service is the date that the team 
member was last hired including full-time and part-time team members.

Length of Service Applications
A team member’s length of service is applied in the following situations:
•	 Reduction in force
•	 Transfers through the Job Posting System for promotion, down bid, lateral changes
•	 Shift assignments
•	 Vacation eligibility and amount of vacation time awarded
•	 Service awards
•	 Short term disability benefits for exempt team members
•	 Eligibility for medical benefits
•	 Eligibility for various leaves of absence

Length of Service Clarifications:
Interns and co-op students do not earn service while employed in those positions. If the intern or 
co-op student is hired into a full-time job, length of service begins with that date of hire. For part time 
team members, the hire date for purposes of measuring the length of service is the date that the team 
member was last hired.
Individuals that become team members as the result of an acquisition may have an original date of 
hire from the company that was purchased and an adjusted date of hire with Southwire. The original 
date of hire is normally used for vacation credit but may vary depending on the terms of the acquisi-
tion contract.

12 for Life®:
If a student transitions to a full-time position with no break in service, the adjusted date of hire is the 
original date of hire as a 12 for Life student. This applies to benefits.
1.	 If a student transitions to a full-time position with no break in service, the seniority date is the date 

the student begins the full-time position.
2.	 Become Health and Welfare benefit eligible on the 31st day of Full Time employment.
3.	 If a student leaves the 12 for Life program and is hired after a break in service, the new date of hire 

is the date hired into a full-time position and the previous service as a 12 for Life student does not 
apply.
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The Job Post and Bid System affords every hourly team member an opportunity and consideration for 
advancement.
Hourly team members have an opportunity to bid on job openings within a value stream, a different 
value stream or another facility to obtain higher pay, varied skills or shift preference. Jobs will be post-
ed in the value stream, then the facility and if unfilled, then company wide. The facility-wide posting will 
cover all shifts in the facility, a minimum of twenty-four (24) hours each. Company-wide postings will 
cover all shifts for a minimum of seventy-two (72) hours each.
All hourly job openings will be posted for bids unless the same job on the same shift and department 
has been posted within the past 90 days. If this occurs, the job may be filled from the previous bid list.
All selection interviews will be scheduled using the total length of service from the seniority date. Se-
niority dates do not change when a team member transfers between facilities in the company.
All things equal, a tie for seniority will be broken using the last four digits of team members’ social se-
curity number. The lowest number will be considered more senior.

Shift Alignment
Prior to a job going up for bid, shift alignment will be offered to the team members in the value stream 
(as defined by the operation). A shift alignment will be awarded by seniority based on the team mem-
bers in the identified group.
 
Bid Procedures
Hourly team members interested in bidding on a job, wheter in their own facility or company wide, 
should bid through the Carees Portal in Success Factors.

See the Full Company Job Post and Bid Policy located on the People Behind the Power website for 
more detailed information.
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Southwire is committed to providing team mem-
bers a safe, pleasant, productive and desirable 
place to work.
In order to do this, there are certain rules set forth 
which govern our conduct as team members 
while on company property.
The Work Rules and Progressive Discipline apply 
to hourly team members. Salaried team members 
are expected to comply with the Work Rules but 
are not eligible for the progressive discipline pro-
cess.

When addressing actions considered to be in vio-
lation of these rules, management will give careful 
consideration to the seriousness of the violation, 
the circumstances surrounding the case and the 
team member’s past disciplinary record. We are 
committed to treating team members consistently 
and fairly throughout Southwire.

Work Rules
While it is impossible to compile a complete 
summary of rules of conduct that may result in 
disciplinary action, the following provides a basic 
pattern for such action. Team members are ex-
pected to adhere to the following work rules:

1.	 Excessive Unexcused Absenteeism 
*Refer to business area’s Attendance Policy

2.	 Failure to be Properly Prepared for Work
3.	 Leaving Assigned Work Area without  

Authorization
4.	 Failure to Produce a Reasonable Quantity of 

Acceptable Quality Work (Job Performance)
5.	 Failure to Follow Rules for Safety and Security
6.	 Failure to Meet Performance Expectations
7.	 Failure to Carry Out Assignments and  

Instructions in a Cooperative Manner
8.	 Any Actions or Inactions that Endanger Life, 

Limb or Property
9.	 Violation of any Company Policy, including 

those contained in this Team Member Hand-
book

10.	Violation of the Company’s Standards of Busi-

ness Ethics and Conduct Policy (sometimes 
referred to as the “Code of Conduct”), includ-
ing those acts not meeting the Company’s 
expectation that team treat others with dignity 
and respect and act with integrity

11.	 General Misconduct
12.	Using Tobacco while on the Company’s Prem-

ises 
* Violations of this work rule will be considered a Major 
violation and treated accordingly.   
Ex. First time violations will result in a Final Written 
Warning

Progressive Discipline
When determining what steps should be taken 
for disciplinary problems, management considers 
the seriousness of the violation, the team mem-
ber’s past disciplinary records and other relevant 
circumstances. Disciplinary action is calculated 
using a rolling 12-month time period, not a calen-
dar year. This means that all infractions during the 
prior 12 months will be considered when deter-
mining necessary action for work rule violations. 
Progressive discipline, once it begins, will remain 
in effect for 12 months from the date of the most 
recent discipline issued. The 12-month time frame 
for discipline is relative to active employment. 
Leave time is not counted for purposes of pro-
gressive discipline. 

The following disciplinary progression generally 
will be utilized for work rule violations, except in 
the case of Intolerable Violations:

Coaching Session 
Written Warning
Final Written Warning
Discharge

There are times when one or more steps of pro-
gressive discipline level may be skipped because 
of the seriousness of the situation or other cir-
cumstances. At all times, Southwire maintains the 
complete discretion to impose discipline that it 
deems appropriate.



TEAM MEMBER HANDBOOK SOUTHWIRE COMPANY, LLC 
CARROLLTON, GA 30119

38 P R O G R E S S I V E  D I S C I P L I N E  &  W O R K  R U L E S

Intolerable Violations
In the case of intolerable violations, these actions are considered so severe that they may lead to imme-
diate termination no matter where the team member is in the progressive discipline process. The follow-
ing actions are some examples, but not all encompassing, of intolerable violations:
•	 Violation of the Company’s drug and alcohol-free workplace policies, including possessing, using or 

being under the influence of alcohol, controlled substances (drugs) or any intoxicant while on South-
wire’s premises.

•	 Safety violations which include actions or inactions that could result in serious injury or death
•	 Failure to comply with lockout/tag out procedures
•	 Failure to use required machine guarding
•	 Failure to use/adjust equipment safety devices
•	 Violation of the Company’s equal employment opportunity, anti-harassment, anti-retaliation or work-

place violence policies
•	 Violation of the Company’s workplace violence policies, including verbal or physical threats or ac-

tions (even if joking)
•	 Refusal to cooperate with a company investigation
•	 Willfully damaging, destroying or taking company or personal property (Theft)
•	 Unauthorized possession or use of any  

company property, equipment or materials
•	 Unauthorized disclosure of the company’s  

confidential information
•	 Possessing weapons of any kind at the workplace or employer-sponsored events.
•	 Falsification of employment application, personnel records or any other company or business records
•	 Team members deliberately clocking out, falsifying their own or another team member’s time record 

or permitting another team member to clock out or falsifying their time record
•	 Engaging in criminal activity or other activity that could bring the organization into serious disrepute
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Peer Review – Hourly
Hourly team members who have completed their probationary period and who have been terminated 
for cause may request a Peer Review within three (3) business days of the date of termination.    

Appeals for a peer review should be requested if the terminated team member feels that the circum-
stances around the termination, or the progressive discipline that led to the termination were not 
handled in accordance with Southwire policy and procedure.  

In certain cases, the nature of the conduct leading to termination is so severe that a peer review will 
not be granted. The actions include, but are not limited to, disciplinary action that has been taken 
because of sexual harassment, failing a drug/alcohol test, theft and committing a felony or workplace 
violence. In such cases a Team Member will not be granted a peer review. In addition, Southwire 
Company may decide, in the interest of privacy, safety or workplace relations that a peer review is not 
available. In all cases, the company has complete discretion to deny the request for a peer review.

Requests should be sent to Peer.Review@southwire.com and include the following information:
o	 Full Name
o	 Employee ID
o	 Location/Department/Shift worked
o	 Date of Termination
o	 Reason for Termination
o	 A statement explaining the reason the team member feels the termination should be reviewed  
            by a panel of their peers.
o	 A list of anyone who may be a conflict of interest to have on the panel (ex. relative, close  
            friend, ex-significant other, etc.)
o	 Any other information pertinent to the request

Team members will receive an automated response letting them know that the request has been re-
ceived to the email in box and that they should receive a response within two (2) business days.  If an 
automated response is not received, please verify that the request was sent to the correct email.  
 
Requests for Peer Reviews will be reviewed and approved/denied by the People and Culture Employ-
ee Relations Team.  Peer reviews will be conducted telephonically to ensure the privacy and security 
of panel participants 

To view the full Peer Review Policy visit the People Behind the Power.

H O U R L Y  P E E R  R E V I E W S
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Health and Safety in the Workplace
Southwire is committed to maintaining a safe 
workplace. To further its goal, Southwire has 
issued safety rules and guidelines. Team Mem-
bers are required to comply with all Southwire’s 
rules and guidelines, as well as any applicable 
federal, state and local laws regarding workplace 
safety. In addition, team members must keep their 
work area organized and free of any potential 
hazards. Failure to follow Southwire’s safety rules 
and guidelines may result in discipline, up to and 
including termination of employment.
If a team member witnesses any unsafe condi-
tions or potential hazards (such as wet floors/
broken equipment/defective appliances), they 
must report them to those designated by their 
facility. If team members do not believe the report 
was addressed satisfactorily, they must report this 
information to the facility manager. If team mem-
bers still believe the report was not addressed 
satisfactorily report this information to Corporate 
EHS.
Southwire prohibits any form of discipline, re-
prisal, intimidation or retaliation for reporting a 
health and safety concern or a violation of this 
policy or for cooperating in related investigations.

Mandatory Reporting of All Work-Relat-
ed Injuries or Illnesses
As a condition of employment, all team mem-
bers are required to report any vehicle or mobile 
equipment accidents, property damage, and 
work-related injuries or illnesses, regardless of 
severity, as soon as practicable. In almost all 
instances, this will mean within one (1) hour of be-
coming aware of the accident, damage or injury/
illness or prior to the end of the shift on which 
the injury/illness occurred, whichever comes first. 
This will allow the Company to promptly investi-
gate each situation to determine the cause of the 
incident and/or injury/illness and what the Com-
pany must do to prevent a recurrence of a similar 
situation. “Near-miss” events, which are vehicle 

and mobile equipment accidents not resulting in 
property damage or injury or other conditions or 
events that could have resulted in property dam-
age or injury, also are to be reported as soon as 
practicable. In almost all instances, this will mean 
within one (1) hour of becoming aware of the 
near-miss or prior to the end of the shift on which 
the near-miss occurred, whichever comes first. 
It will be investigated just as those events caus-
ing an incident or injuries. Team members must 
report all injuries/illnesses/near-misses to their 
immediate supervisor. If the immediate supervi-
sor is not available, team members must contact 
another management representative and report 
the situation to him/her.
A team member who does not comply with these 
requirements could be subject to discipline. 
Southwire will not discharge, discriminate or oth-
erwise retaliate against team members for report-
ing such accidents, damage, injuries, illnesses or 
near-misses.

First Responders
Throughout all Southwire plants and work areas, 
there are many trained in basic first aid or as First 
Responders. First Responders have more than 60 
hours of emergency medical care training. The 
training is provided by Southwire at no cost to 
team members. It is important for all team mem-
bers to be aware of and know how to contact the 
First Responders and first aid trained team mem-
bers in each area. For more information about 
First Responders and basic first aid training or if 
interested in becoming a First Responder, team 
members should contact their local EHS or Peo-
ple & Culture representative.

OSHA Voluntary Protection Program 
(VPP)
At Southwire, we are committed to providing a 
safe and healthy work environment. Safety is our 
number one principle under the “Culture of Zero” 
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at Southwire where “Avoiding injuries will always 
come before everything else” and “Safety is 
everyone’s responsibility.” We expect each team 
member to take their own personal safety seri-
ously at home and at work with meaningful partic-
ipation in the site’s safety program.
Southwire has entered into a partnership with 
the Occupational Safety and Health Administra-
tion (OSHA) Voluntary Protection Program (VPP). 
VPP recognizes employers and workers in the 
private industry and federal agencies who have 
implemented effective safety and health man-
agement systems and maintain injury and illness 
rates below national Bureau of Labor Statistics 
averages for their respective industries. In VPP, 
management, team members and OSHA work 
cooperatively and proactively to prevent fatalities, 
injuries and illnesses through a system focused 
on: hazard prevention and control, worksite 
analysis, training, management commitment and 
worker involvement. To participate, employers 
must submit an application to OSHA and undergo 
a rigorous on-site evaluation by a team of safety 
and health professionals. VPP participants are 
re-evaluated every three to five years to remain in 
the program.
Southwire’s goal and commitment with VPP is 
to create a culture of continuous improvement 
and go above and beyond compliance. Current-
ly, Southwire has numerous VPP Star sites with 
plans for all U.S. manufacturing operations and 
customers service centers to achieve this distinct 
designation.

Safety Equipment and Personal Protec-
tive Equipment
Team members are required to wear all clothing 
and equipment appropriate for the job that they 
perform. Clothing damaged in connection with an 
accident will be replaced at no cost to the team 
member.

Safety Eyewear
Safety glasses are supplied without cost by the 

Company. Safety glasses damaged through nor-
mal wear and tear will be replaced at no cost to 
the team member. Replacement of glasses lost or 
broken through carelessness will be paid for by 
the team member. Prescription lens safety glass-
es also are supplied by Southwire through a local 
optometrist’s office. The necessary forms to ob-
tain prescription lens safety glasses are available 
through the local People & Culture representa-
tive. Prescription safety glasses may be replaced 
every two (2) years, any time they are damaged 
on the job or any time an eye doctor determines 
that a change in prescription is needed.
 
Safety Shoes
Safety shoes are supplied without cost by the 
Company. Annually team members receive a 
shoe voucher to be used for the purchase of 
safety shoes.

Hearing Protection
Hearing protection equipment (where required) 
is supplied by the Company, without cost. Re-
placement of hearing equipment is paid for by 
the Company unless the equipment was lost or 
damaged through carelessness.

All other safety equipment designated by South-
wire’s Safety Department for use in specific jobs, 
such as gloves, aprons, hard hats, goggles, face 
shields, respirators, etc., will be provided to the 
team member at no cost and will be replaced 
without cost unless lost or damaged through 
carelessness.
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General Rules for Safety
1.	 Working safely is a condition of employment.
2.	 All injuries, no matter how small, must be reported
3.	 Running, scuffling and horseplay are forbidden.
4.	 Report unsafe conditions to a supervisor.
5.	 While on duty at manufacturing facilities and Customer Service Centers, jewelry presents entangle-

ment hazards. Rings, necklaces, watches and earrings are not permitted. The only allowable excep-
tions are stud earrings and “break-away” or not fully enclosed emergency medical bracelets.

6.	 Approved eye protection, hearing protection and safety shoes must be worn at all times in desig-
nated areas.

7.	 Team members at manufacturing facilities and Customer Service Centers with long hair must wear 
a hair guard or arrange it in a manner so that it cannot contact equipment or machinery. No hair 
should hang loosely or in a ponytail below the bottom of a normal shirt collar. Hair must be pulled 
back and contained. It should be tucked underneath a cap, hard hat, hair net, hair clip or other suit-
able head covering when working in an area of rotating or moving equipment to prevent hair from 
being snagged or caught by the machinery. Facial hair must be kept short and/or close to the face 
as to not to present an entanglement hazard.

8.	 For team members at manufacturing facilities and Customer Service Centers, no baggy, loose, torn, 
and/or frayed sweatshirts, jackets, shirts, pants or shorts. No strings, hoods, cords or heavily acces-
sorized materials on clothing are allowed to be worn in any operations locations’ areas outside des-
ignated walking paths. These types of clothing have been identified to have the potential to create 
an entanglement hazard to the wearer when working around machinery/equipment.

9.	 Any equipment that team members have been told is necessary for a certain job must be utilized
10.	Never try to operate any machine unless familiar with its operation or without instructions and au-

thorization to do so by a supervisor.
11.	 Machines must be shut down before oiling, cleaning or repairing.
12.	Never start a machine until the safeguards are in place. Never bypass or disable a safety guard.
13.	Observe fire prevention rules.
14.	Seat belts are required for all drivers and passengers of Company vehicles. Team members also 

are strongly encouraged to use seat belts in personal vehicles.
15.	 Individual departments or areas may establish additional rules or regulations concerning safety in 

their respective areas, with approval or guidance from the Safety Department
16.	No requirement for a job is more critical than safety. Team members are expected to understand all 

safety considerations for a job and ask any time they are uncertain. 
17.	 Safety is a shared responsibility: team members and management both have equal obligations to 

ensure that Southwire is a safe and accident-free workplace.

G E N E R A L  R U L E S  F O R  S A F E T Y




