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Welcome 
 

Welcome to Titanium Healthcare! Our mission is to fearlessly reengineer the way 

healthcare works –to reduce its cost, ensure better outcomes and provide everyone, 

everywhere with the kind of compassionate, coordinated care they deserve. Simply said, 

we are building a healthcare system that leaves no one behind. 

 

We are building something very special at Titanium Healthcare. We are all united with a 

passion to do what is right for the patient and to deliver care as we would for family 

members. The fact that you have joined our team means that you are a part of the magic.  

We cherish the ability to fight the status quo and to break through bureaucracy to make a 

difference in the lives of the patients we serve. 

 

As a last and very important point, I maintain a complete open-door policy. I mean it when I 

say that I want to know if you have unresolved issues or feel it is important to 

communicate with me. Therefore, please feel free to contract me on my cellphone at:  

832-368-6461. 

 

We look forward to a pleasant and rewarding future for both you and Titanium.   

Again, welcome to our team. 

 

We are Titanium! 

 

Gray 

 

Gray Miller 

Founder and CEO 

Titanium Healthcare Inc. 
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About Titanium Healthcare 

Titanium Healthcare was founded to improve healthcare. Many of us have experienced the short 

comings of poor healthcare delivery and the founders were resolved to create a better way. 

 

Gray Miller is the Founder and CEO of the company. As a seasoned process improvement executive, 

Gray was shocked during the hospitalization and near death of his father due to a combination of 

healthcare failings. His observations and engineering thinking began a blueprint for a better way to 

manage care in a setting most appropriate for the patient. 

 

Gray began to share his observations with like-minded industry experts. He also had contributions 

from different perspectives. Nurses, physicians, hospital and health plan executives, and patients. 

Each group had experiences and suggestions for a better way. 

 

The team at Titanium took these differing views and with the benefit of decades of experiences and 

leadership created the Titanium approach for a better healthcare delivery system.  

 

“We have assembled a group of passionate executives who are experts at eliminating 

unnecessary testing, admissions, and utilization. Titanium was founded with a mind to 

create healthcare delivery as the patient would want it.” 

 

 
Our Purpose and our Principles 

• We are fearless in our quest to break down barriers to healthcare. 

• We are disruptors who seek to make an impact by what we do and how we do it. 

• Our passion is to fill the void in people's lives that the healthcare system has forgotten. 

• Our ambition is to build health equity by addressing inequalities. 

• We serve those who need extra time and care and believe all people deserve the ability to 

obtain the highest level of health. 

These are the principles that guide our growth. 

 

 

Our Position in Healthcare 

• We are transforming healthcare with a model that leaves no one behind. 

• We are advancing care by boldly reengineering the healthcare system. 

• Every day we are using our unique expertise and backgrounds to shape a healthcare model 

that will allow everyone, everywhere to have the kind of compassionate, coordinated care 

that leads to reduced costs and better outcomes.  

We are difference-makers creating the vehicle that will fix healthcare in America. 
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What we do, how we do it, and whom we serve 

We are a growing healthcare company that puts heart and compassion above all else.  

This has allowed us to engineer a model of care that uses a high-level care coordination and 

relationship-building to get to the core of what keeps the sickest among us sick. 

 

We serve people on Medicaid and Medicare who have three chronic conditions or more. Our goal is 

to dramatically cut the cost of care by improving outcomes and reducing hospital use and 

readmission rates. We do this by addressing the individual needs of each person and removing the 

clinical and social barriers that prevent them from becoming healthy. 

 

Those barriers can be as simple as finding the motivation to quit smoking or the ability to keep track 

of their medications. They can also be as complex as food and housing insecurity, transportation 

issues, language barriers, mental health, and substance use issues. 

 

We are based in California and Washington State right now, but we are determined to introduce our 

successful model of care to as many healthcare entities as possible—so that the people they serve 

can experience healthcare as it was meant to be. 

 

 

Titanium Healthcare Handbook Overview 

This handbook is designed to summarize for you the basic Titanium Healthcare policies that apply to 

most circumstances. The policies, procedures, and benefits contained in this handbook should be 

regarded as guidelines. Titanium complies with all applicable laws and regulations concerning our 

employees and operations. This handbook does not confer any contractual right; either expressed 

or implied; nor does it guarantee any fixed terms and conditions of your employment. 

 

The policy descriptions in this handbook are not all-inclusive, are not intended to apply to every 

situation, and are subject to modification, addition, or deletion at any time at the sole discretion of 

management. We will inform you of any changes as they occur. 

 

Some of the benefits described here are covered in detail in official insurance policy documents or 

plan descriptions. You should refer to those documents for specific information.  Please note that 

the terms of the written insurance policies are defined and alterable only by the carriers. 

 

If you have any questions, suggestions for improvement, or would like more information, please 

contact your supervisor or Human Resources. 

 

If you are reading the handbook in hard copy form, please be aware that this may not be the latest 

version. Please ask Human Resources for the most up-to-date copy. 
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Employment at Will 

Employment with Titanium Healthcare is “at-will”, that is, both the Company and employee are free 

to terminate the employment relationship at any time, with or without reason, or with or without 

notice. Nothing in this handbook promises specific treatment in specific circumstances.  Employees 

should be aware that while other personnel policies, procedures, and benefits of the company may 

change from time to time at the Company’s discretion, this at-will employment relationship can only 

be changed by an express written employment contract signed by the CEO of Titanium Healthcare. 

 
Equal Opportunity and Commitment to Diversity 

Equal Employment Opportunity 

It is the policy of Titanium Healthcare to provide equal employment opportunity (EEO) to all persons 

regardless of age, color, national origin, the presence of sensory, physical or mental disability, race, 

religion, sex, sexual orientation, gender identity and/or expression, military status, marital status, 

genetic information, status as a domestic violence victim or family member of a victim, or any other 

characteristic protected by federal, state or local law. In addition, Titanium will provide reasonable 

accommodations for qualified individuals with disabilities.  

 
Americans with Disabilities Act (ADA) 

Titanium Healthcare’s philosophy is to attract and select the best-qualified candidate and completely 

supports the Americans with Disability Act (ADA), the ADA Amendments Act (ADAAA), and state anti-

discrimination laws that protect employees from discrimination in benefit programs, transfers and 

terminations. The Company will reasonably accommodate qualified individuals with a disability so 

that they can perform the essential functions of a job unless doing so causes a direct threat to these 

individuals or others, in the workplace and the threat cannot be eliminated by reasonable 

accommodation and/or if the accommodation creates an undue hardship to Titanium. 

 

If an employee would like to request accommodation, they should contact the Human Resources 

department to discuss the employee’s particular circumstances, so the Company can evaluate the 

situation and make whatever arrangements are reasonable. Supervisors will treat such information 

as confidential except to the extent that work assignment or schedule changes need to be discussed 

with other employees. 

 

Although the need for accommodations is determined on a case-by-case basis, generally the 

Company and the employee engage in an interactive process with the employee’s healthcare 

provider(s) to confirm the existence of the condition, its limitations in the workplace and possible 

reasonable accommodations. The employee has an obligation to cooperate with the Company to 

communicate with the employee’s healthcare providers concerning the employee’s condition, its 

limitations, and possible reasonable accommodations. The Company will rely on medical and other 

professional opinions to determine if there is any question whether an employee’s continued work 

might pose a health risk, or if there is reason to believe the employee might not be able to meet the 

essential functions of the job. 
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An employee or job applicant who has questions regarding this policy or believes that they have 

been discriminated against based on a disability should notify the Human Resources department. 

 

Open Door Policy 

Titanium Healthcare promotes an atmosphere whereby employees can talk freely with members  

of the management staff. Employees are encouraged to openly discuss with their supervisor any 

workplace concerns, so appropriate action may be taken. If the situation or concern is not resolved 

in a timely fashion, barring extenuating circumstances, or the employee is uncomfortable  

discussing the issue with their supervisor, it should be brought to the attention of the next level of 

management or Human Resources. 

 

Professional Workplace 

Titanium Healthcare values the variety of backgrounds, viewpoints, practices, and abilities in our 

workforce and our business partners. This diversity makes us stronger. 

It is the responsibility of every Titanium employee to: 

 

• Show professionalism when dealing with members, suppliers, contractors, and others with 

whom employees come into contact while conducting business for Titanium, regardless of 

the person’s status, the setting, or the type of business dealing. 

• Talk with their Supervisor, contact Human Resources, or follow the procedure in this 

employee handbook if they have any questions or concerns about inappropriate or 

unprofessional conduct, discrimination, or harassment. 

 

Harassment Prevention and Reporting 

Harassment in any form will not be tolerated. The Company is committed to providing a workplace 

that is free of verbal, physical and visual forms of harassment so that everyone can work in a 

productive, respectful, and professional environment. 

 

Harassment based on any status including age, color, national origin, the presence of sensory, 

physical, or mental disability, race, religion, sex, sexual orientation, gender identity and/or 

expression, military status, marital status, genetic information, status as a domestic violence victim 

or family member of a victim, or any other characteristic protected by federal, state or local laws, is a 

violation of Titanium’s policy. The Company does not tolerate any harassment by anyone in the 

workplace – supervisors, coworkers, or non-employees, such as vendors, members, or customers.  

Employees who violate this policy are subject to discipline, up to and including termination. 

 

Prohibited harassment specifically includes comments, slurs, jokes, innuendos, cartoons, pranks, 

physical harassment, etc. that are derogatory on the basis of the employee’s protected class 

membership, or that are promoted by the employee’s protected class.  Harassment also includes 

negative actions based upon an employee’s participation and activities identified with or promoting 

the interest of a protected group. This policy prohibits unacceptable harassment or conduct in the 

workplace and at company sponsored business and social events, or events with coworkers 
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entirely unrelated to the workplace. Additionally, harassment via social media, email and text 

messages are within the scope of prohibited conduct. 

 

Sexual harassment includes unwelcome sexual advances, requests for sexual favors and other 

verbal or physical gender-based conduct or contact of a sexual nature. 

 

The Company is committed to taking reasonable steps to prevent harassment from occurring and 

will take immediate and appropriate action when it is determined that unlawful harassment has 

occurred. To do this effectively, the cooperation of all employees at all levels is needed.   

 

Each employee is responsible for adhering to and supporting this policy. Employees should never 

tolerate inappropriate behavior. They should make their feelings known to the offending 

employee(s). In many cases if an employee makes their feelings known to the offending person(s), 

tells them the conduct is not appropriate, and asks them to stop, this may take care of the situation. 

However, if any employee is not comfortable doing this, or the behavior continues, then they must 

promptly report any offending behavior, whether such behavior is directed toward them personally 

or to other employees.  Reports of offending behavior must be made to Human Resources. If an 

employee is not comfortable going to Human Resources, or the employee does not receive an 

appropriate response, the employee should speak with Titanium Healthcare’s CEO. 

 

A timely, full, and complete investigation of the complaint will be undertaken. Employees are 

expected to cooperate in the investigation of complaints of harassment. No employee may be 

subject to retaliation for bringing a complaint of harassment, for filing a Charge of Discrimination or 

lawsuit, or for participating as a witness in an investigation, charge or lawsuit. Such retaliation is 

wholly prohibited. 

 

Any employee who believes they have been subject to retaliation or who contend that the harassing 

conduct is continuing, should immediately bring it to the attention of the Human Resources 

department. Appropriate corrective measures will be taken if allegations of retaliation are 

substantiated. 

 

Employees are strongly encouraged to report concerns about discrimination or harassment before 

behaviors become severe or pervasive.  Supervisors and managers who observe or become aware 

of offending behavior must promptly notify the Human Resources department so that appropriate 

action can be taken. 

 

The reporting employee is usually requested to provide as many details as possible, such as the 

date(s), location(s), name(s) of witnesses, and/or information about the alleged harasser(s). Persons 

with relevant information are interviewed as needed. During the investigation, steps may be taken 

to minimize contact between an employee and the alleged harasser, such as schedule changes, 

temporary transfers, or investigatory leave, usually for the alleged harasser. After the investigation is 

complete, the Company will summarize its findings with the reporting employee, the alleged 

harasser, and, if appropriate, others directly concerned with the incident. 
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If the Company concludes that unlawful harassment occurred, prompt remedial action will be taken. 

This may include discipline of the harasser and other actions to remedy the effects of the 

harassment and prevent further harassment. 

 

Workplace Violence Prevention 

The Company endeavors to provide a safe workplace for all employees. Any type of workplace 

violence committed by or against employees is not tolerated. Employees are prohibited from 

making threats or engaging in violent activities. 

 

The following behavior, while not an exhaustive list, provides examples of contact that is prohibited: 

• Causing or attempting to cause physical injury to another person. 

• Making threatening remarks. 

• Aggressive or hostile behavior that creates a reasonable fear of injury to another person or 

subject another individual to emotional distress. 

• Intentionally damaging employer property or property of another employee. 

• Possession of a weapon on Company property (including company parking lots) or while on 

Company business. 

• Committing acts motivated by, or related to, unlawful harassment or domestic violence. 

 

Any potentially dangerous situation must be reported immediately to a supervisor or the Human 

Resources department. Supervisors who become aware of situations must report it to the Human 

Resources department. These reports are taken seriously and will be investigated. The Company will 

protect the confidentiality of those involved to the extent it can, consistent with the need to 

investigate and resolve the issue. 

 

If an employee has obtained an Order for Victim Protection that includes Titanium Healthcare as the 

employee’s workplace, the employee must immediately provide a copy of the order to Human 

Resources. Orders for Victim Protection include the following types of court orders – protection 

order, no contact order, restraining order and anti-harassment order. 

 

Conflict of Interest 

Titanium Healthcare is concerned with conflict of interest that create or potential job-related 

concerns, especially in the areas of confidentiality, member relations, safety, security, and morale. If 

there is any actual or potential conflict of interest between you and a competitor, patient, supplier, 

distributor, or contractor to the Company, you must disclose it to you manager immediately. If an 

actual or potential conflict of interest is determined to exist, the Company will take such steps as it 

deems necessary to reduce or eliminate the conflict. 
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Protection of Employee Information 

It is required that the Company collect various kinds of employee information relative to hiring, 

compensation, transfer, promotion, or termination of Titanium Healthcare employees and to 

develop internally and externally required reports. The types of information that may be collected 

are: 

• Credential/performance information – data describing applicant/employee skills, education, 

evaluation, experience, achievements, capabilities, medical disability, limitations, etc., which 

are pertinent in the hiring, promotion, transfer or termination decision making process. 

• EEO information – information gathered specifically to satisfy EEO/AAP (affirmative action 

plan) requirements. 

• Sensitive information – information gathered for a limited purpose that may not be 

considered in personnel action decisions because of its potential for being used in an unfair 

fashion (e.g., medical, insurance, and protected leave of absence information). 

• Immigration and naturalization information – information gathered to support the right of 

the employee to be employed in accordance with the Immigration and Naturalization Act, 

which may consist of pictures, places of birth, alien registration numbers, etc. 

• Administrative information – any information not covered by the points above, such as 

payroll, pension, job status, etc. 

 

In collecting and maintaining, and disclosing personnel information, the Company makes every 

effort to protect employees’ privacy rights and interests and prevent inappropriate or unnecessary 

disclosures of information from any personnel file. No information concerning and individual 

employee is available to anyone other than such employee, their designee, and personnel in the 

manager’s department or elsewhere in the company (legal, tax, audit) who must work with such 

information. Credential/performance information and medical limitation notices are only available 

to the employee’s department management, or those who have a need to know.   

 

The only exception to this restriction is the disclosure of information pursuant to law or legal 

process (subpoenas, garnishments, etc.). Verifications of employment are only provided by the HR 

department. Salary information is verified only if a written, signed authorization is provided. 

 

Rights of Employee to Information 

Titanium Healthcare recognizes the right of its employees to have access and to review their own 

personnel records from which employment, promotion, transfer, layoff and termination decisions 

are made and also to their own personnel records maintained for general administrative purposes. 

They may not remove information from their file. They may, however, attach information as 

clarification. 

 

Former employees wishing to view their files may do so by making an appointment with Human 

Resources at least 7 days in advance. 

 

 

 



 

Titanium Healthcare Inc. | Employee Handbook  | 11 

 

Employment Relationship 

Employment Classifications 

Based on the conditions of employment, employees of Titanium Healthcare fall into the following 

categories: 

Exempt Employees are not subject to federal and state overtime requirements as defined by the 

FLSA or applicable state laws. 

Non-Exempt Employees are entitled to overtime pay at one-and-one half times regular rate based 

upon applicable state laws. 

Regular Full-time Employees are those who are regularly scheduled to work a minimum of 30 

hours per week and are eligible to participate in all regular Titanium Healthcare benefit programs. 

Regular Part-time Employees are those who are scheduled fewer than 30 hours per week.  

Part-time employees are not eligible for Titanium Healthcare benefits, unless specifically permitted 

by law. 

 
Workweek Defined 

For payroll and overtime computation purposes, the regular workweek begins at 12:01am on 

Sunday ends at midnight the following Saturday. 

 

The typical workday for full-time non-exempt employee is 8 hours. The employee’s supervisor 

approves the normal workday hours and weekly schedule. Non-exempt employees should normally 

begin work no earlier than five minutes before their shift starts and end work no more than five 

minutes after their shift ends. 

 

Exempt employees are generally expected to work during the Company’s normal business hours.  

They may be expected to work additional hours in order to complete duties and assignments.  The 

Company reserves the right to change the regular workweek, the normal business hours, or the 

normal workday with prior notice to employees. 

 

Individual work schedules are approved by supervisors and communicated in advance.  Employees 

are expected to work all assigned hours and days. Requests for scheduling changes or for particular 

days off must be made ahead of time and approved by the employee’s supervisor. 

 
Payroll 

Titanium payroll is processed semi-monthly. Pay Periods are the 1st of the month to the 15th, and 

16th through the end of the month. Paydays are the 5th and 20th of the month.  If a payday falls on 

the weekend or holiday, you normally will be paid on the last business day before the weekend or 

holiday. 

 

Titanium Healthcare does not condone improper deductions from employees’ salaries, 

unauthorized salary deductions, payroll errors, and the like.  If an employee believes they have been 

subject to improper salary deductions or has not been fully paid for any pay period, they should 

notify their supervisor, Human Resources, or the Finance department immediately upon discovering 

such discrepancy in order to resolve the problem. 
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The employee will not be subject to any form of retaliation for raising such an issue or for filing a 

formal complaint. If it is determined that a salary deduction was improper or that the employee did 

not receive full compensation for any pay period, the employee will be reimbursed for any improper 

deduction or paid any previously unpaid wages. 

 
Rest and Meal Periods 

All non-exempt employees receive a 10-minute paid rest break for each four-hour period of working 

time, unless the nature and circumstance of the non-exempt employee’s work allows for the 

equivalent of 10 minutes rest taken intermittently or prevents the Company from establishing and 

maintaining the regularly scheduled rest period.  A non-exempt employee may not use break 

periods to extend a lunch period, to work overtime, or to leave work early. 

 

Non-exempt employees working more than five hours in a shift are require to take an uninterrupted 

meal period no late than five hours into their shift. The meal break is a minimum 30, maximum 60, 

minute unpaid period. This period, whether 30 or 60 minutes, cannot be divided and must be taken 

as one continuous period of time. 

 

Any non-exempt employee is unable to take his/her rest or meal period must notify their Supervisor 

promptly so that the Company can reschedule the break/meal period within the parameters allowed 

by law. 

 

Labor Charging and Timekeeping 

Recording time accurately and promptly is essential for smooth operations and creating accurate 

financial records. Non-exempt employees must record their time every day using the appropriate 

method. Off the clock work is strictly prohibited. 

 

Occasionally some overtime may be required of non-exempt employees. Working assigned overtime 

is as important part of each non-exempt employee’s job responsibilities. All overtime work, unless 

an emergency, must be authorized in advance by a Supervisor. The overtime rate is one-and-one 

half times the regular rate of pay for all hours actually worked as defined by state law. Time that is 

paid not actually worked like PTO, holidays and/or any type of leave of absence, does not count as 

“hours worked” when computing overtime. 

 
Employment of Relatives and Friends 

Titanium will not employ or service friends or relatives in circumstances where actual or potential 

conflicts may arise that could compromise supervision, safety, confidentiality, security, and morale. 

It is your obligation to inform the Company of any such potential conflict so the Company can 

determine how best to respond to the particular situation. 
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Leaving the Company 

Employees who voluntarily resign from the Company should submit a letter of resignation to their 

Supervisor. 

 
Exit Interview 

Generally, you will be asked to participate in an exit interview when you leave Titanium Healthcare. 

The purpose of the exit interview is to provide Leadership with greater insight into your decision to 

leave employment; identify any trends requiring attention or opportunities for improvement; and to 

assist the Company in developing effective recruitment and retention strategies. Your cooperation in 

the exit interview process is appreciated. 

 
Ending Company Benefits 

Medical, dental and vision benefits will terminate at the end of the month after the employee 

terminated employment.  Life insurance, short-term disability and voluntary benefit coverage ends 

on the last day of employment.  Some benefits such as medical, dental, vision may be continued 

under COBRA provisions. 

 

Workplace Safety 

It is the responsibility of managers and supervisors to ensure that every employee at Titanium is 

provided with safe working conditions, all safety regulations are observed, and employees use 

common sense to protect themselves as well as others. All accidents, regardless of physical 

injury, however minor, must be reported to management as quickly as possible. 

 
Controlled Substance and Alcohol Abuse 

Titanium Healthcare is committed to providing a safe, healthy, and productive work environment. 

Consistent with this commitment, it is the intent of the Company to maintain a drug and alcohol-free 

workplace. Being under the influence of alcohol, illegal drugs, or other impairing substances while 

on the job poses a serious health and safety risk to others and will not be tolerated. 

 
Prohibited Conduct 

The Company expressly prohibits employees from engaging in the following activities when they are 

on duty or conducting Company business or on Company premises (whether or not working): 

The use, abuse, or being under the influence of alcohol, illegal drugs, or other impairing substances. 

The possession, sale, purchase, transfer, or transit of any illegal or unauthorized drug, including 

prescription medication that is not prescribed to the individual, or drug-related paraphernalia. 

The illegal use or abuse of prescription drugs. 

 

While the use of marijuana has been legalized under some state laws for medicinal and/or 

recreational use, it remains an illegal drug under federal law. The Company does not discriminate 

against employees solely on the basis of their lawful off-duty use of marijuana. You may not 

consume or be under the influence of marihuana while on duty or at work. 
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Medication Notification 

Nothing in this policy is meant to prohibit your appropriate use of over-the-counter or other 

medication that can be prescribed under both federal and state law, if it does not impair your job 

performance or safety or the safety of others. Any employee taking medication that may cause 

drowsiness or have other side effects or that may otherwise interfere with the employee’s job 

performance based on the specific job requirements should alert their supervisor about the 

potential impairments before starting to work. Employees should not disclose the nature of their 

medical condition or the type or name of medication they are taking. 

 

Nonsmoking Workplace 

Titanium Healthcare is concerned about the effect that smoking, secondhand, and thirdhand smoke 

inhalation can have on its employees and clients. Smoking in the office or carrying the order of 

smoke in the client areas, office space or to meeting with members is prohibited. 

 
Emergency Facility Closures 

The Company will make every effort to remain open for business on scheduled workdays. However, 

the Company recognizes that under certain conditions it may be necessary to close a facility, to 

delay the start of work, or to require that employees leave early from a facility during normal 

business hours. These include, but not limited to, severe inclement weather, utility disruptions, 

water main break, earthquake, fire, chemical spill, or bomb threat. 

 

In an emergency, the Company will make every effort to notify you of the closing by phone/email. 

When the Company is unable to notify employees of the closure, use common sense to assess the 

safety and practicality of the situation. 

 

Early Dismissal 

When employees are engaged in their normal work after the start of regular business hours and a 

management decision is made to send employee home early because of adverse weather 

conditions or other occurrences, and announcement will be sent over email. If this occurs, all 

working employees will receive pay for the balance of that day’s working hours. 

 

Full Day(s) Facility Closure(s) 

Non-exempt – Non-exempt employees may utilize PTO or go unpaid for a cancelled workday. 

Exempt – If an exempt employee works any portion of the week in which a delay or closure has 

occurred, by law, the employee will be paid full salary. 

 

Workplace Guidelines 

Ethics and Code of Business Conduct 

Titanium Healthcare will conduct business honestly and ethically wherever operations are 

maintained. We strive to improve the quality of our services to our members and will maintain a 

reputation for honesty, fairness, respect, responsibility, integrity, trust, and sound business 

judgment. Our managers and employees are expected to adhere to high standards of business and 
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personal integrity as a representation of our business practices, at all times consistent with their 

duty of loyalty to the Company. 

 

We expect that officers and employees will not knowingly misrepresent the Company and will not 

speak on behalf of the Company unless specifically authorized.  The confidentiality of trade secrets, 

propriety information, and similar confidential commercially sensitive information (i.e., financial or 

sale records/reports, marketing or business strategies/plans, product development, member lists, 

patents, trademarks, etc.) about the Company or operations, or that of our members or partners, is 

to be treated with discretion and only disseminated on a need-to-know basis. 

 
Standards of Conduct 

Titanium Healthcare wishes to create a work environment that promotes job satisfaction, respect, 

responsibility, integrity, and value for all our employees, partners, members, and other 

stakeholders. We all share in the responsibility of improving the quality of our work environment.  

By deciding to work here, you agree to follow our rules. 

 

While it is impossible to list everything that could be considered misconduct in the workplace, what 

is outlined here is a list of infractions that could result in discipline, up to and including termination 

of employment. This policy is not intended to limit our right to discipline or discharge employees for 

any reason permitted by law. 

 

Examples of inappropriate conduct includes: 

• Violation of the policies and procedures set forth in this handbook. 

• Inaccurate reporting of the hours worked by you or any other employee. 

• Providing knowingly inaccurate, incomplete, or misleading information when speaking on 

behalf of the Company, or in the preparation of any employment-related documents (i.e., job 

applications, personnel files, employment review documents, intra-company 

communications, expense records, etc.). 

• Taking or destroying Company property. 

• Possession of potentially hazardous or dangerous property (where not permitted) such as 

firearms, weapons, chemicals, etc., without prior authorization. 

• Gambling on Company premises. 

• Fighting with, or harassment of any fellow employee, vendor, or member. 

• Refusal or failure to follow directions or to perform a request or required job task. 

• Refusal or failure to follow safety rules and procedures. 

• Excessive tardiness or absences. 

• Working unauthorized overtime. 

• Solicitation of fellow employees on Company premises during working hours. 

• Lending keys or keycards to Company property to unauthorized persons. 

 
Personal Presentation 

Your personal appearance reflects on the reputation, integrity, and public image of Titanium 

Healthcare. You are expected to maintain personal hygiene habits that are generally accepted in the 

community, including clean clothes, good grooming and personal hygiene, and appropriate attire for 

the workplace and the work being performed. This may include wearing uniforms or protective 
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safety clothing and equipment, depending on the job.  Use common sense and good judgment in 

determining what to wear to work. 

 

Medical Assistants, Nurses, and Doctors – when applicable, are required to wear provided scrub 

tops and matching scrub bottom. Employees have the option to wear issued bottoms, or may 

provide their own, as long as they match the organization’s chosen scrubs color exactly (dark 

charcoal gray). A navy blue, black, white, or gray, long-sleeved, or short-sleeved top may be worn 

underneath the scrub top when needed for warmth. 

 

Care Coordinators – when applicable, are required to wear provided tops. Employees can choose 

the style of bottoms to wear as long as they are full-length pants (no shorts), or appropriate length 

skirt. Bottoms must be clean and free from any holes and/or fraying. 

 

Each Care Coordinator, Medical Assistant, and Nurse will be supplied with two sets of applicable 

attire. This attire remains the property of the Company and should be returned to the Company 

when leaving employment. 

 

Patient and member facing roles are required to wear their hair in a neat and tidy fashion. Nails are 

to be kept clean and appropriate length for work being performed. 

 

The Company understands the need for the personal expression of tattoos and piercings, however 

for those in patient/member facing roles, piercings should be kept to a minimum. Tattoos should be 

covered where possible. 

 

Fragrant products, including but not limited to perfumes, colognes, and scented body lotions or hair 

products, should be used in moderation out of concern for others with sensitivities or allergies. 

 
Attendance and Punctuality 

Employees are hired to perform essential functions at Titanium Healthcare. As with any group effort, 

operating effectively takes cooperation and commitment from everyone. Therefore, attendance and 

punctuality are essential. Unnecessary absences and lateness are expensive, disruptive and place an 

unfair burden on fellow employees and Supervisors. We expect excellent attendance from all 

employees. Excessive absenteeism or tardiness will result in disciplinary action up to and including 

termination. 

 

We do recognize; however, there are times when absences and tardiness cannot be avoided. In such 

cases, employees are expected to notify Supervisors as early as possible, but no later than the start 

of the workday. Employees should make contact, stating the nature of the absence and expected 

duration, for every day of absenteeism. 

 

Unreported absences of three consecutive workdays will be considered a voluntary resignation of 

employment with the Company. Titanium Healthcare reserves the right to apply unused PTO, sick 

time, or other paid time off to unauthorized absences where permitted by applicable law. 

 
 



 

Titanium Healthcare Inc. | Employee Handbook  | 17 

 

Telecommuting (Remote Work) 

Telecommuting (aka remote work) allows employees to work at home, on business travel or in a 

satellite location for all or part of their workweek. Titanium Healthcare considers telecommuting to 

be a viable, flexible work option when both the employee and the job are suited to such an 

arrangement. Remote work may be appropriate for some employees and jobs but not for others.  

Remote work is not an entitlement, it is not a company wide benefit, and it in no way changes the 

terms and conditions of employment. Remote work can begin or end at any noticed deemed by  

the Company. 

 

As our workforce continues to operate with employees working at multiple locations, the following 

expectations for employees to avoid issues that may cause disruption to the workday. 

 

General Expectations: 

• Remote employees are expected to be available and communicative during scheduled work 

hours. 

• Titanium Healthcare work rules and other policies continue to apply at all working locations, 

including employee’s home. 

• Consumption of alcohol during work hours is never acceptable. 

• Employees should have a quiet and distraction-free working space. 

• Employees are expected to maintain their workspace in a safe manner, free from safety 

hazards. 

Virtual Meetings 

• Keep distractions to a minimum. 

• Turn on video in most situations. 

• Avoid eating a meal during a virtual meeting unless invited to do so by the meeting host. 

• Casual dress is acceptable, however use discretion. Typically, no apparel that would not be 

appropriate to wear outside your home. 

• Avoid multi-tasking. Give full attention to the meeting as if face-to-face. 

 

Telecommuting is not designed to be a replacement for appropriate childcare. Although an 

individual employee’s schedule may be modified to accommodate childcare needs, the focus of the 

arrangement must remain on job performance and meeting business demands. Remote employees 

are encouraged to discuss expectations with family members. 

 
Social Media 

Titanium Healthcare takes no position regarding an employee’s decision to start or maintain a blog 

or participate in other social networking activities. However, it is the right and duty of the Company 

to protect itself from unauthorized disclosure of confidential information. Titanium Healthcare’s 

Social Media Policy includes rules and guidelines for Company-authorized social networking and 

personal social networking. This policy applies to all executive officers, board members, 

management, and staff. 
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Information Processing Resources 

Titanium Healthcare provides equipment such as laptop, cellphone, monitor, keyboard, and mouse. 

If such equipment is provided, the employee will be held responsible for the care and any potential 

damage of such equipment. All equipment must be returned in working condition at the end of 

employment. 

 

All equipment is to be used for work purposes. Employee will NOT be allowed to use personal 

equipment (i.e., cellphone or laptop) for any work purpose. This includes, but not limited to: 

• Contacting members, patients, or vendors 

• Documentation 

o Such as completing forms or notes 

• Accessing Company or vendor systems 

 

When traveling for business, whether that is from office to office, or going out to meet members in 

public, employees are expected to have their company cellphone on their person. This will help the 

Company know where the employee is in case of emergency. 

 
Personal Use of Information Processing Resources 

Titanium Healthcare information processing resources (company computers and cellphones) are 

company property and are to be used primarily for business purposes during working hours. 

Occasional, limited personal use of Company information processing resources is permitted as long 

as it does not interfere with job performance, does not deny other user’s access to system 

resources, does not violate Titanium Healthcare policies, and does not incur significant costs.  Users 

must not perform any activity on Titanium Healthcare information processing resources that could 

damage the reputation of the Company. The Company reserves the right to access and review email 

messages, including text messages and phone calls, at anytime, or any file, document or item on 

Titanium Healthcare information processing resources.  Violations of this or other Titanium 

Healthcare policies, procedures and instructions could lead to disciplinary action up to and including 

termination. Employees will have no expectation of privacy when using any company 

equipment/device. 

 

Content 

Using information processing resources for any of the following activities is strictly prohibited: 

Sending, downloading, displaying, printing or otherwise disseminating material that is sexually 

explicit, profane, obscene, harassing, discriminatory, fraudulent, racially offensive, defamatory, or 

otherwise unlawful. 

Disseminating or storing information to non-commercial or personal advertisements, promotions, 

destructive programs such as viruses or other malicious code, political information, or any other 

unauthorized material. 

 

Software Licensing 

Titanium Healthcare honors all licenses, copyrights, patents, contracts, and purchase agreements 

associated with commercial and proprietary information processing resources software used in the 

ordinary course of its business. Users are not authorized to use, copy, modify or transfer 
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information processing resources programs in whole or in part except as expressly provided in the 

program’s software license, contract, or purchase agreement, or by written statements of the 

owners. 

 

Email 

Employees should use care and courtesy when sending emails both internally and externally. 

Messages should be concise and complete with no spelling and grammar errors. The tone should be 

professional and mindful of the reader. 

 

Acceptable Internet use 

Users are responsible for using information processing resources in a professional, ethical, and 

lawful manner at all times. Company policies apply whenever company resources are used. Users 

must never use Internet services such as website access, bulletin board messaging or chat mode 

conversations utilizing their user ID, involving topics such as: 

• Pornographic or obscene materials. 

• Expression of personal opinions on political, social, inflammatory, or volatile subjects. 

• Exchanges of taunting, threatening, hostile or harassing language. 

• Exchange of language that is racist, sexist or sexually explicit. 

• Personal business ventures. 

 
Information Confidentiality 

Users must be aware of the sensitivity of any information contained in data files and/or 

correspondence using Internet access and email and remember to not exchange Titanium 

Healthcare business sensitive information or information which, if intercepted, would place Titanium 

Healthcare in violation of any law. 

 

Solicitation 

The Company strives to provide a comfortable work environment. In which employees can complete 

their tasks with minimal interruptions or distractions. Therefore, solicitation of any kind, is 

prohibited during working hours. Solicitation includes, but not limited to, soliciting for or on behalf 

of any organization, support for membership, subscriptions or pledges to that organization, school 

fundraisers, etc. These prohibitions on employee solicitation do not apply during employees’ non-

working time such as meal periods or rest breaks. 

 

Bulletin Boards 

Bulletin boards are conveniently located throughout the workplaces. They are maintained by Human 

Resources and Management to provide information to all personnel. Bulletin boards are for official 

company business only. 
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Lactation Accommodation 

Titanium Healthcare provides a reasonable amount of break time to accommodate an employee’s 

need to express breast milk for the employee’s infant child. The Company will make a reasonable 

effort to provide the employee with the use of a room or other location in close proximity to the 

employee’s work area for the employee to express milk in private. Such space will include a surface 

to place a breast pump and personal items, a place to sit, access to electricity, a sink with running 

water, and a refrigerator for storing breast milk. 

 

The requested break time should, if possible, be taken concurrently with other scheduled break 

periods. Non-exempt employees must clock out for any lactation breaks that do not run 

concurrently with normally scheduled rest periods.  Any such breaks will be unpaid. 

 

Housekeeping/Etiquette 

All employees should take pride in good housekeeping and make special effort to keep the facilities 

as clean as possible at all times. 

 

Cellphone Etiquette 

Personal cellphone use should be limited to break periods only, unless it is an emergency. 

 

Employees should be mindful of personal cellphone use; making sure they are aware of their 

surroundings. Employees working in open areas should be sensitive to those around and put their 

cellphones on vibrate. When conducting private business on a cellphone an employee should be 

mindful of the volume of their speech and maintain a reasonable distance from others. 

 

Employment and Development 

Setting Expectations and Getting Feedback 

The Company’s performance depends on each employee bringing their best thinking and efforts to 

work every day. Creating and communicating performance expectations is crucial as it: 

• Enables more efficient use of time and resources; 

• Provides a source of recruiting and promotion criteria; 

• Offers benchmarks to use in identifying training needs; 

• Set standards for our supervisors to use for coaching opportunities. 

 

Additionally, effective communication of performance expectation leads to: 

• Increased employee self-confidence and job satisfaction; 

• Criteria to use in self-development; 

• Knowledge of how an employee’s job fits into the bigger picture. 

 

Employees are expected to seek out their manager as frequently as needed to clarify performance 

expectations and to get feedback.  Each manager/supervisor is expected to create a work 
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environment in which frequent feedback is considered normal and is used by each individual to 

improve their performance. 

 

Performance review process steps include: 

• Manager communicates “flow-down” business and organizational objectives and assists 

employee in understanding linkage to job. 

• Manager develops individual objectives and/or job tasks in support of business goals. 

• Manager and employee work together to identify expected performance levels and 

measures. 

 
Career Development 

Employees own their career development. Managers are responsible for meeting the Company’s 

needs for talent. However, it is up to employees to set their career goals, seek advice, and 

investigate growth opportunities. 

 

On occasion, a manager might take initiative to identify someone for a development path to meet 

the Company’s needs, but the Company is not otherwise responsible for pushing people along. 

Employees need to personally commit the time and energy to bring about their own advancement. 

 

An employee may go to their manager to suggest appropriate on-the-job training, career moves, 

internal or external training, or special projects to assist him/her with professional development 

(tuition assistance, training, mentoring, opportunities, etc.). 

 
Promotions and Transfers 

Qualified employees ordinarily receive preference over outside applicants with similar qualifications 

for placement in open positions. Nevertheless, we look for the most suitable candidates, so transfer 

or promotions from within are not always appropriate. An employee’s past performance, skills, and 

job experiences are among the more important factors considered. 

 
Performance Improvement 

The following performance improvement approach will be used to provide feedback and support to 

an employee when their current work performance is unacceptable. Work performance 

encompasses many factors, including attendance, punctuality, personal conduct, job proficiency and 

general compliance with company policies and procedures. Nothing herein shall be interpreted as 

modifying or changing the employee’s at-will status. 

 

There are no guarantees that the steps in the performance improvement process will identify and 

correct the problem or that all steps can or will be followed in every case. This process is intended as 

a guideline for resolving most job performance problems. The actual steps taken depend on the 

severity of the problem and the employee’s work and performance history, among other possible 

factors. In general, a member of the HR department will be engaged to assist in determining the 

appropriate actions. 

 

When a performance problem comes to the attention of an employee’s supervisor, the supervisor 

will discuss the issue with the employee to jointly develop a course of action to adjust the 
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employee’s performance.  If the employee’s performance does not improve sufficiently within a 

reasonable timeframe, the next step may be a written notice in the form of a Performance 

Improvement Plan (PIP) and further problem-solving discussions and coaching.  If the performance 

problem persists with no significant change or improvement, the employee may be subject to more 

serious measures, which may include one or more of the following actions: suspension, demotion, 

transfer, or termination. 

 

Employees who are on a PIP may not receive any merit increase, bonus, or promotional 

opportunities until successful completion of the PIP and sustained performance is determined by 

the manager and HR department. 

 

 

Time Off and Leave of Absences 

Holidays 

Titanium Healthcare observes the following 11 paid holidays per year: 

New Year’s Day Martin Luther King Jr Day President’s Day 

Memorial Day Juneteenth Independence Day 

Labor Day Thanksgiving Day Day after Thanksgiving 

Christmas Eve Christmas Day  

 
PTO 

Personal time off is a benefit that provides Regular Full-time employees with paid time away from 

work for purposes of vacations, personal business, family needs, worker’s compensation waiting 

period, mental health days, etc. 

 

Paid Time Off (PTO) is accrued based upon the schedule below upon date of hire or upon transfer 

into a benefit-eligible position, unless otherwise negotiated and approved by Human Resources. 

 

Years of Services Accrued per Month Annual Accrual 

0 through 4 10 hours 15 days 

5 through 8 13.34 20 days 

9 and onward 16.67 hours 25 days 

 

Use 

Non-exempt employees are to use PTO for time to make them whole for the workday (8 hours) or 

workweek (40 hours). For example, if an employee works 4.5 during the day, but requests 4 hours to 

take the afternoon, only 3.5 hours will be utilized to make them whole for the day. 

 

Exempt employees are to use PTO in full day (8 hours) increments only. 

 

Consideration of unpaid time request will be allowed until all accrued PTO has been utilized and is 

subject to HR and departmental approval. 
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Accumulation and Carryover 

Employees are encouraged to use their PTO as needed and desire as it does not accumulate on 

unpaid leaves of absences. 

 

PTO is accumulated per pay period and can be viewed on the employee’s profile in the current HRIS.  

Titanium will maintain a PTO account for each eligible employee and track the beginning balance, 

accruals and age which is available to view. Any discrepancies should be brought to the attention of 

Human Resources once discovered so it can be addressed. 

 

Limits are impressed on the amount of PTO that can be accrued.  PTO can accrue up on a maximum 

of one and a half times the amount accrued per year.  Once the applicable maximum is reached, 

PTO will stop accruing, but will begin again after the time has been used. 

Only accrued PTO can be used; employee will not be allowed to go into the negative. If time off is 

needed and there are insufficient PT hours, a request of an unpaid leave of absence can be made 

through Human Resources. Employees will also not be allowed to credit, loan or advance PTO to 

another employee. 

 

Scheduling and Payout 

Employees may schedule PTO provided it does not interfere with the needs of the business and 

their immediate Manager/Supervisor approved the request. Employees are required to submit PTO 

a minimum of 24 hours before the start of the shift they are requesting off begins. The Company 

may not accept requests submitted with less than 24 hours’ notice. 

 

Accrued and unused PTO will only be paid out at time of termination. 

 
Sick Leave 

Titanium Healthcare provides paid sick leave to all employees which begins accruing on the first day 

of employment. Sick leave is accrued, maxed out, carried over, cashed out, etc. based on federal and 

state specific requirements. 

 

Paid sick leave may be used for reasons such as (this is not an all-inclusive list) diagnosis, 

care/treatment of an existing health condition, preventative care of the employee or employee’s 

family member, employee who is a victim of domestic violence, sexual assault, stalking, or any other 

specified federal or state allowed reason. 

 

Titanium Health may require reasonable documentation for absences more than three consecutive 

days for which sick leave is or will be used. 

 

For the purposes of this policy, “family member” means a child (biological, adopted/fostered, 

stepchild, legal ward/loco parentis), spouse, registered domestic partner, parent (biological, 

adoptive/foster, stepparent, legal guardian of employee), grandparent, grandchild, sibling, or any 

individual related by blood or affinity whose close association with the employee is equivalent of a 

family relationship. 
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Leave of Absences 
Titanium Healthcare provides several types of leaves of absences. Some types of leave are covered 

under federal law, some under state law, and others are discretionary. If after reviewing this section, 

employees who have any questions about what leaves may be available to them, they need to 

contact Human Resources. 

 

In the course of administrating some types of leave, Human Resources may request health 

information and will handle this private information in accordance with applicable privacy laws such 

as the Health Insurance Portability and Accountability Act of 1996 (HIPAA). To the extent allowed by 

law, all leaves will run concurrently. 

 

Federal and State Regulatory Leaves of Absences 

Titanium Healthcare follows all legally regulated leaves indicated by federal and state laws.   

These leaves of absences include, but not limited to: 

Family and Medical Leave Act (FMLA) 

Service Member FMLA 

State Specific Military Family Leave Act (MFLA) 

Maternity/Pregnancy Leave 

Domestic Violence Leave 

Military Leave (USERRA) 

State Specific Family Leave 

 

For specific details, rules, and required documentation, see Human Resources.  You can also visit the 

state specific or federal website regarding the specific leave type. 

 

Unpaid Leave of Absence for Personal Reasons 

The Company, in its sole discretion, may grant unpaid personal leave of absence, for reasons which 

are not covered by other leave policies, based on the employee’s work record, the Company’s 

staffing needs, and the request for leave. 

 

Employees who have been employed by Titanium Healthcare for a minimum of 30 days are eligible 

to apply for an unpaid personal leave of absence. Requests must be made in writing to his/her 

immediate Supervisor and cannot exceed more than 30 days. Approvals of the immediate 

supervisor, department officer and human resources will be required. 

 

Requests for unpaid personal leaves may be denied or granted by the Company for any reason or 

no reason and are within the sole discretion of the company. 

 

All PTO must be utilized prior to any unpaid time off can be requested. 

 
Jury Duty and Witness Service 

Titanium Healthcare recognizes that jury duty is a civic responsibility of employees. Unless 

extenuating circumstances require it, the Company will not ask or encourage an employee to be 

excused from or postpone a call to jury duty or witness. Employees will not be harassed, threatened, 

or cajoled into getting out of jury duty and their same job will be available upon their return. 
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Employees must provide a copy of the jury duty summons to Human Resources and their Supervisor 

within one business day of receiving the summons so that necessary arrangements can be made to 

ensure schedule and coverage is in place. 

 

The Company provides paid leave when an employee must serve on a jury. Employees are paid their 

straight time rate of pay while they are on jury duty for up to 5 business days per calendar year. At 

the end of the 5 days, an employee may use their accumulated PTO or go unpaid. 

 

If an employee reports for jury duty and is dismissed, they are expected to report to work for the 

remainder of each day on which this occurs.  If told they do not need to report to the court on any 

day of their jury duty stint, the employee is required to report for work. 

 
Bereavement Leave 

Titanium Healthcare recognizes the importance of taking leave when there is a death in the family. 

In the event of a death of a Regular Full-time employee’s family member, the employee may be 

granted a bereavement leave period of up to three days with pay while making arrangements and 

attending services. This leave does not apply to settling estates of the deceased. 

 

Family members, for the purpose of bereavement leave, include spouse, registered domestic 

partner, child, stepchild, parents, stepparents, stepsiblings, mother, father and sibling-in-laws, 

grandparents, step grandparents, grandparent-in-laws. 

 

Notice of need for bereavement leave is to be provided as far in advance as possible. The Company 

may require documentation supporting your need for bereavement leave. 

 

Employee Benefits 

This summary is intended to provide a short overview of the benefit plans offered by Titanium 

Healthcare. The Company reserves the right to change, amend, modify or redesign any one or all 

provisions and/or benefit cost structures at any time to meet current or future business conditions. 

The provisions and cost structures are determined by actual official plan documents. If there is any 

dispute or disagreement about benefits and/or plan provisions, the official plan document will 

prevail. 

 

The Company reserves the exclusive right, power, and authority, in its sole and absolute discretion, 

to administer, apply and interpret the benefit plans described herein, and to decide all matters 

arising in connection with the operation or administration of such plans. Nothing contained in the 

benefit plans described herein shall be held or construed to create a promise of employment or 

future benefits, or a binding contract between Titanium Healthcare and its employees or their 

dependents, for benefits or for any other purpose. All employees shall remain subject to discharge 

or discipline to the same extent as if these plans had not been put into effect. 

 

For more complete information regarding any of Titanium Healthcare’s benefit programs, please 

refer to the Summary Plan Descriptions for each benefit. 
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Health Plan Eligibility 

Titanium Healthcare provides comprehensive medical, dental and vision coverage for its Regular 

Full-time employees and their dependents. Coverage eligibility begins on the first day of the 

following month after 60 days of full-time employment with Titanium Healthcare.  Dependents are 

defined as the employee’s legal spouse/registered domestic partner and children up to age 26.  

 
Medical/Dental/Vision Coverage 

The cost to the employee varies depending on the number of dependents covered. The Company 

pays a portion of the employee and dependent’s coverage costs. The premium, deductibles, and 

maximum out of pocket are reviewed annually. 

 
401(k) 

Titanium Healthcare participates in a 401(k) Plan. For details on vesting, contributions as well as 

other details on this benefit, please see Human Resources. 

 
Bonus Incentive Plan 

This discretionary program may compensate eligible employees based on the employee’s 

performance and the performance of the Company as a whole. 

 

To be eligible the employee must be employed for a minimum of 90 days prior to the end of a 

quarter. They also must be employed at the time of the end of the quarter to receive payment. 

 

Amount (if any) to be bonused will be determined by the Company’s overall performance. If the 

decision is made to provide bonuses to employees, individual determination will be based on the 

employee’s performance and ability of having met required metrics (if applicable).  Employees may 

not receive a bonus if they have received any Corrective Action (i.e., written warning) or are currently 

on a PIP. Decisions will be made at the Executive Level. 

 
Short-term Disability 

Short-term Disability is an income protection benefit in the event an employee has a prolonged 

illness or injury. Benefits are payable after seven calendar days of approved medical absence. A 

doctor’s certification of disability is required. PTO must be used for the first seven days if approved 

as a medical absence. This benefit is offered at no cost to the employees. Contact Human Resources 

to help with the application process. 

 

Basic Life Insurance and AD&D 

Titanium Healthcare provides Regular Full-time employees with basic life insurance and accidental 

death and dismemberment coverage. This benefit is offered at no cost to the employee. Coverage 

level and amount may vary. See Human Resources if there are any questions. 

 
Employee Assistance Program 

Titanium Healthcare provides a confidential Employee Assistance Program (EAP) through Magellan 

Healthcare. This is designed to improve the general wellbeing of employees and their families. This 
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service provides confidential assessment, problem resolution and referral services to employees 

and their families who may be experiencing personal, emotional, or parenting or family difficulties.  

This benefit is offered at no cost to employees. 

 

Employees can access these services by contacting Magellan Healthcare at 800-450-1327 24/7 and 

speak with a counselor, nurse, or both. Employees can also log on to magellanascend.com and enter 

Principal Core for the company name. 

 
Consolidated Omnibus Budget Reconciliation Act (COBRA) 

The right to COBRA continuation coverage was created by a federal law, the Consolidated Omnibus 

Budget Reconciliation Act of 1985 (COBRA). COBRA continuation can become available to covered 

employees or their covered dependents when they would otherwise lose their group health 

coverage due to a “qualifying event”. 

 

Employees receive a General Notice of COBRA Continuation Coverage Rights when they first become 

eligible for Titanium Healthcare healthcare benefits. 

 
Workers’ Compensation 

Titanium Healthcare is covered under statutory state Workers’ Compensation laws. Should you 

sustain a work-related injury, you must notify your department supervisor and the Human 

Resources department within a reasonable time. In the case of an emergency, you should go to the 

nearest hospital emergency room for treatment. You must complete all required documents when it 

is safe to do so. 

 
Employee Referral Bonus 

The Employee Referral Bonus program was established to encourage employees to actively 

participate in introducing exceptional people to Titanium Healthcare.  Employees are encouraged to 

take the role of advocate in selling Titanium Healthcare to friends, ex-colleagues, and individuals in 

professional associations or acquaintances. 

 

Any employee on Titanium Healthcare active payroll who refers a potential full-time employee to 

Titanium Healthcare who is subsequently hired, will be paid either $1000 for exempt positions or 

$500 for non-exempt positions.  If an employee’s referral is hired, the referring employee will receive 

50% of the bonus after the referral has completed 90 days, and the second 50% of the bonus on the 

first pay period after the referrals six-month date of hire.  The referral bonus will be processed along 

with the payroll cycle.  In the event of a question on the referral, Human Resources has final 

decision. 
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Closing Statement 

Thank you for reading our Employee Handbook! As it embodies the very values and guidelines that 

define and guide our organization decision. We hope it has provided you with an understanding of 

our mission, history, and structure as well as our current policies and guidelines. We look forward to 

working with you to create a successful Company and a safe, productive, and pleasant workplace. 

 

Founder and CEO 

Titanium Healthcare Inc. 

 

We Are Titanium 

 

 

 

 

Handbook Acknowledgement 
 

I acknowledge that I have received a copy of Titanium Healthcare Employee Handbook.  I 

understand my obligation to read it thoroughly, including the statements in the Handbook Overview 

describing the purpose and effect of the Handbook.  If there is any policy or provision in the 

Handbook that I do not understand, I will seek clarification from the Human Resources department. 

 

I understand that Titanium Healthcare is an “at will” employer and as such employment with 

Titanium Healthcare is not for a fixed term or definite period and may be terminated at the will of 

either party, with or without reason, or without prior notice. No Supervisor, Manager, or other 

representative of the Company (except the CEO, in writing) has the authority to enter into any 

agreement for employment for any specified period of time, or to make any agreement contrary to 

the above.  In addition, I understand that Titanium Healthcare’s policies and practices are in effect 

on the date of publication. I understand that nothing contained in the Handbook may be construed 

as creating a promise of future benefits or a binding contract with Titanium Healthcare for benefits 

or for any other purpose. I also understand that these policies and procedures are continually 

evaluated and may be amended, modified, or terminated at any time. 

 

Name:____________________________________ 

 

 

Signature:____________________________________________ Date:_____________ 

 

 


