
FIRM POLICIES



OUR EQUALITY & DIVERSITY POLICY

Gonzalo Law LLC is a dedicated to encouraging a culture within the workplace that is both inclusive and 
supportive. We believe it is crucial to promote diversity and eliminate discrimination in all walks of life. 
We always work to ensure all employees at Gonzalo Law LLC are given an equal opportunity and that, 
regardless of their background, each employee is respected and valued.

This equality and diversity policy reinforces the commitment of Gonzalo Law to provide fairness and 
equality to all those employed and served through our law firm. Gonzalo Law is opposed to all forms  
of unfair and unlawful discrimination. With this policy, we combat discrimination and unfavorable 
 treatment on the grounds of race, ethnicity, skin color, nationality, religion, beliefs, age, disability,  
gender reassignment, sex, gender identity, gender expression, sexual orientation marriage,  
civil partnership, maternity, and (or) pregnancy.

All those employed at Gonzalo Law regardless of their length of employment 
will be treated fairly and respectfully. When Gonzalo Law selects candidates for 
training, employment, benefits, and promotion it will do so on the basis of ability 
and aptitude and without discriminatory action. The commitment of Gonzalo Law 
is to build diversity and equality and make this clear by this policy.  This policy 
will not only be enforced, but it also will be embraced by the work environment 
of this corporate law firm. This equality and diversity policy applies to how we 
treat our employees, employers, clients, customers, contractors, visitors and 
stakeholders. This policy also complies with anti-discrimination laws, including 
Title VII of the Civil Rights Act of 1964, Americans with Disabilities Act (ADA), and 
Age Discrimination in Employment Act (ADEA.)

This policy will be made readily available to employees, employers, clients, 
visitors and stakeholders at all times to ensure a continued understanding of our 
commitment to anti-discrimination and the harassment of others. 

GONZALO LAW’S COMMITMENTS

I. To create a work environment that both recognizes and values each 
individual’s differences.

II. To promote dignity and respect for every employee.

III. To, under no circumstances, tolerate any form of bullying, harassment, or intimidation and to 
take the proper course of action to discipline or remove any employee that breaches this policy.

IV. To make opportunities for diversity training, progression, and development available to all 
members of the Gonzalo Law staff.

V. To promote equality in the Gonzalo Law workspace.

VI. To encourage any employee of Gonzalo Law who feels they have been subject to discrimination or 
harassment to feel comfortable to report and/or raise their concerns so corrective measures can be 
applied.

VII. To, on a regular basis, review all employment practices and procedures so fairness is at all times 
maintained.



OUR EQUALITY & DIVERSITY POLICY (CONTINUED)

Gonzalo Law LLC will inform all those employed by the firm that a diversity and equality policy is in place 
and that all employees are required to comply with the requirements of this policy in order to promote 
fairness in the workplace. Gonzalo Law affirms these same policies as it concerns its clientele.  Clients are 
not permitted to discriminate against or treat the staff of Gonzalo Law unfairly. 

This equality and diversity policy will be both annually monitored and reviewed to ensure diversity and 
equality are continually promoted and encouraged at Gonzalo Law LLC. Should the current equality and 
diversity policy be called into question as to whether or not it properly serves its purpose, any employee  
can file a formal complaint or request with the executive administrative assistant to the managing attorney. 
This filed complaint or request by a Gonzalo Law employee will serve to allow employees to have a say in 
how this equality and diversity policy serves them in their place of work. 

Employees who engage in discriminatory behavior or engage in harassment of others in the workplace will 
go through a disciplinary process and are subject to demotion or immediate termination from Gonzalo Law 
LLC. Employees who engage in such action are also subject to legal action taken by Gonzalo Law LLC or a 
colleague. Employers who are believed to be engaging in harassment or discriminatory actions are also 
subject to legal action taken by employees to defend their legal rights as illustrated by this policy.

We at Gonzalo Law recognize that discrimination is not always intentional, as we may all have unconscious 
biases that can be difficult to identify or overcome. Should an employee unconsciously discriminate, we will 
support them through training and counseling. We will support them also by implementing processes that 
mitigate biases. Should this employee show an unwillingness to change in their unconscious discriminatory 
behavior, they will be subject to termination of employment. 

Thank you for your attention and we look forward to working with you!



OUR EMERGENCY PROCEDURES
Firm Operations Manager should confirm that all insurances  

are in place to cover the following events.

Hurricanes

 » Start preparations as soon as possible.
 » If possible and necessary, secure any exterior 
items of the office space; office windows should 
be secured with plywood, roofs should be 
inspected, and trees in the surrounding area 
should be trimmed to avoid building damage.

 » Make sure hard copy files are secure and 
waterproofed, but try to back up all information 
to a separate hard drive.

 » Computers should be covered with waterproof 
bags and secured with tape.

 » Forward business phone lines to an alternate number.
 » Ensure all mobile devices, tablets, etc. are fully charged 
and have access to them at all times. Charge a portable 
charger when possible.

 » Make sure staff members’ emergency contact 
information is on file and assist with evacuation plans if 
necessary.

 » After it is safe, assess any damages and file Insurance 
claims when possible.

Power  
Outages

 » Make sure employees are safe. Ensure no one uses 
elevators.

 » Have an easily accessible emergency kit with water, 
first aid supplies, flashlight, some rope, and other 
items. Every employee should know where this is 
kept.

 » Call your utility company to report the outage and 
in cases of immediate danger, 911.

 » Turn off and disconnect all large equipment to prevent 
damage. 

 » Use a personal hotspot if available to finish critical work.
 » Keep doors closed on refrigeration devices.
 » After the outage, test the power first by turning on a light, 
and then turn on major equipment after 10 -15 minutes. 
Check the equipment and tally up any damages.

Fires and 
Evacuational 
Emergencies

 » As a precaution, always make sure first aid kits are 
fully stocked and emergency items such as fire 
extinguishers are up to date.

 » Stay calm. Assign someone to call the fire 
department or other authorities that may be 
necessary.

 » Plan and map routes of escape. Each employee 
should know points of entry and exit throughout 
the building. Designate an assembly area outside 
of the building for employees to gather.

 » Office chairs and cabinets can be used to break down 
windows or doors in case of blocked exits.

 » The only device that should be grabbed (when possible)  
is a small mobile device to stay in contact.

 » After the situation has settled, make sure all employees 
are accounted for and safe. Report any damages to 
equipment as well.

Snow Storm

 » Check legalities according to the Fair Labor Standards Act. For exempt employees, you can require them to take a 
personal leave or vacation day. For non exempt employees, you are required to pay wages if the business cannot 
open.

 » Ensure that staff members have remote work from home capabilities. If road conditions make it unsafe to drive, 
notify the managing attorney and work from home.

 » Delay shifts to the afternoon when significant melting occurs.
 » Make sure to notify clients and employees if the business must close.

Pandemic
 » Wash hands frequently and avoid sharing cups and utensils. Wipe down surfaces.

 » If feeling sick, notify the managing attorney and work from home. Get tested as soon as possible.

 » See COVID-19 procedures for more details and follow CDC guidelines.

Political  
Protest/Riots/

Shutdowns

 » Consider adopting political risk insurance and check your business insurance policies to ensure damages will be 
covered.

 » Ensure that your business has adequate security, including an alarm system and cameras. Many times a loud 
alarm will deter rioters.

 » Board up windows and doors.
 » Ensure that staff members can work from home. If it happens suddenly and staff members are in office, stay 
inside in a safe area until the situation de-escalates.

Death/ 
Incapacitation  
of Leadership

 » Take time to grieve and process this. Everyone grieves in different ways, so give adequate time  
and space to heal.

 » Integrator should take over leadership. If not available, then assign an interim leader until an official leader 
is designated. Follow firm succession plan. Locate passwords, financials, and any other critical information  
to run the business.

 » Notify clients, business colleagues, and other related persons.



Firm Operations Manager should confirm that all insurances  
are in place to cover the following events.

OUR COVID-19 PROCEDURES

Take Temperature
Before employees begin shift, they must have their 
temperature taken, contactless. If it is abnormally high,  
go home and try to have a COVID-19 test administered. 

Wipe Down Surfaces
Clorox wipe down the table at which you are doing work  
before you begin your work and right after you finish.   
This includes the conference room, work desk, and any  
other work surfaces. 

Wash Hands Wash hands with soap and water for 20 seconds right before 
starting in the morning in addition to any bathroom visits.

Wipe Down Door Handles When leaving for the evening, be sure to wipe down all common 
door handles in the office and on the way out the office. 

Coughing and Sneezing
If you are coughing or sneezing, cover your mouth and nose 
and wash your hands immediately, and wear a face mask if 
you are not already.

Flu Symptoms

DO NOT COME TO THE OFFICE IF YOU HAVE FLU SYMPTOMS. 
If you feel flu symptoms or are not feeling well, then notify 
the managing attorney and work from home. Take an 
Online COVID-19 self-assessment test. If symptoms persist, 
consult with a doctor immediately to have a COVID-19 test 
administered.

Sharing Cups Do not share cups or glasses unless you have personally 
washed out that cup or glass.

Avoiding Contact

Avoid close contact with sick people and even those that  
appear to be healthy now that there have been confirmed 
cases of COVID-19 in Alachua County. When in person and 
where possible, be sure to socially distance and remain at 
least 6ft apart from others. Wear a mask in common areas  
or when in a group.

Remote Work Capabilities

Ensure that you have remote work from home capabilities  
at all times. Even though we are now able to work in office, 
stay prepared. If an employee tests positive, then report this 
to the managing attorney in writing and via phone. Managing 
Attorney will IMMEDIATELY notify staff and OFFICE SPACE 
leadership as a matter of protocol. Employee will be placed 
on a 6 (SIX) week quarantine from the day they receive a  
positive COVID-19 test.

Avoid Travel

Limit travel plans, especially international travel. If you plan 
to travel, check with the CDC website for guidance and  
recommendations regarding your specific destination.  
Notify the managing attorney of your travel. Upon return 
from international destination, is a 2 (TWO) week mandatory 
quarantine to work from home.



OUR ACTIVE SHOOTER PLAN

Gonzalo Law is committed to creating a safe environment for clients and employees of the firm. This requires 
creating an emergency plan for any and all possible scenarios including, but not limited to, an active shooter 
situation. This plan illustrates how to act in the presence of an active shooter and includes detailed instructions 
on further steps to take depending on the circumstance of the emergency situation. Employees will also be 
provided with a map of easily accessible escape routes in the work building.

This plan was created based on information provided by the Department of Homeland Security, the United 
States Department of Labor, and other outside companies who have also created their own active shooter 
policies. 

1. Prior to taking action with this plan, it is important to ask all employers to provide emergency 
contacts.

2. Advanced Preparedness in Evaluating whether to evacuate or shelter-in-place:  
In times of emergency, evaluating whether to evacuate or shelter in place is crucial and depends on a 
variety of factors, including your location. Employees should be provided with a map of escape routes and 
emergency exits in their employee handbook. Employers should, in addition, take time to show escape 
routes and exits to each of their employers. Escape routes and exits should be displayed on walls in case 
employees cannot get immediate access to their handbooks. Both employees and employers should be 
trained to effectively handle this situation with the idea of possibly having clients present, in case they 
need to be responsible for guiding clients to safety along with themselves.

3. Deciding to Evacuate: 
Should you decide you have a clear and quick way to evacuate the building, the following steps should be 
taken:

i. Have a chain of command. It is a common practice to select an individual who has practice, 
knowledge, training, or certifications to effectively deal with emergency situations. It is critical 
employers make sure employees know who this individual is at all times.

ii. Evacuate regardless of whether or not others agree to do the same. There is limited time, so if 
you deem it best to escape, do so.

iii. Only if it is immediately possible, help others escape. 

iv. Leave belongings behind.

v. Keep your hands visible. Follow the police officer’s explicit instruction.

vi. Do not attempt to move wounded individuals.

vii. When you are safe, call 911.

4. Deciding to shelter-in-place: 
Should you decide there is no clear escape and the location of the shooter is unknown or nearby, follow 
the following procedures:

i. Go inside the nearest unlocked room, lock the door, and turn off the lights.

ii. Barricade the door to attempt to keep the shooter from unlocking the door.

iii. Turn off any ringers on any electronic devices.

iv. When you think it is safe to do so, contact 911 while still hidden and send a message to 
emergency contacts to alarm them of the situation.

v. Stay calm and quiet until it is clear the threat is gone and you are safe to evacuate.

vi. If you cannot get to a room, stay hidden behind large furniture and dial 911. If you cannot detail the 
situation to the operator and need to stay quiet, leave the line open, and allow the operator to listen.



5. When there is no way to escape or take shelter: 
Should you be in a situation where there is nowhere you can flee and you are trapped by the shooter, as 
a last resort, attempt to take down the shooter. Your chance of survival is much greater if you attempt 
to incapacitate the shooter. Should you move forward with this action, stay committed, and stand your 
ground.

i. Throw furniture.
ii. Yell.
iii. Improvise weapons.
iv. Act as aggressively as possible.

6. When law enforcement arrives: 
When law enforcement arrives, it is vital you follow their exact instructions. The purpose of law 
enforcement is to stop the active shooter. Officers will proceed to the areas where the most recent shots 
were heard. Be sure to immediately raise your hands, keep your fingers spread out, and keep your hands 
and arms visible at all times. Put down any items in your hands. Avoid making quick movements toward 
officers such as holding on to them for safety. You will also want to avoid pointing, screaming, and/or 
yelling at officers. Do not stop to ask officers for directions on evacuating, just proceed in the direction in 
which the officers entered the premises. 
 
Provide the officers with any important information when asked such as:

i. Location of the shooter.
ii. The number of shooters, if there are more than one.
iii. Physical description of the shooter(s).
iv. Number and type of weapons the shooter(s) has in their possession(s).
v. The number of potential victims.

OUR ACTIVE SHOOTER PLAN (CONTINUED)
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