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Message from the President

I am pleased to present this 2025 Employee Benefits Guide. In the follow-
ing pages you’ll find basic information on benefits provided by Southwest 
Research Institute®. 

Our benefits program is designed to support you and your family beyond the 
workplace. As this guide shows, we offer a comprehensive package with a number 
of options for healthcare, insurance, retirement, and wellness programs available 
to you and your family.

Please take some time to familiarize yourself with the benefits detailed in this 
guide. You and your family’s well-being are important to us.	

	

Adam L. Hamilton, P.E., President
Southwest Research Institute

A Message from the President

Look for the following symbols throughout the document.

Professional
Development

Work-Life BalanceFamily Support Health &
Wellness
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•	Medical, Dental & Vision Care Plans

•	Health Care and Dependent Care Reimbursement  
	 Account Programs

•	COBRA Program

•	Medical, Dental & Vision Care Programs at a Glance

•	Comparison of Medical Plans
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A s medical costs increase, and most Americans find their benefits shrinking, SwRI continues to offer 
comprehensive medical, dental and vision care benefits for you and your family, allowing you to 

choose the plans that best fit your needs. Institute premiums and plan co-sharing of benefit costs remain  
competitive with the best employer packages on the market, despite rising costs.

Medical, Dental & Vision Care Plans 
Eligibility

As a regular employee (full-time or part-time, working a minimum of 20 hours per week), you are eligible 
to participate in the medical, dental and vision care plans. Eligible dependents include your spouse or domestic 
partner as well as your dependent children and stepchildren under the age of 26.

Benefits Overview
You may enroll during new employee orientation or within 31 days of your hire date. Annually, you may 

elect changes to your benefit elections. Generally, benefit elections are revised only during the annual open 
enrollment period, usually in November, and changes become effective on January 1 of the following calen- 
dar year. Other than during open enrollment, you may make changes only when a qualifying event occurs. 

SwRI allows a 31-day period to initiate a benefit change following a qualifying event. These events 
include the addition or dropping of a medical care plan by a spouse or domestic partner. SwRI allows a 
60-day period to initiate a benefit change for a spouse, domestic partner, or dependent child's qualifica- 
tion for or loss of Medicaid coverage. The 31-day period may also apply to family status changes such as 
marriage, divorce, birth or adoption of a child, commencement or termination of your spouse, domestic 

partner, or dependent child's employment, significant change in a spouse, domestic partner, or depen-
dent child's health care coverage, or death of a spouse, domestic partner, or dependent child.

Open Enrollment
During the annual open enrollment period, you will have an opportunity to review your voluntary 

employee benefit program elections and add or delete programs or change your participating family 
members in a program, as needed. Most of the programs that permit annual changes are covered by the 
Section 125 plan. A new election must be made for contributions to health care or dependent care flexible 
spending account for each new calendar year. To elect setting aside pre-tax dollars for eligible health care 
and dependent care, an amount for the plan year must be entered on the applicable electronic form. 

Additionally, the open enrollment process provides you an opportunity to review your beneficiary 
designations and your dependent information and make appropriate changes. 

A change due to open enrollment or a qualifying event is initiated by accessing Employee Self Service 
through the ITC Portal on the I2net. Approval of your elections requires that you click the approval but-
ton and submit your electronic form. 

Enrollment Changes
Contact the Employee Benefits Office to enroll new dependents within 31 days of eligibility; for example, 

a spouse should be added within 31 days of the marriage or a newborn or adopted child should be added 
within 31 days of birth or adoption. Otherwise, dependents may only be added during the next open enroll- 
ment period. For medical plans, a newborn child is covered automatically from birth for 31 days, if a parent 
is covered. Beyond that, a child’s coverage is effective on the date of enrollment. All qualifying events must 
be supported by appropriate documents, i.e., marriage certificate, birth certificate, loss of coverage, etc.  

Medical Care Programs
The Institute offers two medical plans and the Tricare Supplement Program so you may choose the one 

that is right for you in your current situation. The medical plans are known in the health care industry as 
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Exclusive Provider Organizations (EPO).
EPO participants must select network providers only. No pre-existing condition restrictions apply to 

any of the plans offered by SwRI. Please refer to comparison of medical care options beginning on page 6.

TRICARE Supplement Program
If you are a military retiree under the age of 65, SwRI offers the TRICARE Supplement Program (TSP). 

TSP also covers eligible dependents, including unmarried children through age 21 (23 if a full-time 
student) or under age 26 if enrolled in TRICARE Young Adult (TYA) program. TSP provides secondary 
coverage to the TRICARE Plan, the Pentagon’s health insurance program for the military community. TSP 
coordinates covered benefits with the TRICARE Plan so that, on a combined basis, eligible participants 
have nearly 100 percent coverage of all medical costs. 

Additional information can be obtained from the Employee Benefits Office. 

Dental Care Program
Every eligible SwRI employee receives dental coverage at no cost. Dependent dental coverage is volun-

tary, and the related premiums are required at full cost. 
Under the Dental plan, a participant may ensure savings by selecting any licensed dentist in either the 

PPO or Premier network. The PPO network is designed to maximize your savings. Providers in the Pre- 
mier network charge slightly higher fees than the PPO network. The maximum benefit per calendar year 
is $2,000 per participant, with an annual deductible of $50 per participant that applies to certain dental 
services. An orthodontia benefit, with a lifetime maximum benefit of $1,500, is also provided. Out-of-net- 
work providers are capped at Premier network rates which can further increase your cost when using an 
Out-of-network Dentist. Routine preventive services are covered with no deductible or co-payment and 
do not count toward the annual maximum. 

See summary of dental care option on page 7. 
  

Vision Care Programs
Vision care plans are available on a voluntary basis for employees and their dependents. The plans 

cover eye exams (for a minimal co-pay), refraction, corrective lenses, or one set of frames per participant 
annually up to a maximum dollar amount. Using an optometrist participating in your plan affords opti- 
mum savings over an optometrist outside your plan’s network. 

Please refer to comparison of vision care options on page 8. 

Contact information for Medical, Dental and Vision Plans

Please see Operating Policies and Procedures: 2.3.7 – Voluntary Health Care and Insurance Programs; 
2.3.9 - Section 125 Plan

Contact: 
Belinda de Hoyos, Employee Benefits Office, (210) 522-6957 

Health Care & Dependent Care 
Reimbursement
Health Care Reimbursement Account Program

Health Care Reimbursement accounts allow participating employees to use pretax dollars to reimburse 
themselves for eligible health care expenses that are not covered by medical, dental or vision care plans — 
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 including deductibles, co-payments and other non-covered expenses. In 2025, no more than $3,300 
can be set aside under the plan. Exceptions to the reimbursable medical costs include those for elective 
cosmetic surgery and premiums to a spouse's health care plan. Over-the-counter drug costs (vitamins are 
excluded) are eligible in 2025 for reimbursement without a doctor’s prescription. 

Participation
During Open Enrollment, you may authorize a regular pre-tax deduction to create a health care  

reimbursement account. Because your gross biweekly salary is reduced by the amount you contribute 
each pay period, your contribution is not subject to Social Security and federal income taxes. Only one 
salary reduction agreement is permitted for each calendar year, unless a qualifying event or a change in 
family status occurs (contact the Employee Benefits Office if you have questions about what qualifies). A 
Section 125 Worksheet is available from the Employee Benefits Office to estimate your eligible medical 
costs per year. 

Health Care Reimbursement Account Claims
For reimbursement of eligible expenses, submit an electronic claim form with supporting documen-

tation, such as your plan’s explanation of benefits form. To be eligible, claims must be for services per-
formed or qualified purchases made between January 1 of the current plan year and the end of February 
of the following plan year (referred to as the coverage period). Carefully estimate how much to contribute 
to this account. Under IRS regulations, any leftover balance of tax-free dollars at the end of the coverage 
period is forfeited to the Institute. Money deposited in, or paid out of, this account is administered by the 
Employee Benefits Office. Information about claims and account balances can be obtained through the 
Employee Self Service link on the I2net.

Please see Operating Policies and Procedures: 2.3.7 – Voluntary Health Care and Insurance Programs; 
2.3.9 - Section 125 Plan

Contact: 
Nathaniel Ramos, Employee Benefits Office, (210) 522-2298 
Belinda de Hoyos, Employee Benefits Office, (210) 522-6957

Dependent Care Reimbursement Account Program
The SwRI employees’ Dependent Care Reimbursement Account offers tax-free reimbursement for 

childcare expenses, or daycare expenses for elderly or disabled dependents, subject to IRS requirements. 
The SwRI Section 125 Plan allows participants to set aside tax-free dollars, through a salary reduction 
arrangement, to cover eligible cost of care for eligible dependents. Contributions are made to a Dependent 
Care Reimbursement Account. In 2025, no more than $5,000 per household can be set aside under the 
plan (or $2,500 if married and filing separately).

Participation
During Open Enrollment, you may authorize a pre-tax deduction to create a dependent care reimbursement 

account. Because an employee’s gross biweekly salary is reduced by these contributions, the portion that 
is contributed to the account is not subject to Social Security and federal income taxes. Only one salary 
reduction agreement is permitted per calendar year, unless a qualifying event or a change in family status 
occurs (contact the Employee Benefits Office if you have questions about what qualifies). 

Dependent Care Reimbursement Account Claims
For reimbursement of eligible expenses, submit an electronic claim form with supporting documenta-
tion, such as receipts or daycare invoice/statement. Claims must be for dependent care assistance services 
received during the coverage period, between January 1 and December 31of the current plan year.
Carefully estimate how much to contribute to this account. Under IRS regulations, any leftover balance 
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of tax-free dollars at the end of the coverage period is forfeited to the Institute. Money deposited in, or 
paid out of, this account is administered by the Employee Benefits Office. Information about claims and 
account balances can be obtained through the Employee Self Service link on the i2net.

 
Please see Operating Policies and Procedures: 2.3.7 - Voluntary Health Care and Insurance Programs; 
2.3.9 - Section 125 Plan

Contact:   
Sheila Frierson, Employee Benefits Office, (210) 522-2079

COBRA Program
The Consolidated Omnibus Budget Reconciliation Act (COBRA) requires employers to allow  

terminated employees (voluntary or involuntary) and eligible dependents (qualified persons), who 
would otherwise lose their health care coverage, to continue participation in their employer’s medical 
care, dental care and vision care (group health care) plans, including employee assistance programs. 
COBRA also provides continued participation in a health care spending account for the remainder of 
calendar year.

Continuing Your Insurance Coverage
Generally, an employee may continue his or her group health care plan coverage for up to 18 months 

if his or her employment terminates for any reason except gross misconduct. Persons eligible for the 
COBRA program should check the Health Insurance Marketplace for additional options to buy health 
insurance coverage by going to the www.healthcare.gov website.

Continuing Coverage for Dependents
An employee’s eligible dependents may also continue their coverage for up to 36 months, under certain 

circumstances (divorce or child reaches age 26), if they were enrolled at the time they became ineligible
to be a dependent. It is the responsibility of the employee to inform Southwest Research Institute of 

any qualifying event affecting enrollment or benefits continuation. The Employee Benefits Office must be 
notified as soon as possible and in no case later than 60 days of the event.

Activating COBRA
Qualified persons interested in electing COBRA must do so by submitting the completed election form 

to the Employee Benefits Office within 60 days from the event date. The group health insurance will not 
be reinstated until an employee elects and pays for the health insurance coverage.

REMEMBER: An eligible person or parent of an eligible child must sign up for this continuation option; it is NOT automatic.

COBRA Costs
The qualified person electing continued coverage must pay the required premiums, which generally 

are 102 percent of full cost. Payments must be delivered or mailed to the Employee Benefits Office of 
Southwest Research Institute on or before the due date. Automatic payment withdrawals can also be set 
up to be drafted from a personal bank account. Southwest Research Institute does not pay any part of the 
premium.

More information on the COBRA program can be obtained from the Employee Benefits Office.

Please see Operating Policies and Procedures: 2.3.7 – Voluntary Health Care and Insurance Programs
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Contact: 
Sheila Frierson, Employee Benefits Office, (210) 522-2079

Medical, Dental & Vision Care Programs at a Glance
Benefit 
Program Service Provider How Administered Who Pays How Employee 

Pays
Medical Care United Healthcare Choice - 

Exclusive Provider Organization 
(EPO)

Self-funded, administered by 
United Healthcare

The Institute pays a substantial 
portion of the cost of UHC 
medical care programs

Pre-tax 
deduction

United Healthcare Texas Premier 
Choice – Exclusive Provider  
Organization (EPO)

Fully insured, administered 
by United Healthcare

Employee share of cost is 
determined annually by senior 
management

Pre-tax 
deduction

TRICARE/ASI – TRICARE  
Supplement Program for Military 
Retirees

Fully insured, administered 
by ASI

Employee pays full cost Pre-tax 
deduction

Dental Care Delta Dental Self-funded, administered by 
Delta Dental Insurance 

Institute pays full cost for 
employee coverage

Employee pays full cost of 
dependent coverage

Pre-tax 
deduction

Vision Care Vision Service Plan (VSP)
A low and high option available to   
choose from

Fully insured, administered 
by Vision Service Plan

Employee pays full cost Pre-tax 
deduction

Health Care
Reimbursement 
Account
Program

Available for setting aside up to 
$3,300 of pre-tax dollars for  
reimbursement of qualified medical, 
dental and vision care out-of-pocket 
costs

Self-funded, administered 
by SwRI Employee Benefits 
Office

Employee funds health care 
reimbursement account  
election – no Institute  
contribution is provided

Pre-tax 
deduction

Dependent Care 
Reimburse-
ment Account 
Program

Available for setting aside up to
$5,000 per household of pre-tax 
dollars for reimbursement of qualified 
day care expenses.

Self-funded, administered 
by SwRI Employee Benefits 
Office

Employee funds dependent 
care reimbursement account 
election – no Institute  
contribution is provided

Pre-tax 
deduction
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Comparison of Medical Plans
Your Copayment/Coinsurance for Covered Health Services are below.  (For specific plan coverages, exclusions, 
and limitations, please refer to the Summary Plan Description available on the Benefits Administration web page 
on the i2net.)

1 Coinsurance means the percentage of covered expenses that you are responsible for paying.
2 Also applies to impatient stays for autism, hospice, mental health, skilled nursing facility, and substance abuse services.
3 Additional out-of-pocket costs may apply for additional services received during an urgent care visit (e.g., MRI)

Covered Health Services UHC Choice EPO – 
Network only

UHC Texas Premier Choice – 
Network only

ANNUAL DEDUCTIBLE None $1,000/individual
$2,000/family

OUT-OF-POCKET MAXIMUM $5,000/individual
$10,000/family

$4,000/individual
$8,000/family

Autism ABA Services (Outpatient) $40 $25

Durable Medical Equipment (DME) (includes prosthetic devices) 20% Coinsurance1 No Charge after deductible

Emergency/Non-Emergency Ambulance $150 No Charge after deductible

Emergency Room $500 $500

Hearing Aids 50% Coinsurance No Charge after deductible

Home Health Care $40/visit No Charge after deductible

Hospital - Inpatient Stay2 (includes physician fees) $600/stay $100/stay after deductible

Imaging and Major Diagnostic- Outpatient (e.g., CT, MRI) $150 No Charge after deductible

Lab, X-Ray and Diagnostics – Outpatient Minor Lab (e.g., lab, x-ray) No charge No charge

Mental Health Services (Outpatient) $30 or $40 $25

Office Visits – Primary Care (ages 0-18) $30/visit No charge

Office Visits – Primary Care (ages 19 or older) $30/visit $25

Office Visits - Specialist $40/visit $25 or $50

Pharmaceutical Products - Outpatient 20% Coinsurance No Charge after deductible

Pregnancy - Maternity Services (Hospital Stay) $600/stay $100/stay after deductible

Pregnancy – Maternity Services (Office Visit) $30/pregnancy $25 or $50/pregnancy

Preventive Care Services No Charge No Charge

Rehabilitation Services - Outpatient (e.g., physical therapy) $40 $25

Scopic Procedures – Preventive No Charge No Charge

Scopic Procedures – Diagnostic No Charge $200/surgery after deductible

Special Nutritional Feedings (e.g., medically necessary infant formula) 20% Coinsurance No Charge after deductible

Substance Abuse Services3 (Outpatient) $30 or $40 $25

Surgery – Outpatient (includes physician fees) $400/surgery $200/surgery after deductible

Therapeutic Treatments – Outpatient (e.g., chemotherapy) 20% Coinsurance No Charge after deductible

Urgent Care Center Services3 $40 $50

Virtual Visits through UHC mobile app No Charge No Charge

Vision Examination $40 $25
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Pharmacy Co-payments

Co-Payment Tiers

UHC Choice EPO –
Network Only

UHC Texas Premier Choice –
Network Only 

31-Day
Retail
Supply

  90-Day
Retail
Supply

90-Day
Mail-Order
Supply

31-Day
Retail
Supply

90-Day
Retail
Supply

90-Day
Mail-Order
Supply

Tier 1 – Your Lowest Cost Option $12 $24 $30 $10 Not available $20

Tier 2 – Your Midrange Cost Option $35 $70 $87.50 $35 Not available $70

Tier 3 – Your High-Cost Option $70 $140 $175 $60 Not available $120

Tier 4 – Your Highest-Cost Option $130 $260 $325 Not available Not available Not available

Out-of-Network Coverage: Both plans provide for a partial reimbursement of retail cost when an emergency arises—contact UHC customer service for 
details. There is no out-of-network mail service benefit.

Dental Plan Summary
ELIGIBILITY Primary enrollee, spouse and eligible dependent children to age 26 

Dentist Selection Your costs will be lower when using a PPO or Premier Network dentist. 

Deductibles $50 per person / $150 per family each calendar year 

Deductibles waived for Diagnostic & Preventative (D & P) 
and Orthodontics? Yes 

Maximums $2,000 per person each calendar year 

D & P counts toward maximum? No 

Waiting Period(s) Basic Services None Major Services None Prosthodontics None Orthodontics
None

BENEFITS AND COVERED SERVICES* NETWORK DENTIST** OUT-OF-NETWORK DENTIST**
DIAGNOSTIC & PREVENTIVE SERVICES 

(D & P) Exams, cleanings, x-rays and sealants 100% 100%

NON-SURGICAL PERIODONTICS
Periodontal cleanings 100% 100%

BASIC SERVICES
Fillings 80% 80%

ENDODONTICS
Root Canals 80% 80%

ORAL SURGERY
Covered Under Basic Services 80% 80%

MAJOR SERVICES
Crowns, inlays, onlays, cast restorations 50% 50%

PROSTHODONTICS
Bridges, dentures and implants 50% 50%

ORTHODONTICS
Adults and dependent children 50% 50%

*Limitations and exclusions apply to plan benefits.
**Reimbursement is based on contracted fees for PPO and Premier dentists and the plan allowance for out-of-net  
    work dentists.  Out-of-network providers may charge the difference between billed fees and the plan  allowance.  

(For specific plan coverages, exclusions, and limitations, please refer to the Delta Dental Employee Benefit Booklet available 
on the Benefits Administration web page on the i2net.)

IMPORTANT CONSUMER INFORMATION:
A pre-determination from your provider prior to scheduling any major treatment is strongly recommended.

Lost your ID card? Get a new one at: www.deltadentalins.com
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OUT-OF-NETWORK Benefits
The chart above summarizes in-network benefits from a doctor who participates in the applicable network. Both plans offer out-of-network 
benefits, however, you would incur more out-of-network expenses. Review the VSP Evidence of Coverage for more information.

Comparison of Vision Care Plans 
IN-NETWORK MEMBER BENEFITS

VSP – Low Option VSP – High Option

Vision Examination

Copayment $10 $10

Frame Allowance

Standard Allowance $165 $250

Walmart Allowance $165 $250

Featured Frames $215 $300

Visionworks Allowance $215 $300

Costco Allowance $90 $135

Lenses & Lens Enhancements

Single Vision, Bifocal, Trifocal Covered in Full Covered in Full

Polycarbonate lenses Covered in Full Covered in Full

Standard Scratch-Resistant Coating Covered in Full Covered in Full

Standard Anti-Reflective Coating Covered in Full Covered in Full

Ultra-Violet (UV coating) Covered in Full Covered in Full

Photochromic Lenses 30% Savings Covered in Full

Standard Progressives Covered in Full Covered in Full

Premium & Custom Progressives 30% Savings Covered in Full

Contact Lenses

Contact Lens Exam, Fitting and Evaluation/Follow-up Covered in Full after $20 Copayment Covered in Full after $20 Copayment

Medically Necessary Contact Lenses Covered in Full Covered in Full

Elective Contact Lenses Allowance $175 $200

Frequency

Eye Exam; Lenses, Contacts, Frame Every Calendar Year Every Calendar Year

(For specific plan coverages, exclusions, and limitations, refer to the VSP Evidence of Coverage available on the Benefits Administration 
web page on the i2net.)
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Life and Accidental Death &
Dismemberment Insurance
The Institute offers group insurance benefits that are required for all regular employees, as well as a 

number of voluntary programs for additional coverage for you and your dependents.

Eligibility Requirements
You must be classified as a regular employee (full-time or part-time, working a minimum of  

20 hours per week) to participate in group life, voluntary life, dependent life, group accidental death  
and dismemberment (AD&D) and voluntary AD&D insurance programs. All Institute employee  
classifications participate in the business travel accident insurance program.

Group Life Insurance
Life insurance protects your loved ones from financial hardship in the event of your death. It pays 

those whom you name in the Institute’s Beneficiary Designation Form completed during new employee 
orientation. Subsequent beneficiary changes can be made by accessing the electronic form found in the 
Update Employee Benefit Elections section of Employee Self Service on the i2net. 

For example, life insurance can pay for funeral and burial costs, estate and inheritance taxes, and 
medical costs not covered by your medical plan. As a regular employee you have a death benefit that pays 
two times your base salary rounded up to the next whole $1,000 amount not to exceed the policy coverage 
limit. No health questionnaire is required for this coverage. Life insurance is also a valuable asset because 
you have the option to continue your coverage regardless of your health condition when separating from 
the Institute. 

Whenever your salary increases, your life insurance coverage also increases. You pay for this insurance 
at a uniform rate per $1,000 of coverage.

NOTE: This benefit may be taxed because the IRS imputes value to the premium cost for employees. Some 
employees will only be eligible for reduced coverage upon attaining ages 75, 80 and 85. At age 60 or older an  
irrevocable option to elect one times base salary is permitted. Limitations and exclusions apply to this benefit. 
Please refer to the official benefit documentation for specific plan coverage, limitations and exclusions.

Please see Operating Policies and Procedures: 2.3.2 – Required Employee Benefit Programs

Contact: 
Belinda de Hoyos, Employee Benefits Office, (210) 522-6957

Voluntary Life Insurance
This voluntary benefit provides additional financial protection in the event of your death, or the death of 

your spouse or domestic partner or domestic partner or any eligible child. You must enroll in this program 
within the first 31 days of eligibility to guarantee insurance coverage of up to $500,000 for the employee, $75,000 
for the spouse or domestic partner and $10,000 for a child. Additional coverage of up to $1 million, or seven 
times base salary for the employee, whichever is lower, and 100 percent of the employee’s amount up to $150,000 
for the spouse or domestic partner is available, with completed health questionnaire and approval by the insurer. 

After the first 31 days of eligibility, the entire coverage amount is subject to insurer approval and requires 
a completed health questionnaire unless there is a midyear qualifying event. This policy can be contiued upon 
your retirement or separation from the Institute; coverage and premiums are based on the insurer’s direct-pay, 
age-based rates. You may designate your beneficiary(ies) on the electronic form found in the Update Employee 
Benefits Elections section of Employee Self Service on the i2net.
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NOTE: Limitations and exclusions apply to this benefit.  Please refer to the official benefit documentation for 
specific plan coverage, limitations and exclusions. Some employees will only be eligible for reduced coverage upon 
attaining ages 75, 80 and 85.

Please see Operating Policies and Procedures: 2.3.7 – Voluntary Health Care Insurance Programs

Contact:
Ofelia Ferguson, Employee Benefits Office, (210) 522-5501

Dependent Life Insurance
This voluntary program provides a death benefit of $20,000 for a spouse or domestic partner and 

$10,000 for an eligible dependent child. The bi-weekly premium for this coverage is 80 cents for one  
covered spouse or domestic partner or dependent and 98 cents for two or more covered dependents.  
The employee is the beneficiary for this insurance. This insurance may be continued after a dependent  
no longer qualifies; coverage and premiums are based on the insurer’s direct pay, age-based rates.

NOTE: Limitations and exclusions apply to this benefit. Please refer to the official benefit documentation for  
specific plan coverage, limitations and exclusions.

Please see Operating Policies and Procedures: 2.3.7 – Voluntary Health Care and Insurance Programs

Contact: 
Belinda de Hoyos, Employee Benefits Office, (210) 522-6957 

Business Travel Accident Insurance
This mandatory, Institute-funded program provides an additional $300,000 of accidental death and 

dismemberment insurance protection at no additional cost to you. The benefit is payable when death or 
dismemberment occurs while you are traveling on Institute business, whether locally or away from the 
work site, as well as while commuting to or from work. 

The dismemberment benefit relates to scheduled coverage amounts for the loss of use of one or more 
body parts such as a hand, foot or finger, or loss of function, such as loss of sight in one or both eyes, loss 
of hearing in one or both ears, loss of speech and paralysis, or a combination of the above.  

This coverage is in effect worldwide and includes a death benefit of $25,000 for a spouse or domestic 
partner and $10,000 for each dependent child traveling with the employee. The beneficiary is the same 
individual(s) named in the Group Life Insurance program.  

NOTE: Limitations and exclusions apply to this benefit. Please refer to the official benefit documentation for  
specific plan coverage, limitations and exclusions.

Please see Operating Policies and Procedures: 2.3.2 – Required Employee Benefit Programs

Contact:
Belinda de Hoyos, Employee Benefits Office, (210) 522-6957

Group Accidental Death & Dismemberment Insurance
This is a mandatory, Institute-funded program you are enrolled in during new employee orientation 

with no additional cost to you. This program protects you and your loved ones from financial hardship 
associated with accidental death or loss of a specified body part or function. Loss of use of body parts 
relates to an arm, leg or fingers, and loss of function relates to loss of sight in one or both eyes, loss of 
hearing in one or both ears, loss of speech, paralysis or any combination of the above. You are the  
beneficiary in such loss claims. 

The beneficiary is the same individual(s) named in the Group Life Insurance program. All regular 
employees have an accidental death benefit that equals two times their base salary (same as the group life 
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coverage) and the loss of use or function benefits are scheduled amounts. Whenever your salary increases, 
your Accidental, Death and Dismemberment insurance coverage also increases.

NOTE: Limitations and exclusions apply to this benefit. Please refer to the official benefit documentation for  
specific plan coverage, limitations and exclusions.

Please see Operating Policies and Procedures: 2.3.2 – Required Employee Benefit Programs

Contact: 
Polly Martinez, Employee Benefits Office, (210) 522-6557

  
Voluntary Accidental Death & Dismemberment Insurance

This voluntary benefit provides additional accidental death and dismemberment protection for you, 
your spouse or domestic partner and any eligible children. After the initial 31 days of eligibility, an 
employee will have to wait for Open Enrollment or a qualifying event to enroll or make changes. Coverage 
is available in $25,000 increments up to $500,000 for the employee and spouse or domestic partner, and 
$5,000 incremental amounts up to 15% of employee coverage for a child(ren). Spouse or domestic partner 
coverage is limited to the employee coverage amount. Child(ren) coverage is limited to $75,000.

The beneficiary for the spouse or domestic partner and enrolled children is the employee, and the  
beneficiary for the death benefit for the employee is the person(s) or entity you name as your beneficiary  
on the electronic form found in the Update Employee Benefit Elections section of Employee Self Service  
on the I2net.

This policy also includes additional benefits on a scheduled basis for child-care center costs, bereavement 
and trauma counseling costs, rehabilitation costs, and education costs for your spouse or domestic partner 
and your qualifying dependent children. If a death occurs even though additional safety precautions such 
as seat belts were used, air bags deployed, or if a dependent child death occurs, your accidental death 
benefits increase. 

NOTE: Limitations and exclusions apply to this benefit. Please refer to the official benefit documentation for  
specific plan coverage, limitations and exclusions. 

Please see Operating Policies and Procedures: 2.3.7 – Voluntary Health Care and Insurance Programs

Contact: 
Polly Martinez, Employee Benefits Office, (210) 522-6557 

Workers’ Compensation Insurance
The Institute provides workers’ compensation benefits to employees who incur work-related injury or 

illness. Employees with a work-related injury or illness receive weekly income benefits when unable to 
work, payments for medical treatment and rehabilitation assistance in accordance with the provisions of 
the Texas Workers’ Compensation Act (TWCA), or other state workers’ compensation statutory or regu-
latory provisions where the Institute is an employer. The Institute has a contract with a worker's compen-
sation insurance company to provide workers’ compensation coverage that follows the “no-fault concept” 
regarding work-related injuries or illnesses. Both the Institute and the employee agree to benefits provided 
under workers’ compensation as the sole remedy for an on-the-job injury or illness. 

Reporting Work-Related Injuries
Employees have the right to report work-related injuries and illnesses free from retaliation. Employees 

must report any work-related injury or illness, whether or not time is lost, to their supervisor and to the 
SwRI Medical Clinic as soon as reasonably possible after the incident, but in no event later than 24 hours 
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after becoming aware of the injury or illness. It is SwRI policy and practice for timely reporting to ensure, 
prompt medical attention for injuries/ illnesses, and early identification and correction of potential hazards. 

Under the TWCA, employees must report their injury or illness to their employer within 30 days from 
the date of the injury or illness, or from the date the employee knew the injury or illness was related to the 
job. If an employee does not notify SwRI within 30 days, the employee’s right to obtain benefits with the 
worker's compensation insurance carrier could be lost. Related workers' compensation statutory or regula-
tory provisions in other states may apply. 

Industrial Sick Leave
Employees charge the Institute’s industrial sick account (with physician’s orders) for a work-related 

injury or illness consistent with SwRI policy. Time charges made to this account do not affect your Medi-
cal & Bereavement Leave (M&BL) balance.

Temporary Income Benefits
Under the Institute’s contract, the worker's compensation insurance company pays weekly Temporary 

Income Benefits (TIBs) while you are unable to work or are working a reduced schedule authorized by a 
physician due to a work-related injury or illness. TIBs will begin on the 8th calendar day of absence. The 
TWCA stipulates the amount of the TIBs payment as a portion of your average weekly earnings, not to 
exceed the maximum TIBs rate. These tax-free benefits are paid until: 

•	You return to work and are physically able to earn the same base wage as prior to the injury 
•	You reach maximum medical improvement
•	Benefits have been paid for 104 weeks

 
After the first five work days of absence, a regular employee must use accrued M&BL, personal leave, 

or floating holiday hours to supplement the TIBs in order to provide the employee an amount equal to 80 
percent of their regular base pay (at the time of the workplace injury or illness) per week, for up to 90 cal-
endar days. The difference between 80 percent of an employee’s regular base pay per week and the TIB will 
be calculated in order to provide the required supplement. The amount of the supplement will be calcu-
lated by the Payroll Office on an individual basis and may be adjusted in relation to the TIB rate in effect.

Please see Operating Policies and Procedures: 2.3.4 – Occupational Injury or Illness

Contact:
Kate Medellin, Human Resources, (210) 522-6092

Short-Term Income Replacement Plan (STIR)
SwRI’s Short-Term Income Replacement plan (STIR) provides income protection prior to eligibility 

for Long Term Disability (LTD) benefits when an employee is medically unable to work.  STIR par-
ticipation is voluntary and premium costs are incurred by the employee through bi-weekly salary reduc-
tion.    STIR pays 60 percent of the employee’s base salary as weekly income (up to $1,500 per week) and is 
paid through an insurance policy SwRI has with New York Life. Benefits are payable after an employee is 
unable to work for 14 consecutive calendar days while under the care of a doctor due to illness or injury, 
following the birth of a child, or due to complications from pregnancy. 

Once an employee qualifies for STIR benefits, benefits will continue to be received until the end of 
a medically supported 11-week payment period, or until the employee no longer qualifies for benefits, 
whichever occurs first. As a participating employee, STIR benefits at a minimum are equal to 60% of the 
employee’s regular weekly base pay and STIR benefits at a maximum are equal to no more than 100% of 
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the employee’s regular weekly base pay from all sources while retaining all rights under SwRI policies. An 
occupational illness or injury. 
    To enroll in STIR, an employee must be active regular full-time or regular part-time; there is no waiting 
period to be eligible to enroll and the employee must do so during the Open Enrollment period or within 
31 days of hire date or a qualifying event. While on STIR, the employee’s holiday, accumulated medical and 
bereavement leave, personal leave, parental leave (if applicable), or floating holiday hours may be used to 
supplement the STIR benefit up to a maximum of the employee’s regular base pay. The supplemental pay 
may continue until accumulated leave hours are depleted.

Please see Operating Policies and Procedures:  2.3.11 – Short-Term Income Replacement Plan

Contact:
Abby Travis, Human Resources, (210) 522-3119

Long-Term Disability (LTD) Insurance
The Institute’s Long-Term Disability Income Benefits Plan provides income protection and other ben-

efits when an employee is medically unable to work as a result of sickness or injury. These benefits 
include 60 percent of your base salary as monthly income (up to $15,000 monthly). All regular employees 
must participate in the Institute’s LTD Plan. Biweekly premiums for the LTD Plan are deter- mined by 
executive management and paid by salary reduction. Employees approved for LTD benefits are paid bene-
fits through a group insurance contract the Institute has with New York Life. Monthly income benefits are 
offset with other benefit providers such as workers’ compensation and social security.

For LTD claimants whose claim was approved by the LTD insurer on or after October 1, 2014, for 
a 90-day benefit elimination period that started on or after July 1, 2014, the person’s employment will 
cease upon the passing of 30 months (out-in-full) from the insured person’s date of disability or last 
out-in-full date.

To be eligible for LTD benefits, you must be a regular employee and have satisfied a 90-day elimination 
period as a result of personal injury or sickness. 

An employee on LTD leave who has accrued medical leave and/or personal leave may charge up to a 
maximum of 20 percent (1.6 hours) per work day on his or her timesheet to either one of these accounts. 
As a minimum, the employee should charge a sufficient number of hours to pay for their cost of employee 
benefits. Personal leave, if available, may also be used to bridge the gap between the 91st day and receipt 
of the first benefit payment upon written request from the employee.

Please see Operating Policies and Procedures: 2.3.5 – Long-Term Disability

Contact:
Antonette Barton-McLaurin, Human Resources, (210) 522-3257

Cancer/Specified Disease Insurance
This voluntary insurance program offers a low and high coverage option to regular employees and their 

eligible dependents. This program provides scheduled cash benefits paid directly to participants
diagnosed with cancer or any one of 32 specified diseases. Benefits in this program include a payment to 
you or your enrolled dependents of $50-$100 per covered person per calendar year for an eligible cancer 
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screening. Eligible services include (but are not limited to) mammography, pap smear, and prostate exam. 
Additional information on scheduled benefits is available in the Summary Plan Description booklet. 

REMEMBER: These benefits are paid directly to you as a form of supplemental income, not to medical care plans 
or providers. 

Employees  may choose this program for themselves only, or for themselves and all eligible dependents, 
which includes a spouse or domestic partner and all unmarried dependent children up to age 25 (or up to 
age 26 for full-time students).  

NOTE: Limitations and exclusions apply to this benefit.  Please refer to the official benefit documentation for 
specific plan coverage, limitations and exclusions. 

Please see Operating Policies and Procedures: 2.3.7 – Voluntary Health Care and Insurance Programs

Contact:
Ofelia Ferguson, Employee Benefits Office, (210) 522-5501

Critical Illness Program
This voluntary program offers additional options to have added protection in the case that you or your 

dependents are diagnosed with cancer, heart attack, stroke or other critical illness conditions listed in 
the summary of benefits. All enrolled employees and dependents will receive guaranteed coverage at the 
elected benefit amount without having to submit Evidence of Insurability prior to enrollment; children are 
covered at no additional cost. After the initial 31 days of eligibility, an employee will have to wait for Open 
Enrollment or a qualifying event to enroll or make changes.

Benefits in this plan provide a fixed payment to covered employees of $10,000, $20,000 or $30,000 
upon diagnosis of covered critical illness condition. If elected, spouse or domestic partner benefits are 
50% of the employee coverage amount, and dependent children benefits are 25% of the employee coverage 
amount.

Benefits in this plan also include a payment to you or your enrolled dependents of $100 per covered 
person each calendar year for performing an eligible health screening test. Eligible health screening tests 
include (but are not limited to) mammography, chest X-ray, blood tests, colonoscopy, and pap smear.

NOTE: Limitations and exclusions apply to this benefit. Please refer to the official benefit documentation for  
specific plan coverage, limitations and exclusions.

Please see Operating Policies and Procedures: 2.3.7 – Voluntary Health Care and Insurance Programs

Contact: 
Sheila Frierson, Employee Benefits Office, (210) 522-2079

Accidental Injury Program
This voluntary program offers a supplemental income benefit for medical services and treatments  you 

or your dependents receive as a result of a covered accident. All enrolled employees and dependents 
will receive guaranteed coverage at the selected benefit level of coverage without having to submit  
Evidence of Insurability prior to enrollment. After the initial 31 days of eligibility, an employee will have 
to wait for Open Enrollment or a qualifying event to enroll or make changes.
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Benefit payments when you have a covered accident are made based on the low, medium and high level 
of coverage selected. Benefits in this plan also include a payment to you or your enrolled dependents of 
$50-$100 per covered person per calendar year for an eligible wellness, health screening, or preventive 
care service. Eligible services include (but are not limited to) mammography, chest x-ray, blood tests, 
colonoscopy, pap smear, general health examination, and well-child examination.

Note: Limitations and exclusions apply to this benefit.  Please refer to the official benefit documentation for  
specific plan coverage, limitations and exclusions.

Please see Operating Policies and Procedures: 2.3.7 – Voluntary Health Care and Insurance Programs

Contact:
Sheila Frierson, Employee Benefits Office, (210) 522-2079

Legal Program
This voluntary program provides you and your family with access to legal services. There are two coverage 

options available. This program can be elected during the first 31 days of eligibility or at open enrollment. 
Participation is required for a full calendar year (plan year) period unless you are applying as a new hire. 

Available features include:
•	Telephone consultation: Select a network attorney based on the nature of your legal questions. The  
	 telephone consultation service is unlimited.
•	Network attorney services: Direct use of a network attorney who practices in your city. Most covered 	
	 services are provided at no cost to you. The service types and related fixed fees are detailed in the  
	 program’s Fact Sheet.
•	Non-network attorney: Covered services are reimbursed at a maximum rate per hour of service.

Covered services include assistance with collecting debts, review of real estate documents, preparation 
of a simple will, and many more. 

NOTE: Limitations and exclusions apply to this benefit.  Please refer to the official benefit documentation for 
specific plan coverage, limitations and exclusions.

Please see Operating Policies and Procedures: 2.3.7 – Voluntary Health Care and Insurance Programs

Contact: 
Nathaniel Ramos, Employee Benefits Office, (210) 522-2298
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Comparison of Cancer/Specified Disease Insurance 
and Critical Illness Program

Life & Accident Insurance Programs at a Glance
Insurance Program Participation Coverage Who Pays

How Employee 
Pays

Group Life Mandatory  Employee coverage is two times base salary up to 
$1,000,000. Employees over age 60 may make an 
irrevocable option to elect one times base salary

Employee pays 
full cost at group 
rates

After-tax 
deduction

Voluntary Life Voluntary Coverage for employee in $10,000 increments up to 
maximum coverage ($1,000,000 or seven times base 
salary, whichever the lesser), for spouse or domestic 
partner in $5,000 increments up to maximum coverage 
($150,000 or 100 percent of employee supplemental 
coverage, whichever the lesser) and $10,000 for each 
dependent child

Employee pays 
full cost at age-
based group 
rates

After-taxl 
deduction 

Dependent Life Voluntary Coverage of $20,000 for spouse or domestic partner and 
$10,000 for each dependent child

Employee pays 
full cost at group 
rates

After-tax 
deduction

Business Travel 
Accident

Mandatory Employee coverage of $300,000 for death benefits and 
scheduled benefits apply to covered dismemberment or 
loss of function benefits   

SwRI pays full 
cost

No employee 
cost 

Group Accidental 
Death and Dismem-
berment (AD&D)

Mandatory Employee coverage is two times base salary up to 
$1,000,000 for death benefits, and scheduled benefits apply 
to covered dismemberment or loss of function benefits

SwRI pays full 
cost 

No employee 
cost

Voluntary AD&D Voluntary  Coverage for employee and spouse or domestic partner 
in increments of $25,000 up to $500,000. A spouse or 
domestic partner and/or child(ren) coverage option must 
be elected by the employee for spouse or domestic part-
ner and/or child(ren) coverage and $5,000 incremental 
amounts up to 15% of employee coverage for a child(ren). 
Spouse or domestic partner coverage is limited to the 
employee coverage amount. 

Employee pays 
full cost at group 
rates

Pre-tax
deduction 

Cancer-High Option Cancer-Low Option Critical Illness Program
Participation Voluntary Voluntary Voluntary
Who Pays Employee pays full cost at group 

rates
Employee pays full cost at 
group rates

Employee pays full cost at group 
rates

How Employee Pays Pre-tax deduction Pre-tax deduction After-tax deduction
Evidence of Insurability 
Required

No No No

TYPICAL BENEFITS:
Diagnosis $5,000 $2,500 $10,000, $20,000, or $30,000
Hospital Confinement $200 per day, 1st 60 days $600 

thereafter
$100 per day, 1st  60 days $300 
thereafter

None

Private Duty Nursing Up to $100 per day Up to $100 per day None
Cancer Screening (Well-
ness Exam)

$100 per calendar year $50 per calendar year $100 per calendar year

Experimental Treatment Up to $7,500 per year Up to $7,500 per year None
Chemotherapy, Radiation 
Therapy, Immunotherapy

Actual charges to $5,000 per month 
for chemo, radiation and  
immunotherapy combined.

Actual charges to $1,000 per 
day for chemo, radiation and 
immunotherapy. Combined.

None

Intensive Care Unit If approved, $325 per day (45 day 
max)

If approved, $325 per day (45 
day max)

None

Annual Maximum No Maximum No Maximum $10,000, $20,000, or $30,000
Covered Conditions Cancer plus 32 Other specified 

diseases
Cancer plus 32 Other
 specified diseases

Cancer, ALS, Heart Attack, Stroke, 
Organ Failure, Benign Brain 
Tumor, Blindness, and Paralysis 
are covered at 100% of the benefit 
amount. 13 additional conditions 
are covered at 25% of the elected 
coverage amount.

* This chart is a comparison.  Please refer to the official benefit documentation for specific plan coverage, limitations and exclusions.		
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Personal Leave
SwRI recognizes the importance of paid time off for 

its employees. Regular staff members begin accru-
ing personal leave or vacation hours immediately upon 
employment, based on the number of hours charged on 
the timesheet (up to 40 hours per week). Accrual rates of 
personal leave for regular full-time employees are shown 
in the chart at right.

Regular part-time employees accumulate personal leave 
based on the regular hours they normally charge. Years of 
service for regular part-time employees is calculated the 
same as it is for regular full-time employees.

Carryover of earned personal leave will be automatic and limited to a maximum of 320 hours. Once 
the maximum accrual has been reached, no further accruals may be earned by staff members until such 
time as personal leave is taken.

Note: During each pay period, the payroll system subtracts personal leave used during the pay period before adding 
personal leave accruals. If the leave balance exceeds the maximum number of hours, personal leave will be lost.

Vacation time and other time off must be scheduled in advance with your supervisor. Advanced 
personal leave can be authorized up to 80 hours with the approval of the cost center head. Personal leave 
accrual balance is paid out upon termination of regular employment at the last rate of pay. Those re- 
employed by the Institute will accumulate personal leave based on accumulated years of service.

Parental Leave
For a birth or adoption date of Oct. 1, 2022 or later, of an employee's child (ren), regular full-time and 

regular part-time employees will be granted four weeks (160 hours) of parental leave, or prorated based 
on scheduled work hours for regular part-time employees. Parental leave must be charged within the first 
12 months following the birth or adoption.

Please see Operating Policies and Procedures: 2.3.1 – Personal Leave, Holidays, Parental and 
Other Leave

Contact:
Tony Magaro, Human Resources, (210) 522-2632
Norm Pattenaude, Payroll Office, (210) 522-5932

Personal Leave Accumulation Rates

Years of Service Hours Accrued Biweekly

Less than 11 4.62 
(15 days per year) 

11 but < 13 5.24 
(17 days per year) 

13 but < 15 5.54 
(18 days per year) 

15 and greater 6.16 
(20 days per year)

Medical & Bereavement Leave (M&BL)
The Institute offers medical leave to cover time off for personal illness, injury, and for medical, dental and 

vision appointments. In these circumstances, employees use accrued Medical and Bereavement Leave. 
Regular full-time employees receive 3.08 hours of M&BL each pay period (10 days per year). Regular part-
time employees accrue M&BL based on regular hours actually paid. Unused leave from this account has no 
maximum accrual cap. New Regular full-tome employees are advanced 40 hours of M&BL.

The Institute Medical Clinic assists employees returning to work when a personal illness or injury has 
caused an absence of five or more consecutive work days.

W-L



Leave

20

For Staff Outside of San Antonio

2025 Employee Benefits Guide

Immediate Family Hospital & Bereavement Leave
Time off from work also can be charged to your M&BL account for certain extraordinary conditions 

not involving you personally. In the event of  a serious illness or injury requiring hospital admission of a 
spouse, domestic partner, dependent child, or and individual for whom an employee has power of attor-
ney (POA) or medical power of attorney (MPOA), employees can charge up to three days (24 hours)  
from their M&BL account for Immediate Family Hospital Leave. Bereavement leave of up to three days  
(24 hours) for funerals may also be charged from an employee’s M&BL account when an eligible family 
member dies.

Please see Operating Policies and Procedures: 2.3.3 – Medical and Bereavement Leave

Contact:
Ernest Gomez, Human Resources, (210) 522-3503
Norm Pattenaude, Payroll Office, (210) 522-5932

2025 Holidays
The Institute provides eight designated paid holidays, plus three floating holidays (24 hours) each year 

for regular full-time staff. 

Holiday Scheduling
When a holiday falls on a Saturday, the preceding  

Friday is observed; when it falls on a Sunday, the follow-
ing Monday is observed. Each fall, Human Resources 
posts a calendar on the SwRI I2net providing the dates 
for observed holidays for the following year.

Floating Holidays
Three days of floating holiday time can be taken 

in whole-day increments or on an hourly basis at the 
employee’s discretion. However, floating holiday time 
must be used within the calendar pay year or it will be 
forfeited. Floating holiday time off should be scheduled 
with your supervisor in the same manner as personal 
leave. Employees who start work at SwRI after June 30 
will receive 12 hours of floating holiday pay. 

Holiday Pay for Regular Part-time Staff
For regular part-time employees scheduled to work 

less than 40 hours per week, holiday pay is paid on a prorated basis based on the anticipated work sched-
ule. For example, if an employee is scheduled to work 20 hours per week, then the employee would receive 
four hours of pay on an observed holiday. Floating holidays are also prorated for part-time staff.

Please see Operating Policies and Procedures: 2.3.1 – Personal Leave, Holidays, Parental and 
Other Leave

Contact:
Tony Magaro, Human Resources, (210) 522-2632
Norm Pattenaude, Payroll Office, (210) 522-5932

W-L

2025 Holiday Schedule

Holiday Dates Observed

New Year’s Day Wednesday, January 1

Memorial Day Monday, May 26

Independence Day Friday, July 4

Labor Day Monday, September 1

Thanksgiving Day Thursday, November 27

Day after Thanksgiving Friday, November 28

Christmas Eve Wednesday, December 24

Christmas Day Thursday, December 25
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Military Leave & Jury Duty
The Institute provides support to staff members called to serve in the military or for jury duty.

Military Leave
According to the provisions of the Uniformed Services Employment and Reemployment Rights Act 

(USERRA) of 1994, SwRI grants leave to staff members serving in the U.S. Armed Forces, the Armed 
Forces Reserves, the National Guard or the Air National Guard for military duty and training. Upon 
receipt of their military pay stub, regular employees may request the difference between military gross 
pay (pay and allowances) and their regular Institute base pay for up to 15 working days annually, if their 
Institute pay is higher than their military pay.   

Please see Operating Policies and Procedures: 2.3.1 – Personal Leave, Holidays, Parental and 
Other Leave

Jury Duty
The Institute recognizes the importance of civic responsibility and pays regular employees their full 

salary during jury duty. You may retain jury duty fees paid by the court to offset related parking, lunch or 
transportation expenses. Employees shall keep the court-issued proof of attendance and provide a copy to 
Payroll immediately upon returning to work. 

Please see Operating Policies and Procedures: 2.3.1 – Personal Leave, Holidays, Parental and 
Other Leave

Contact:
Antonette Barton-McLaurin, Human Resources, (210) 522-3257
Norm Pattenaude, Payroll Office, (210) 522-5932

Family & Medical Leave Act (FMLA)
Under the Family and Medical Leave Act, SwRI provides time off from work for an employee’s own 

serious health condition, for the birth or adoption of a child or to care for a parent, spouse or child 
with a serious health condition or for military family leave.

Eligibility
To be eligible for FMLA leave at SwRI, you must have worked for the Institute 12 months and worked  

at least 1,250 hours during the 12-month period prior to your leave. At SwRI work sites outside of Texas, 
state FMLA regulations may supersede federal regulations if it is more beneficial to the employee.

FMLA Leave
Eligible employees may take up to 12 weeks (480 hours) of unpaid FMLA leave per calendar pay year 

and, in certain military family leave cases, up to 26 weeks in a 12-month period. Accumulated M&BL, 
Parental Leave (if applicable), Personal Leave and Floating Holiday pay may be used dependent on the 
reason for the leave (birth, adoption or foster care of child; own personal serious health condition, or 
applicable care for a family member with a serious health condition, or military family leave). If paid leave 
accruals are available, eligible employees who elect to take time off unpaid should charge a sufficient num-
ber of paid leave hours to cover the cost of their employee benefits during each biweekly pay period.
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Benefits of FMLA
•	Employees off work for an extended period 	up to 12 weeks return to work at the same or  
	 equivalent position
•	FMLA time off is job-protected leave
•	During FMLA unpaid leave, you are entitled to your benefits, but you are responsible to pay your  
	 portion of insurance costs

Qualifying Reasons for FMLA
•	Birth of a son or daughter, or adoption or placement of a child for foster care (only in the first  
	 12 months after birth or placement)
•	Care for a spouse, child or parent with a serious health condition
•	An employee’s own serious health condition
•	Military family leave

Advance Notice
If possible, the employee should provide 30 days advance notice for FMLA. When advance notice is 

not possible, notice should be provided as soon as feasible.

Please see Operating Policies and Procedures: 2.3.8 – Family and Medical Leave

Contact:
Abby Travis, Human Resources, (210) 522-3119  
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Retirement Program
SwRI values you and your family. Accordingly, the Institute wants to help you plan for future income 

through retirement savings. SwRI has a very generous retirement program to help you save for retire-
ment. Participation is automatic upon employment as a regular employee.

The SwRI retirement program was initiated in June 1959, and is currently administered by TIAA, 
which administers retirement plans for nonprofit educational and research institutions like SwRI. In keep-
ing with its strong nonprofit heritage, TIAA offers low fees, a long-term approach to investing and a full 
line of financial products and services provided by consultants who never receive commissions. To learn 
more about TIAA, visit www.tiaa.org.

Retirement Goal
The purpose of the SwRI retirement plan is to provide an income source during retirement. It is 

important to review, plan and coordinate your retirement income needs and objectives with your other 
assets, such as Social Security benefits, personal savings, other pension plans and individual retirement 
accounts (IRAs). For most individuals, attaining retirement goals will require personal savings and 
employee voluntary contributions in addition to the Institute’s contributions. It is never too late to start 
investing in your future, but the earlier you invest the more time your money has to grow.

Plan Enrollment
If you are a regular full-time or regular part-time employee and are 18 years of age or older, you are 

automatically enrolled in the Southwest Research Institute retirement plan. SwRI will make a biweekly 
contribution, and the employee also will have the opportunity to contribute. Temporary employees and 
employees under age 18 may also participate; however, no SwRI contribution is provided.

Contributions
Plan contributions come from two sources, the employee and SwRI. Employees may elect to volun- 

tarily contribute, on a biweekly basis, a pre-tax or after-tax (Roth) contribution by executing a salary 
reduction agreement through the i2net's Employee Self Service.

Employees may elect a fixed amount or percentage at or below their annual IRS allowance amount. You 
can make changes to your employee contribution any pay period, but they must be completed by 4 p.m. 
on the Wednesday before the bi-weekly payroll period closes.

SwRI makes saving for retirement easier by offering an automatic enrollment feature. If you do not 
complete an online salary reduction agreement, you will automatically be enrolled into the retirement 
plan starting with your first paycheck. This means that amounts will be taken from your pay and  
contributed to your retirement plan account. Under the automatic feature, pre-tax contributions will be 
5 percent of your biweekly base pay. You can choose a different amount; you may choose to contribute 
more, less or nothing.

In addition to the amount taken from your salary, SwRI will make a defined contribution for regular 
employees of 9 percent on base earnings up to the Social Security wage base and 11 percent on base earn- 
ings above the Social Security wage base.

Vesting Period for SwRI Contributions
The contributions from the Institute will begin on your first paycheck but you will not own those 

contributions immediately. As you reach those full years of service, you will then take ownership of that 
percentage of the Institute’s contributions. Vesting schedule is as follows:

•	20 percent vested at two years of service
•	40 percent vested at three years of service
•	60 percent vested at four years of service

W-L

•	80 percent vested at five years of service 
•	100 percent vested at six years of service

https://www.tiaa.org/public/
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If your employment terminates prior to 100 percent vesting, the unvested portion of the account is 
returned to SwRI.

Investment Strategy
You control your retirement account investment strategy. All employee contributions, plus the SwRI  

contributions, are applied as premiums under individual contracts issued by TIAA. You may elect to invest 
in an array of investment options across a broad range of categories within the Southwest Research Institute 
retirement plan. To allow your money to grow consistently over time, while minimizing risks, wise  
diversification, careful research, a long-term perspective and close attention to costs may offer the best 
opportunity for long-term growth. The TIAA Traditional Fund is the only investment option available in the 
plan with a guaranteed return. The TIAA Traditional Fund guarantees that the contributions made to your 
accounts will never decrease in value. This fund does have liquidity issues, meaning there are restrictions 
around distributing money to you when you want a distribution at retirement; or if you want to transfer 
money in this fund to another type of investment option. For additional information on investment options 
and rates of return for the plan, please visit the TIAA/SwRI Micro site at www.tiaa.org/swri.

Distributions
Generally, plan contributions and earnings are only available upon retirement or separation from  

service. However, employee voluntary contributions may be accessed per the plan document and IRS 
regulations for the following circumstances:

•	Qualified loans
•	Hardship withdrawal
•	In-service age-based distribution (59½ or older)

Once you retire from the Institute, you decide when and how you want your benefits to be paid.  
The plan offers many distribution options, some of which may not be available depending on your  
contract type and the individual investment options you have in your retirement plan account.  
Available distribution options include:

•	Lifetime retirement income
•	Systematic withdrawals
•	Lump sum
•	Small balance forced distribution
•	Transfer payout annuity (TPA to cash)

As a reminder, TIAA administers SwRI’s retirement plan and thus any retirement plan beneficiary  
designations must be made directly with TIAA. Log-in to your TIAA account at tiaa.org to review and 
update your beneficiary(ies).

Retirement Planning Resources
TIAA offers a variety of online financial education seminars, interactive retirement planning tools and 

calculators to help you achieve your retirement goals. Visit www.tiaa.org/tools and/or the TIAA/SwRI 
Micro site for these resources:

•	Retirement planning tools
•	IRAs
•	Taxes
•	Savings and investing
•	Budgeting

•	Fixed-period annuities
•	Required Minimum Distribution
•	Single sum death benefit
•	Interest-only distribution
•	Rollover
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You can also arrange to meet one-on-one with a TIAA investment professional to assess your financial 
situation by calling (800) 732-8353. You can also schedule online at tiaa.org/schedulenow.

Please see Operating Policies and Procedures: 2.3.6 – Retirement Benefits

Contact:
Christina Diller, Retirement Plan Office, (210) 522-2299

TIAA/SwRI Micro site: www.tiaa.org/swri

For more information on TIAA services visit http://www.tiaa.org

Retiree Medical Care Options
Subsidized medical care options are offered to those former employees who meet the following require-

ments: have attained age 58, were employed for 10 consecutive years, and whose hire date was prior 
to January 1, 2000. For individuals employed before January 1, 2000, no break in service will occur for 
regular employees who leave and return to employment with the Institute within 3 years if their break in 
service did not exceed their prior service and their subsequent service exceeds the break in service. 

Eligible retirees and/or their spouses who are under age 65 may participate in one of two Exclusive 
Provider Organization (EPO) plans offered through United Healthcare, the Texas Premier Choice Plan 
or Texas Premier High-Deductible Health Plan (HDHP). Retirees and/or their spouses who are 65 and 
older may enroll in one of the two plans offered: a Medigap “F” plan through The Hartford, or a Medicare 
Advantage plan through UnitedHealthcare. The Institute may add or drop medical care options for any 
plan year based on the plan’s participation and premium cost. 

To enroll in one of the Institute plans available to eligible retirees and their spouses who are 65 and 
older, all persons must enroll and pay any required premiums in Medicare Part A and B.  Enrollment in 
Medicare Part A and B is accomplished through the Social Security Administration and should be started 
at least three months prior to your retirement date. If you are already retired, you should enroll in Medi-
care Part A and B at least three months prior to the month in which you turn 65. Eligible retirees and 
spouses aged 65 and older MUST NOT enroll in an individually offered Medicare Part D Prescription 
Drug Program because the Institute’s medical options provide a Medicare Part D pharmacy benefit.

As a retiree, you may enroll yourself and eligible dependents including your spouse and children under 
age 26. New dependents cannot be added after your employment status has changed to “retiree.” Retiree 
premiums for these programs change annually and are subsidized at a fixed amount by the Institute. Pre-
miums must be paid by monthly direct debit from the retiree’s checking account or by an annual payment. 
If required premiums are not paid within the 31-day grace period of the due date, the retiree is subject to 
permanent discontinuation of retiree medical care coverage. Each year, retirees have an opportunity to 
review and make change in their medical care options.

Please see Operating Policies and Procedures: 2.3.6 – Continuation of Health Care Coverage (Retire-
ment Benefits)

Contact: 
Velma Hernandez, Employee Benefits Office, (210) 522-2232 

Certain retirees and their spouses may be eligible for benefits in the TRICARE program. This program is 
provided by the Department of Defense to eligible military retirees.  Premiums for the TRICARE program 
are the retiree’s responsibility.
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Social Security & Medicare Benefits
Social Security and Medicare benefits are part of your retirement. The Social Security Administration 

(SSA) manages these programs, which are funded by two separate taxes. Social Security tax is 6.2 
percent and Medicare tax is 1.45 percent, for a combined 7.65 percent. Both the Institute and you pay equal 
FICA (Federal Insurance Contribution Act) taxes until reaching the Social Security wage base, which is 
indexed to change each year. The Medicare tax is paid on all wages, regardless of level. 

Social Security benefits include retirement income, survivor income, disability payments, lump-sum 
death benefits and Medicare. Your full Social Security income benefits are available upon attaining your 
full retirement age as defined by the SSA.  The earliest you can retire as an otherwise qualified, nondis-
abled employee and receive Social Security benefits is age 62, but you will receive a reduced benefit. You 
do not have to apply for Social Security benefits at age 62. The SSA provides additional information on 
Social Security benefits at https://www.socialsecurity.gov. Employees considering retirement may want 
to schedule an appointment with a Social Security representative. Many Institute retirees like to continue 
to work after retirement. If you have reached full retirement age, there is no earnings test and no offset of 
Social Security benefits regardless of the amount earned. 

Medicare is a federal health insurance program for people aged 65 and over, and certain disabled peo-
ple. It includes three parts: 

Part A – Hospital Insurance  •  Part B – Medical Insurance  •  Part D – Prescription Drug Program 

If you reach Medicare eligibility age but are still an active employee, you must contact Social Security to 
notify them of your current employment status. The interaction of Medicare and the Institute’s retiree health 
programs for retirees over the age of 65 is described above in the section titled “Retiree Medical Options.” 

Please see Operating Policies and Procedures: 2.3.6 – Social Security Benefits (Retirement Benefits)

External retirement planning resources available include the following:
	
	 Social Security Administration:  https://www.ssa.gov/
	
	 Medicare:  https://www.medicare.gov/
	
	 Medicare Made Clear:  https://www.uhc.com/medicare/medicare-education.html
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Wellness & Work-life

•	Wellness Evaluations 	

•	SwRI Medical Clinic

•	Family Care Program

•	Eligibility Matrix for Wellness Evaluations, EAP,  
	 & SwRI Medical Clinic 
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SwRI Wellness initiatives encompass a broad array of programs encouraging health, fitness, and a bal-
anced, rewarding lifestyle.  These include annual Wellness Evaluations and comprehensive education 

seminars and health fairs for SwRI employees, spouses and retirees. Members may utilize a number of 
health and wellness services to help manage their health. 

Wellness Evaluations
To promote good health, SwRI offers on-site and off-site Wellness Evaluations at no additional cost 

for regular employees covered on an Institute Medical Plan, or an external health plan and spous-
es enrolled in an Institute Medical Plan. This includes blood tests to help identify medical risk factors 
and educational information regarding healthy lifestyle choices. Some of the advantages of the program 
include:

•	BMI and vital signs (blood pressure, weight and height) 
•	14 panel metabolic screening
•	A list of lifestyle modifications recommended for reducing risk factors identified;  
	 recommendations for any further evaluation
•	Full report of exam results to share with your primary care physician
•	Wellness Screening Benefit offered for those who participate in wellness evaluations and are enrolled  
	 in Accidental Injury and/or Critical Illness Plan.

Global posts, flyers, and the Wellness Evaluation Program internal website announce on-site wellness 
evaluation locations for staff in San Antonio and provide information for staff to register for a wellness 
evaluation at their closest Quest location should they wish to participate off-site. 

Contact:
Amanda Nugent, Human Resources, (210) 522-2681

SwRI Medical Clinic
The SwRI Medical Clinic offers support and assistance through SwRI headquarters. A team of registered 

nurses coordinates local care services for outside of San Antonio.

Work-Related Services 
•	Work-related illnesses and injuries  
•	Return-to-work assistance — both work-related and personal 
•	Foreign business travel — consult with on-site physician for preventative prescription medication

Additional Services
•	Assistance in making arrangements for flu vaccines 
•	Employee Assistance Program (EAP) referrals	
•	Health-related information for personal foreign travel regarding foreign destinations,  
	 health concerns and immunizations 
•	COVID-19 triage and referral

Contact:
Rose Bustos, RN, Medical Clinic Manager, (210) 522-2220
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Family Care Program
The Bright Horizons Family Care Program is available to all regular full-time and part-time employees. 

The benefits available in the Family Care Program can help you when you have work, family, and  
personal responsibilities competing for your time. Benefits are available nationwide, including to  
employees located at off-site locations. 

Available Benefits
•  Bright Horizons Back-up Care: Get help in finding a trained and background-checked in-home  

caregiver for your child or adult family member or find a welcoming child care center whenever your 
caregiving responsibilities could keep you from coming into work. Use the Bright Horizons Back-Up 
Care benefit if your child’s school is closed, your regular babysitter is on vacation, your child is mildly 
ill and can’t attend school or day care, or your parent or other relative is recovering from surgery. All 
regular employees receive 5 Back-Up Care days per year. You can also use your Back-Up Care days for 
virtual tutoring or pet care. Your cost for care varies based on the type of care requested.

• Bright Horizons Elder Care: When your parent or other loved ones get older and you need help with 
options for their care, get personalized support from a dedicated and experienced Care Coach. Use an 
online care platform to track information and communicate with your family member’s care team.  
Schedule an on-site (in-home) assessment, get specialized referrals and access legal or financial resources.

• Additional Family Supports: Get help in finding ongoing child care, a babysitter for a night out, pet care, 
or housekeeping help through a free membership to an online database. Additional online elder care infor-
mation is also available. If you need to find a regular child care center, find discounts at participating child 
care centers. Discounted tutoring and test prep services for your student(s) are also available.

Contact:
Ernest Gomez, Human Resources, (210) 522-3503
Sheila Frierson, Employee Benefits, (210) 522-2079

Website:
https://clients.brighthorizons.com/swri
Employer Username: SWRI   •   Password: Benefits4You
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Eligibility for Wellness Evaluations (WE), Employee 
Assistance Program (EAP), and SwRI Medical Clinic

January 1, 2025

*	 All dependents & individuals in household are eligible

**	 Eligible for 6 months following separation to include dependents & individuals in household
	 With COBRA benefit, separating employee receives an additional 12 months coverage

XX	 Eligible

WELLNESS EVALUATIONS (WE)   
*ELIGIBILITY 
FOR THE EAP   Paid by SwRI as 

Tax Free Benefit      
Paid by recipient 
prior to service

1  Regular employees enrolled in a SwRI 
medical plan XX XX

2   Spouses of Regular employees in a 
SwRI medical plan XX XX

3    Regular employees without SwRI 
medical plan

3a Tricare  XX

3b External insurance  XX

3c  No insurance XX

4 Spouses of Regular Employees 
without SwRI Medical Plan

4a  Tricare XX XX

4b  External insurance   XX XX

4c  No insurance   XX XX

5  Temporary SwRI Employees  

5a  Students    XX XX

5b  Technical Advisors XX XX

5c  Other Temporary Employees  XX XX

6  Retirees (Non-TA)  

6a  Medicare Eligible XX ** 

6b  Not Medicare Eligible    XX **  

7  Spouses of Retirees  

7a  Medicare Eligible    XX **  

7b Not Medicare Eligible   XX **  

8 Temporary Agency Workers  

9  Terminated Staff Who have Continued 
Medical under COBRA   ** 

10  Terminated Staff Who have Continued 
EAP under COBRA  **  

11 SwRI clients  
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•	Employee Development 	
•	Library
•	Employee Assistance Program (EAP)
•	Research Recreation Association (RRA)
•	Employee Purchase Program
•	Travel Office
•	Credit Union
•	Employee Service & Retirement Awards Plan
•	Annual Gift Card
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Employee Development
The Institute values continuing education and offers up to 100 percent tuition reimbursement for regu-

lar employees who wish to pursue higher education at an accredited university or college.
Staff outside of San Antonio typically attend schools in their local area or distance education programs.
 
Continuous Learning and Growth Opportunities

As part of SwRI Human Resources, the Employee Development Office helps staff members meet their 
overall goals and objectives through educational and training programs and services. Operating as an 
Institute-wide support service, Employee Development identifies the training needs of the staff, estab-
lishes training objectives and curricula, develops specialized programs and provides instructors and 
appropriate courses of instruction to foster the professional growth and career development of Institute 
employees at all levels.

The Institute offers classroom and online training in a variety of professional and technical areas 
including: Program Development and Project Management, Professional Engineer Continuing Education, 
Management Development, Human Resource Management Skills, Teamwork and Team Leadership,  
Technical Skills, Secretarial and Administrative Skills, Compliance, Quality and Safety.

The Institute offers continued professional development support including:
 

•	Reimbursement for non-college level training programs designed to increase  
	 management, technical and vocational skills
•	Technical seminars and short courses 
•	Online training through the Internet and the SwRI Intranet
•	Management development training 
•	Encourages membership and involvement in professional societies
•	Continued professional development through writing for peer reviewed journals and presentation 	
	 of technical insights at professional conferences
•	Maintenance of employee continuing education transcripts

Please see Operating Policies and Procedures: 3.1.2 – Employee Development

Contact:
Tony Bowie, Human Resources, (210) 522-2436
Susan Gale, Human Resources, (210) 522-5216
Jenifer Wheeler, Human Resources, (210) 522-6052

Library
The SwRI Library provides staff with information resources, professional learning experiences, and 

research services. The collection consists of extensive print resources and online access to dynamic 
scholarly literature, standards, proceedings, books, and eBooks across research disciplines.  The physical 
library is open and staffed Monday through Friday, 8am to 5pm but SwRI staff have a dedicated online 
discovery service available 24/7 to search, access, or request materials from the print and online collec-
tions. As a part of the Information Technology Center (ITC), the library enables authenticated online 
access to resources while on campus, remote with VPN, or remote with OpenAthens single sign-on. 
Through interlibrary services, the SwRI Library partners with a global network of libraries that allows 
fulfillment of obscure and non-subscription articles upon staff request.
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	 In addition to providing access to information resources, the library also provides services to include 
resource instruction, on-demand training videos, literature search assistance, and reference management 
support. Programming includes a hybrid book club with popular fiction and nonfiction works for staff to 
discuss and virtual exhibits from the library’s Rare Book collection. This special collection holds over 200 
titles ranging from the 16th to the 20th century with publications from notables including Isaac Newton, 
Mary Somerville, Francis Bacon, and Galileo Galilei. Virtual exhibits showcase how these foundational 
information resources have led to the advances in research currently performed at Southwest Research 
Institute. 

Please see Operating Policies and Procedures: 
1.2.11 – Library Committee and 
8.1.4 – Library

Contact:
Michelia Mason, Library, (210) 522-5628

Employee Assistance Program (EAP)
Alliance Work Partners, an employee assistance program under contract with the Institute, provides 

resources and services to help Institute employees and their eligible family and household members 
manage daily responsibilities, major events, work stresses, or any issues affecting quality of life. 

Alliance Work Partners has access to a larger network of EAP providers across the nation. An Alliance 
Work Partners representative can be reached 24 hours a day, seven days a week at 1-800-343-3822.

EAP resources and services include:
LawAccess: Legal and Financial services provided by a lawyer or a financial professional specializing in 
your area of concern. Available by telephone and online.
HelpNet: Customized EAP website featuring resources, skill-building tools, online assessments, and referrals. 
WorkLife: Resources and referrals for everyday needs. Available by telephone.
WellCoach: Personalized planning and 1-on-1 support, online or by telephone, to help you improve and 
maintain your health and well-being.
SafeRide: Reimbursement for emergency cab fare for eligible employees and dependents that opt to use a 
cab service instead of driving while impaired.
Short-term Counseling: 1 to 8 counseling sessions per problem, per person, per year. Includes assessment, 
referral, and crisis services. Any type of personal concern can be brought to the Alliance Work Partners 
staff with confidentiality, as required by law. All counseling will be provided by an Alliance Work Partners 
provider away from work to ensure privacy. Issues that can be brought to Alliance Work Partners include: 

Please see Operating Policies and Procedures: 
2.3.10 – Employee Assistance Program

•	Caring for an elderly parent
•	Financial difficulties
•	Work/Life balance
•	Depression and anxiety
•	Relationships or family conflicts
•	Parent training and family communications
•	Grief, death and dying counseling
•	Healthy lifestyles

•	Attention deficit hyperactivity disorder  
	 (ADHD) and conduct problems	
•	Alcohol abuse/substance abuse
•	Stress management
•	Workplace conflicts
•	Emergencies
•	Legal difficulties	
•	Domestic violence
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Contact:
Antonette Barton-McLaurin, Human Resources, (210) 522-3257  
Ernest Gomez, Human Resources, (210) 522-3503

Website: 
http://www.awpnow.com

Registration Code: AWP-SWRI-3961

Research Recreation Association (RRA)
When you join the SwRI staff, you also become a member of the Research Recreation Association 

(RRA). The RRA, which began in 1952, is a SwRI-supported, nonprofit, volunteer and employee-run 
association designed to provide you and your family with social, athletic and special interest activities. 
Through this organization, employees have the opportunity to meet people with similar interests, pursue a 
favorite hobby, participate in athletic events and enjoy many other social activities.

RRA Board of Governors
An elected Board of Governors conducts the business of the RRA, attending monthly meetings to 

plan year-round special events. Serving as an RRA event coordinator or volunteer is a great way to meet 
co-workers and get involved.

Committees
Employees volunteer to be committee chairs to plan and carry out RRA events and activities. These 

committees are:

	 •	 Athletics	 •	 Membership	 •	 Recreation
	 •	 Employee Engagement 	 •	 Outreach	 •	 Social
	 •	 Health and Fitness	 •	 Publicity/Historical	
		

Employees are invited to join an RRA committee or to volunteer for an activity or event.

Funding
There are no dues for RRA members — the organization is funded by company store sales and corpo-

rate donations. Through this funding intramural athletics, hobby clubs, social functions, discount tickets, 
civic activities and a host of other activities are available.

Community Events
You may participate in local events during the year that benefit the San Antonio community. Spon-

sored events have included Light the Night, Toys for Tots, animal rescue, clothing drives, blood drives, 
food bank drives and numerous volunteer events.

Community events are also encouraged at locations outside of San Antonio. A volunteer T-shirt is 
provided to any employee who participates in a community event. Contact the RRA Outreach Committee 
chairman for additional information.

Employee Discounts & Services
A wide assortment of discount tickets and services is available at the SwRI Fitness Center and RRA 

website, including movie, theater and theme park tickets as well as other special events such as the San 
Antonio Stock Show and Rodeo. The RRA Store & More is open 6 a.m. to 8 p.m. Monday through Thurs-
day and 6 a.m. to 7 p.m. on Friday. 

W-L



Additional Benefits

36

For Staff Outside of San Antonio

2025 Employee Benefits Guide

RRA vendor discounts are available, including group ticket sales on merchandise and tickets to sports 
events, the opera, the circus, theme parks and a variety of activities in the San Antonio area.   

A variety of logo merchandise for men and women and other gift items are available at the RRA Store 
& More located within the SwRI Fitness Center. 

Please see Operating Policies and Procedures: 
1.2.10 – Research Recreation Association

Contact:
Sara Kauffmann, Human Resources, (210) 522-5100

Employee Purchase Program
Institute employees can take advantage of employee purchase programs for automobiles and trucks, com-

puters and wireless agreements. These are self-administered programs, so employees are encouraged to 
investigate the details carefully.  

Contact:
Cody Ellerbee, Purchasing Department, 210-522-2279

Travel Office
The travel office at SwRI headquarters in San Antonio offers full service to staff members for business 

travel needs. To ensure proper procurement, payment and reimbursement of travel-related services, 
employees must make all business travel arrangements through the SwRI Travel Department. Travel 
arrangements for new employees, relocating employees and people invited for employment interviews are 
made by our travel staff. 

While on business or personal travel, employees are covered under a travel assistance program pro-
vided through an Institute group insurance program, which provides emergency help for employees trav-
eling internationally as well as within the United States. The program provides medical or dental referral 
services as required, replacement assistance for prescription drugs that are lost or depleted while on travel, 
lost baggage recovery assistance, legal referral assistance and many more services. Brochures about the 
program and its services are available from the Employee Benefits Office, the Medical Clinic and can be 
found on the Travel Department intranet site.

Corporate credit cards are available to employees who travel frequently (the cost center head must des-
ignate the staff member as a “traveler”) to help expedite the payment of business-related travel expenses.

Please see Operating Policies and Procedures: 
5.3.1 – Travel Policies 
5.3.2 – Corporate Card Program 

Travel Contact:
Joseph Hall, Purchasing Department, (210) 522-3192

Travel Assistance Program Contact:
Buck Brockman, Employee Benefits Office, (210) 522-5787
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Credit Union
Conveniently located on the grounds of SwRI, the Southwest Research Center Federal Credit Union 

(SwRCFCU) offers banking and financial services to employees, retirees and their family members. 
A second facility is located near SwRI at 7215 Culebra Road in San Antonio. Both locations have ATM 
machines, and a wide array of financial products and services.

Established in 1956 by Institute employees, the credit union has grown to hold more than $87 million 
in assets, with more than 10,000 members and is the 11th largest credit union in San Antonio. The credit 
union offers a variety of financial services including savings, checking and money market accounts, IRAs, 
Share Certificates, direct deposit, auto and signature loans, first mortgages, home equity loans, Master-
Card® credit cards, safe deposit boxes, debit cards, electronic and mobile banking, mobile deposit, plus bill 
pay. Currently, the credit union is offering an auto buying service powered by Truecar, and a free savings 
account to all new employees during their first week of employment.

Contact: 
Manuel Valero, SwRCFCU, (210) 684-1054 x1314

Visit the website at www.swrcfcu.com for hours of operation and other financial products and service information.

Employee Service & Retirement  
Awards Plan
Our retirement and service award plans honor employees for their service to the Institute, which 

significantly contributes to the success of our research and development programs and to SwRI’s 
renowned, respected reputation.

Service Recognition Awards
Service awards are given at one of two biannual sessions hosted by the Institute president at our San 

Antonio location recognizing employees for service in increments of five years. The June session hon-
ors those reaching five-year increment employment anniversaries between Jan. 1 and June 30, and the 
December session celebrates those between July 1 and Dec. 31. Vice presidents with staff located outside 
of San Antonio may schedule appropriate ceremonies to present awards to honorees at other locations. 
Regular employment does not have to be continuous. Time worked for the Institute under a status of 
student employee, temporary Institute employee, temporary agency employee or subcontractor will not be 
considered toward a service award. 

SwRI provides a selection of gifts with the award value increasing at each level of service. Employees 
may also select the traditional gold Institute-logo service pin if they choose. Once an employee reaches 30 
years of service or more, they are eligible for the following:

•	30 years of service: SwRI engraved wristwatch and gift	 •	45 years of service: $1,250 cash award
•	35 years of service: $750 cash award	 •	50 years of service: $1,500 cash award
•	40 years of service: $1,000 cash award	 •	55 years of service: $1,750 cash award

NOTE: All cash gifts are taxable income, but merchandise (non-cash) gifts, which may actually be of higher retail 
value, are not taxed.

W-L
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Contact:
Amanda Nugent, Human Resources, (210) 522-2681
Diana Ahlders, Human Resources, (210) 522-3221

Retirement Recognition
A retirement plaque or gift is given to regular employees who retire and are at least age 58 or older and 

have completed 10 continuous years of service prior to retirement. The awards are presented at a cere-
mony presided over by the SwRI president or other senior level official. Awards vary by length of service.

Current Retirement Awards
Years of Service Award

≥10≤15 Choice of an engraved plaque, mesquite jewelry box or music box

>15≤30 Choice of an engraved plaque, mesquite jewelry box or music box; and engraved wrist watch

>30≤35 Choice of an engraved plaque, mesquite jewelry box or music box; or a cash award of $750 (less applicable taxes).

>35≤40 Choice of an engraved plaque, mesquite jewelry box or music box; and a cash award of $1,000 (less applicable taxes).

>40≤45 Choice of an engraved plaque, mesquite jewelry box or music box; and a cash award of $1,250 (less applicable taxes).

>45≤50 Choice of an engraved plaque, mesquite jewelry box or music box; and a cash award of $1,500 (less applicable taxes).

>50≤55 Choice of an engraved plaque, mesquite jewelry box or music box; and a cash award of $1,750 (less applicable taxes).

>55≤60 Choice of an engraved plaque, mesquite jewelry box or music box; and a cash award of $2,000 (less applicable taxes).

Contact:
Sylvia Uribe, Human Resources, (210) 522-3943

Annual Gift Card
SwRI employees receive a gift card every year in December to brighten the holiday season.



The 2025 Employee Benefits Guide is not the official version of any pol-
icy statement that appears in the separate Operating Policies and Pro-
cedures, Summary Plan Descriptions and contracts that the Institute 
and individual employees have with benefit providers. If there is any dis-
agreement between the 2025 Employee Benefits Guide and terms and 
conditions in the Summary Plan Descriptions, Operating Policies and 
Procedures and contracts with benefit providers, the latter will prevail. 
Nothing in this Benefits Guide affects or changes the at-will employ-
ment of SwRI staff. SwRI reserves the right to change or terminate the 
benefits described in this guide.

The Institute’s greatest strength is you...
...your well-being is key.
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