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Welcome to TriNet 
 
Dear Colleague, 
 

Welcome to TriNet! Your company has joined the thousands of companies nationwide that have engaged 
TriNet to gain access to the best benefits and employee programs in your industry. Your company’s 
affiliation with TriNet is an indication of a commitment to provide you with:  

�  Quality benefits, payroll, and online employee services for your convenience and well-being. 

�  The freedom to pursue success and exercise your skills secure in the knowledge that your pay, 
benefits, and other HR needs are being handled by experts. 

As a successful professional, you have high standards and expectations. We pride ourselves on being 
able to meet and even exceed those standards by offering you the highly competitive benefits and 
services you deserve. This handbook describes your benefits and also explains your payroll, vacation, 
procedures, and policies. 

The companies we associate with are a high-powered group, and we are committed to making a 
significant contribution to their success. Please feel free to contact us with any questions; we are always 
happy to hear from you. We look forward to helping you achieve success and prosperity. 

 

Best wishes, 

 

Burton M. Goldfield 

President & CEO of TriNet  
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ABOUT THIS HANDBOOK 

THE CONTENTS OF THIS HANDBOOK ARE GUIDELINES ONLY A ND SUPERSEDE 

ANY PRIOR HANDBOOK. NEITHER THIS HANDBOOK NOR ANY O THER 

COMPANY GUIDELINES, POLICIES OR PRACTICES CREATE AN  EMPLOYMENT 

CONTRACT. THE COMPANY HAS THE RIGHT, WITH OR WITHOU T NOTICE, IN AN 

INDIVIDUAL CASE OR GENERALLY, TO CHANGE ANY OF ITS GUIDELINES, 

POLICIES, PRACTICES, WORKING CONDITIONS OR BENEFITS  AT ANY TIME. 

NO ONE IS AUTHORIZED TO PROVIDE ANY EMPLOYEE WITH A N EMPLOYMENT 

CONTRACT OR SPECIAL ARRANGEMENT CONCERNING TERMS OR  

CONDITIONS OF EMPLOYMENT UNLESS THE CONTRACT OR ARR ANGEMENT IS 

IN WRITING AND SIGNED BY THE PRESIDENT. EMPLOYMENT WITH THE 

COMPANY MAY BE TERMINATED AT ANYTIME WITH OR WITHOU T CAUSE OR 

NOTICE BY THE EMPLOYEE OR THE COMPANY, 

THIS NOTICE APPLIES TO ALL EMPLOYEES REGARDLESS OF DATE OF HIRE. 
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Chapter One:  Overview of TriNet and HR Passport   

This handbook is designed to provide you with information about conditions of your employment. It lets 
you know what your company can offer you, and in return, how you can contribute to the continued 
success of the company where you work. The handbook consists of two portions:  the general handbook 
and an Addendum that contains information specific to your company, such as procedures, local and 
state regulations, paid time off/vacation and sick leave, and specific benefit offerings.  

Your company has entered into an agreement with TriNet to share several important employer 
responsibilities. As co-employers, your company and TriNet have agreed TriNet will be your employer of 
record for administrative purposes and will issue payroll, administer benefits and provide certain HR 
services. TriNet is a licensed professional employer organization and may be contacted at 1100 San 
Leandro Blvd., San Leandro, California 94577 or by phone at 800-638-0461. Your company retains the 
responsibility as your worksite employer for directing your day-to-day work and the business affairs of 
your company. 

Keep in mind that we can’t anticipate every situation that may arise in the workplace or provide 
information that answers every possible question, so it’s not possible for this handbook to cover every 
conceivable contingency. Circumstances may arise which require modification of the policies, practices, 
and benefits contained in this document. Therefore, with the exception of the content regarding at-will 
employment, we can revise, supplement, or rescind any of the provisions of this handbook as needed or 
desired, in our sole discretion, at any time. Your company may also have additional customized policies, 
procedures, and forms posted on HR Passport or elsewhere. Those policies should be read in 
conjunction with this employee handbook. The most recent edition of this handbook and the Addendum, 
as well as revisions and updates, and additional company policies will be available on TriNet’s secure 
portal—HR Passport. The online edition will always supersede all prior editions.  

To access the online Employee Handbook and Addendum: 

��  Log in to HR Passport at www.hrpassport.com. If you haven’t done this before, refer to the 
instructions later in this chapter. 

��  Once you’re logged in, use the cascading menu at the top of the home page to navigate to My 
Company > Policies. 

��  You’ll see a page where you can download the PDF of the documents or simply read them online. 

All employees must read, understand, and follow the provisions of the handbook and Addendum. Other 
than the policy of at-will employment, the handbook and Addendum do not create express or implied 
contracts. If you need help obtaining an online copy of the handbook and your company’s Addendum, 
please contact the Solution Center.  

If you have any questions or concerns, you can bring them to the attention of your manager or contact 
TriNet.    

TriNet:  Who We Are and What We Do 

TriNet is a Professional Employer Organization, or PEO.  As the responsibilities of being an employer 
become more complex and demanding, many successful businesses enlist the services of companies like 
TriNet to help them administer pay and benefits, oversee regulatory compliance, and handle risk 
management.  

In short, TriNet takes a lot of the hassle out of being an employer and tends to get the best value for 
many of its services. For example, TriNet aggregates hundreds of companies into a single benefits pool, 
and thus is able to offer benefit packages comparable to Fortune 500 companies. It also offers the 
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advantages of a secure portal HR Passport, and a back-end technology platform powered by Oracle-
PeopleSoft.   

TriNet was founded in 1988, and has grown quickly. In fact, TriNet belongs to the Inc. 500 Hall of Fame 
for five consecutive listings on Inc. magazine’s list of fastest-growing, privately held companies. In 2009, 
TriNet acquired Gevity HR Inc., resulting in a wider national presence. More importantly, TriNet owes its 
growth to being good at what we do—providing a complete HR solution for growing companies who 
remain with TriNet and refer TriNet to other similarly situated companies.  

As an employee, you are welcome to submit comments or suggestions to TriNet at any time. Call, write, 
or email (refer to the end of this chapter for contact information) and let TriNet know how to serve you 
better. 

Your Shared Employer 

Companies who partner with TriNet become TriNet customer companies. Customer companies and 
employees are affiliated with TriNet through a co-employer relationship. Thus, for administrative 
purposes, TriNet is your employer of record and for the everyday realities of your job, your company is 
your employer. 

In partnering with TriNet, your company has elected to share several important employer responsibilities 
with TriNet. As long as the relationship with your company is active, TriNet has responsibility for paying 
wages, administering benefits, processing and maintaining employee records, and performing other 
related HR functions. Accordingly, the TriNet name appears on your tax records and paycheck stubs. 

�  When you’re asked to provide information from your employer, you may list TriNet or your company, 
depending on the request. For such things as verification of employment or compensation, workers’ 
compensation claims, and questions pertaining to TriNet benefit programs, you can list TriNet. For 
such things as your job duties and responsibilities, or reference requests, it’s best to list your company. 
Feel free to contact the Solution Center if you’re not sure who to list in a given situation. 

TriNet’s Solution Center 

Whenever you need assistance in regards to any aspect of TriNet’s services, you can call TriNet’s toll-
free Solution Center. Your Solution Center representative will be able to answer your question directly or 
find the appropriate TriNet professional to address your inquiry. 

TriNet’s HR Passport:  Your Online Home Away From H ome 

TriNet provides you with a secure human resources portal, HR Passport. You’ll find HR Passport to be a 
tremendous resource. The more you use it, the more you’ll come to depend on it. 

How To Visit HR Passport 

You may have already received an email inviting you to explore HR Passport. If you haven’t, here’s what 
to do: 

��  Visit www.hrpassport.com. 

��  Click the Log In button on the upper right side of the page. This will bring you to the entrance of HR 
Passport. 

��  The Personal Identifier Type gives you the option to select either your Employee ID number or your 
Social Security Number (SSN) to enter HR Passport the first time. If you don’t know your Employee 
ID number, simply select Social Security Number.  

��  Enter your eleven-digit Employee ID or your nine-digit SSN in the Personal Identifier field. 
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��  Enter your Password in the Password field. If it’s your first time logging in, your default password will 
be the last four digits of your SSN.  

��  You’ll be prompted to set up a new unique password. You’ll also be able to enter a “shared secret,” 
information you can provide to allow you to retrieve your password in case you forget it. Additionally, 
you may create a Custom ID if you prefer not to use your SSN or Employee ID number. 

If you are a new employee or your company has just recently engaged TriNet’s services, there are a few 
things you should take care of right away on HR Passport. 

�  I-9:  TriNet utilizes a secure online process to document your Employment Verification Eligibility. You 
will find the link on the homepage under Important Notices. This must be completed within three 
business days of your hire date. 

�  W-4:  Complete your desired tax withholding allowances via HR Passport > Myself > My Payroll.   

�  Direct Deposit :  Enroll for this benefit online in HR Passport. You may designate up to five separate 
accounts. 

�  +Benefits Enrollment :  Enrollment for benefits must be completed within 30 days of your hire date or 
you will be defaulted into the standard plan identified in the Benefits section of this handbook.  

�  New Employee Orientation :  You have on-demand, 24/7 access to the online New Hire Orientation 
on TriNet’s home page under Items of Interest. 

Additional things you can do through HR Passport: 

�  View an electronic copy of your paycheck. This can be extraordinarily convenient if you need to print 
out copies of recent paychecks for financial transactions or simply for your own records. It’s also nice 
to have copies of your paychecks and W-2 forms available to you online at any time or any place. 

�  Update personal information such as your name, address, emergency contact information, and mailing 
address. 

�  Set up and change your tax withholdings. 

�  Keep track of your Flexible Spending Accounts (FSAs). 

�  +Elect your benefits selections during each Open Enrollment. You can also review your current 
benefits selections at any time. 

�  +Access extensive information about payroll and benefits, including the TriNet Signature Benefits 
guidebook. 

�  Complete special functions for managers, such as hiring, terminations, reports, payroll entry, and 
employee administration. 

�  You can also access special employee discounts.  
 

A Word About Security 

As you can see, HR Passport holds a great deal of confidential data. But there’s no reason to feel 
uncomfortable about using HR Passport’s self-service features. TriNet takes your privacy seriously, and 
has taken every measure to ensure that you can enjoy the convenience of HR Passport without worrying 
about the confidentiality of your information. Remember to keep your User ID and Password confidential. 

 

 

 

+ This section applies only to clients with TriNet benefits. 
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The Terms and Conditions Agreement 
formerly known as the End User License Agreement (E ULA) 

When you first log into HR Passport, you will be asked to read the Terms and Conditions Agreement 
(TCA). Please read the TCA carefully and make sure you understand it. You will receive an email 
confirming your acceptance of the TCA. The email will also contain your Initial COBRA Notification Letter, 
which TriNet sends to you in accordance with federal law. It may seem a little strange to get a COBRA 
letter shortly after you join a new company!  But please do not be concerned. The Initial COBRA 
Notification letter is provided for your information; its contents won’t apply to you directly unless you 
undergo a Life Status Change (such as leaving your company, or having a dependent turn 25) that will 
make you or your dependents eligible for COBRA coverage. Also, a copy of the TCA is available for 
review via HR Passport > My Company > Policies. 

Setting Up Your Tax Withholdings 

HR Passport also allows you to set up and adjust your tax withholdings. You don’t have to complete a 
paper W-4 form; you can take advantage of our straightforward online process! Simply visit HR Passport 
> Myself > My Payroll >Tax Withholding. 

If you just joined your company, you will want to perform this task as soon as possible. Otherwise, your 
tax withholdings will default to Marital Status - “single” and Exemptions Requested - “zero.”   

Updating Your Information Through HR Passport 

We keep your official employment record in a confidential file. You can review your employment records 
by making arrangements through your manager or by submitting a request through the Solution Center.  
It’s important that you keep your personal information up-to-date at all times. To ensure dependable, 
accurate, and timely delivery of your payroll and/or insurance, TriNet needs to have your current address, 
telephone number, emergency contacts, and family status. Also, if you need to change your life insurance 
beneficiaries other than during Open Enrollment, download the form via HR Passport > Myself > Forms 
[insert the name of the form]. Fax the completed form to TriNet at 510-352-6480. 

If There’s a Parting of the Ways 
If your company’s relationship with TriNet ends for any reason, TriNet will no longer serve as your 
administrative employer of record. In such a case, TriNet is usually unable to provide health and other 
benefits beyond the last day covered under the terms of the agreement with your company, except where 
continuation of coverage may be guaranteed by federal or applicable state law (i.e., COBRA). You will 
receive further information on COBRA rights, if they apply, at the time of termination. HR Passport will still 
be available—even after termination—for you to access information you may need.  

How To Keep in Touch With TriNet 

We believe in the importance of communication. TriNet wants to hear what you have to say, and we try to 
provide many ways for you to contact TriNet with questions, comments, and concerns. 

We commit to responding promptly to all requests. 

TriNet takes phone calls. Call the Solution Center at 800-638-0461 (M-F, 6 am to 6 pm PT/9 am to 9 pm 
ET). Your Solution Center representative will either help you directly, or contact the appropriate TriNet 
professional to assist you. 



EMPLOYEE HANDBOOK CHAPTER ONE:  OVERVIEW OF TRINET AND HR PASSPORT 

REV. 01.10                               SOLUTION CENTER 800-638-0461 • WWW.HRPASSPORT.COM  10 

TriNet responds to “cases” submitted through HR Pas sport.  Submit a case to the Solution Center via 
HR Passport > Self Service > Add Case. To refer to a previously submitted case, navigate to HR 
Passport > Self Service > Manage My Cases.   

TriNet can receive your emails. Send an email to TriNet’s Solution Center via employees@trinet.com.   

Facsimiles (fax for short) . Transmit documents for certain functions, such as a beneficiary change 
request, to TriNet’s main fax number: 510-352-6480. 

U. S. Postal Service. Mail correspondence in cases where an original document is required or other 
methods aren’t available through the U.S. Postal Service. Unless otherwise specified on the document, 
please forward correspondence to TriNet’s corporate address: 

TriNet  
Attn: [Add appropriate department (i.e. Benefits, Payroll, etc.) or TriNet professional] 
1100 San Leandro Blvd. Suite 400  
San Leandro, CA 94577
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Chapter Two:  General Employment Conduct  

We are committed to the highest standards of conduct at every level, and we depend upon the 
personal and professional integrity and dedication of all employees to help uphold these standards. 
Your honorable character and helpful behavior are assets and a credit to the company. In the same 
vein, we will not tolerate conduct that interferes with company operations, discredits the company, is 
illegal or is offensive to customers, vendors or fellow employees. To help maintain a positive work 
environment for you and your co-workers, we rely on you to behave according to the provisions set 
forth in this handbook and in other company policies and directives. Failure to comply with company 
guidelines may result in disciplinary action, up to and including termination. This section is not 
intended to include every situation that might arise, nor do its provisions alter the at-will nature of your 
employment relationship with the company. 

At-Will Employment 

As an employee, you have the right to terminate your employment at any time, with or without cause 
or advance notice, for any or no reason. Similarly, we have the option of ending your employment 
with us at any time, with or without cause or advance notice. The terms and conditions of 
employment, including, but not limited to, demotion, promotion, transfer, compensation, benefits, 
duties, and location of work, may also be changed at any time in the company’s sole discretion, with 
or without cause or prior notice. 

This is called at-will employment, and nothing in this handbook or any other statement, written or 
verbal, has the power to alter it. Only a written agreement signed by your company president can 
change at-will employment. 

Unlawful Harassment and Discrimination 

We are committed to creating a respectful, courteous work environment free of unlawful 
discrimination and harassment of any kind. We will not tolerate sexual, racial, or other prohibited 
harassment by any employee, contractor, vendor, customer, or visitor. In addition to any disciplinary 
action we may take, up to and including termination, offenders may also be personally liable for any 
legal and monetary damages.  

Harassment refers to behavior that is personally offensive, intimidating, or hostile, impairs morale, 
and unreasonably interferes with work performance. We maintain a strict policy prohibiting 
harassment based on any characteristic protected under applicable law, and we are committed to 
taking all reasonable steps to prevent such actions.  

What is Sexual Harassment? 

Sexual harassment includes, but is not limited to, making unwanted sexual advances and requests 
for sexual favors where either: 

�  Submission to such conduct or communication is either explicitly or implicitly made a term or 
condition of an individual’s employment; 

�  Submission to or rejection of such conduct or communication by an individual is used as a basis 
for employment decisions affecting such individual; or 

�  Such conduct or communication has the purpose or effect of interfering with an individual’s work 
performance or creates and/or perpetuates an intimidating, hostile, or offensive work environment. 
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What Are Other Kinds of Harassment? 

In addition to sexual harassment, the company prohibits all forms of harassment based on age, race, 
color, national origin, gender (including pregnancy, childbirth or medical condition related to 
pregnancy or childbirth), religion, physical or mental disability, medical condition, genetic information, 
marital status, veteran status, sexual orientation, or any other characteristic protected by federal, 
state or local law.  

Forms of Harassment 

Unlawful harassment may take many forms, including: 

Verbal.  Epithets; derogatory comments, slurs, or name-calling; sexually explicit, suggestive, or 
degrading words to describe an individual; sexually explicit jokes, emails or any other form of written 
communication, comments, noises, or remarks; racial or ethnic slurs; asking for sexual favors; 
repeated requests for dates, threats, propositions, unwelcome and unwanted correspondence, phone 
calls, and gifts; or other unwelcome attention. 

Physical.  Assault; impeding or blocking movement; any physical interference with normal work or 
movement when directed at an individual; unwanted and unwarranted physical contact, such as 
touching, pinching, patting, grabbing, brushing against, or poking another employee’s body. 

Visual. Derogatory or offensive posters, cartoons, or drawings; displaying sexual pictures, writings or 
objects; obscene letters or invitations; staring at or directing attention to an employee’s anatomy; 
leering; sexually oriented or suggestive gestures. 

Cyberstalking . Harassment using electronic communication, such as e-mail or instant messaging 
(IM), or messages posted to a website, blog, or discussion group. 

Sexual.  Threats or demands to submit to sexual requests as a condition of employment or to avoid 
some other loss, or offers of job benefits in return for sexual favors. 

These kinds of behavior can occur in one-on-one interactions or in group settings. Sexual harassment 
can also occur in the context of a relationship that was once consensual but has changed so that the 
behavior is no longer welcome by one party. It is impossible to define every action or all words that 
could be interpreted as harassment. The examples listed above are not meant to be a complete list of 
objectionable behavior. Make a point of paying attention to others’ reactions and stated requests and 
preferences, respecting their wishes, and treating them in a professional manner, regardless of 
gender, race, religion, nationality, age, sexual orientation, or other personal characteristic. 

Reporting and Investigating Harassment 
If you believe a co-worker, manager, vendor, customer, visitor, or agent of the company or TriNet is 
harassing you or another individual in the workplace, we encourage you to tell the harasser in clear 
language that the behaviors or advances are unwelcome or unwanted and must stop. The individual 
may not realize the behavior is offensive and a simple communication may effectively end the 
behavior. However, if you are not comfortable with that approach, you should immediately report your 
concern to your manager, any other company manager or official, your TriNet Human Capital 
Consultant or TriNet’s Solution Center. Report the facts of the incident including: what happened, how 
often, and where the incident(s) took place, as well as the names of the individuals and witnesses 
involved. Supervisors should immediately report any incidents of harassment to the company’s 
Human Capital Consultant or Corporate Human Resources.   
 

All harassment claims will be investigated in a timely, objective, and thorough manner as 
confidentially as possible. All employees are expected to cooperate fully in any investigation. If it is 
determined that prohibited harassment has occurred, the appropriate corrective action, up to and 
including termination of employment of the offending employee, will be taken along with  any 
additional steps necessary to prevent further violations of this policy. 

 



EMPLOYEE HANDBOOK CHAPTER TWO:  GENERAL EMPLOYMENT CONDUCT 

REV. 01.10                               SOLUTION CENTER 800-638-0461 • WWW.HRPASSPORT.COM  13 

Protection Against Retaliation 

Neither company policy nor the law will tolerate any form of retaliation against any employee who 
opposes discrimination or prohibited harassment, files a complaint, testifies, assists, or participates in 
any manner in an investigation, proceeding, or hearing conducted by a state or federal agency. If you 
believe that you have experienced or witnessed retaliation, you should immediately report your 
concern to your manager, any other company manager or officer, your TriNet Human Capital 
Consultant, Corporate Human Resources or TriNet’s Solution Center.     

Any employee who engages in retaliation will be subject to disciplinary action, up to and including 
termination, as well as possible legal consequences. 

Additional Information on Harassment 

You may contact federal or state agencies for further information or to file charges. At the federal 
level, you can contact the Equal Employment Opportunity Commission (EEOC). At the state level, the 
agency name will vary. For more information about federal or state agencies, consult your TriNet 
Human Capital Consultant. 

Standards of Performance and Conduct   
�  Like other organizations, the company requires order and discipline to succeed and to promote 

efficiency, productivity, and cooperation among employees. For this reason, it may be helpful to 
identify some examples of types of conduct that are impermissible and that may lead to 
disciplinary action, possibly including immediate discharge. Although it is not possible to provide a 
comprehensive list of all types of impermissible conduct and performance, the following are some 
examples: 

�  Refusing to accept work assignments or refusing to perform tasks assigned by a supervisor in the 
appropriate manner. 

�  Refusing to follow your manager’s instructions or directions, or engaging in other insubordinate 
conduct. 

�  Conducting personal business, including outside employment, on company time or with company 
equipment, supplies, or other resources. 

�  Possessing or using weapons, dangerous or unauthorized materials, liquor, or illicit drugs in the 
workplace. 

�  Sleeping or being under the influence of alcohol, illegal drugs, or intoxicants while on company 
property, while on duty, or while operating a vehicle or potentially dangerous equipment leased or 
owned by the company.  

�  Altering or falsifying information, including time or expense reports; intentionally punching another 
employee’s time card; removing any time-keeping record without authorization. 

�  Damaging, destroying, removing without authority, or failing to return, any property (physical or 
intellectual) belonging to the company, TriNet, fellow employees, customers, or anyone on 
company property. 

�  Fighting, horseplay, practical jokes, or other disorderly conduct that could endanger or disturb any 
employee or visitor on company premises or time. 

�  Interfering with the performance and/or business of other employees or visitors. 

�  Threatening, intimidating, bullying, or coercing any employee or visitor, in any manner, including 
by use of abusive or vulgar language. 

�  Engaging in any unlawful harassment or discrimination against a co-worker, customer or vendor. 

�  Engaging in conduct or illegal activities that pose a health or safety hazard, including smoking in 
non-smoking areas. 
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�  Soliciting or accepting gratuities from customers or vendors. 

�  Holding unauthorized gatherings on work premises or admitting unauthorized persons into the 
work place. 

�  Any conduct that reflects adversely on the company, other employees, or TriNet. 

�  Improperly releasing confidential information about the company, TriNet, or their customers and 
vendors, employees. 

�  Violation of any company rule, practice or policy, including any policy in this Handbook. 

�  Unsatisfactory performance. 

Nothing in this policy alters the at-will nature of your employment, and you have the right to terminate 
your employment at any time, with or without cause or advance notice, for any or no reason. 
Similarly, we have the option of ending your employment at any time, with or without cause or 
advance notice. 

Code of Business Ethics and Conduct (Code) 

Just as the company has a responsibility to conduct its business in strict compliance with all 
applicable laws and regulations, so too it expects its employees to act in accordance with the highest 
standards of business ethics both on and off company premises, and to avoid any appearance of 
impropriety. It is crucial that you observe all applicable laws and regulations while conducting 
business on the company’s behalf.  

You are expected to abide by the spirit as well as the letter of this Code. You are also expected to 
cooperate with any inquiries or investigations concerning a possible or suspected violation of this 
Code. Accordingly, an employee’s failure to fulfill his or her responsibilities under this Code may 
result in disciplinary action, up to and including immediate termination.    

Ethical Standards  

Your company is committed to conducting business in a fair and open manner within the spirit and 
letter of the law, with the highest regard for customers, the community, and employees. The success 
of the company depends not only on the knowledge, skills and abilities of employees, but also on 
sound judgment, self-discipline, common sense, and integrity. As such, all employees are required to 
maintain and uphold the following common ethical standards: 

�  To pursue company objectives in a manner that does not conflict with the integrity of the company 
or the public interest; 

�  To be truthful and accurate in all you say and do;  

�  To protect confidential information;  

�  To treat fellow employees with respect and dignity;  

�  To uphold all laws and regulations relating to the business;  

�  To maintain honest and fair relationships with all of the company’s vendors;  

�  To ensure quality and value in the company’s products/services and relationships with customers 
and vendors.  

It is company policy to comply fully with all laws, ordinances, rules, and regulations applicable to the 
operation of the company's business, and to avoid, in the course of the operation of the company, any 
situations that may engender any conflict between the personal interests of employees and the 
business interests of the company. 
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Conflicts of Interest 

The company insists on the undivided loyalty of all employees, including management and non-
management staff. Employees must not engage in any conduct that would create an actual or 
potential conflict of interest or create the appearance of such a conflict. All employees are expected to 
avoid situations that create an actual or potential conflict in which an employee’s actions or loyalties 
are divided between company interests and those of another.  

Conflicts of interest arise when an employee engages in a personal activity or has a personal interest 
that depends upon a specific outcome in the business of the company. These personal activities or 
interests may influence the employee's judgment, causing the employee to make decisions based 
upon the potential for personal gain, rather than in the best interests of the company. 

To prevent possible conflicts of interest, the following behavior is deemed unacceptable and 
unethical: 

�  Receiving or giving of merchandise, money, services, travel, accommodations, or lavish 
entertainment that might appear to have been given to influence a business decision. Gifts offered 
or received at any time that are of more than minimal or token value shall not be accepted and 
shall be returned to the sender with an appropriate explanatory note or letter.  

�  Maintaining personal, business, or financial relationships with a customer or vendor where the 
employee has control or influence over the company’s relationship with that customer or vendor. 
For example, employees should not borrow from or lend personal funds to a customer or vendor of 
the employee's division.  

�  Using information developed or learned on the job for personal or familial benefit. This includes the 
use of company databases, financial information, and intellectual property.  

�  Maintaining outside directorship, employment, or political office that might appear to conflict or 
compete with an employee's responsibilities.  

�  Conducting company business with or using position or authority to influence the company to 
conduct business with family members.  

�  Unauthorized sharing of confidential or proprietary company-related information with business 
associates or representatives of other companies.  

The list above serves only to illustrate sources of possible conflicts of interest and does not constitute 
a complete list of all the situations that may result in a conflict of interest. Ultimately, it is the 
responsibility of each employee to avoid any situation that could affect his/her ability to judge 
situations independently and objectively or even appear to be a conflict of interest. It is important to 
note that under certain circumstances, conflicts of interest can amount to violations of criminal law. 
Any doubts should be resolved in a discussion with your manager, TriNet Human Capital Consultant, 
or the company’s legal counsel. 

Employment of Relatives and Significant Others  

To avoid conflicts of interest and promote stability and goodwill in the workplace, we usually don’t hire 
or transfer relatives into positions in which they supervise or are supervised by another close family 
member. We also try to avoid placing them in positions in which they work with or have access to 
sensitive information about family members. The same general considerations apply if two employees 
marry or become involved in a domestic-partner relationship. If a supervisory, security, morale, 
safety, or other conflict results from the relationship, we reserve the right to use our discretion in 
hiring and placing employees in a manner designed to avoid these concerns. One of the employees 
may be transferred—or if necessary terminated—to resolve the situation.   
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Relatives refers to a spouse or domestic partner, parents, legal guardians, siblings, children (natural, 
step- or adopted), grandparents, grandchildren, or current in-laws. (Natural, step or adopted 
relationships are included in this definition.) This Code also applies to significant others. In addition, if 
a conflict or appearance of a conflict arises because of a dating relationship, at the company’s sole 
discretion, the conflict may be resolved by transfer of one or both employees or termination of 
employment. There may be other considerations or restrictions based on job requirements and 
situations specific to your company. Check with your manager for clarification. 

Recognizing & Reporting a Conflict 

We expect employees to be familiar with this Code of Business Ethics and Conduct and to comply 
with it. Employees are also expected to rely on their own high standards of judgment, and to seek the 
advice and counsel of company management or your TriNet Human Capital Consultant to clarify 
issues not covered by these guidelines. 

It is essential that all employees pay close attention to possible violations of the Code of Business 
Ethics and Conduct, whether these violations occur because of an oversight or intention. Any 
employee who is aware of possible violations should notify his or her manager or your TriNet Human 
Capital Consultant. 

It is your responsibility to bring questionable situations to the attention of a company officer, TriNet 
Human Capital Consultant, or the company’s legal counsel. If you're not sure whether there is an 
ethical problem, it is better to ask. 

Here are some signs to watch for: 

�  You feel uncomfortable about a business decision, or about something you've been asked to do.  

�  You have witnessed a situation that made you or someone else feel uncomfortable.  

�  You feel that the company would be embarrassed, or face legal implications, if the situation were 
revealed to the public.  

Violation of the Code  

Violations of this Code will be grounds for discharge or other disciplinary action, adapted to the 
circumstances of the particular violation. Disciplinary action will be taken against individuals who 
authorize or participate directly in a violation of the Code. Disciplinary action also may be taken 
against any of the violator's managerial superiors, to the extent that the circumstances of the violation 
reflect inadequate supervision and leadership by the superior. Compliance with the Code will be 
considered in the evaluation of the individual's overall performance.  

Complaints of Retaliation as a Result of Disclosure   

If an employee, applicant or vendor believes that he or she has been retaliated against for disclosing 
information regarding misconduct under the Code, he/she should file a written complaint with any 
company manager, any company officer, or the TriNet Human Capital Consultant. Employees may 
also avail themselves of the steps listed in Chapter 4 of the Employee Handbook, “Communicating 
Your Concerns.” 

 It is company policy to encourage employees to come forward with any safety, ethical, or legal 
concerns. Retaliation against those who bring forward these types of related concerns or complaints 
will not be tolerated.   
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Additional Policies 

Endorsements and Solicitations  

To avoid disruption of operations, employees may not solicit or distribute literature for any cause or 
purpose during working time. No employee should imply endorsement by the company for a particular 
product or service without proper authorization.  

Electronic Communications 

As we become increasingly dependent on technology to conduct business, employees typically have 
access to one or more forms of electronic media and service (computer, email, instant messaging, 
telephones, cellular phones, PDAs, voicemail, fax, online services, Intranets, and the World Wide 
Web). This policy extends to all features of the company’s electronic communications systems, 
including computers, e-mail, instant messaging, connections to the Internet and Web, and other 
external/internal networks, voicemail, video conferencing, facsimiles, and telephones (collectively 
defined as electronic resources). Any other form of electronic communication used by employees 
currently or in the future is also intended to be included under this policy.   

All information created, sent, received, or stored on the company’s electronic resources is company 
property. Such information is not the private property of any employee and employees should have 
no expectation of privacy in the use or contents of the company’s electronic resources. Passwords do 
not confer any right of privacy upon any employee of the company. Employees should understand 
that the company may monitor the usage of its electronic resources and may access, review and 
disclose information stored on its electronic resources, including messages and other data, at any 
time, with or without advance notice to the user or the user’s consent. In order to ensure that the 
usage of such company-provided materials remains ethical and lawful, employees must abide by the 
following guidelines: 

�  All business equipment, electronic and telephone communications systems, and all 
communications and stored information transmitted, received, or contained in the company’s 
electronic resources are the company’s property and are to be used for job-related purposes. 
Employees may engage in limited personal use of such systems and equipment, provided that 
such use does not violate Company policy and does not interfere with any employee’s 
performance of job duties.  

�  Employees may not download or otherwise import programs, files or documents into the 
company’s computer equipment except as authorized by the company. 

�  Use of portable drives to download company information for any purpose other than company 
business is prohibited without the advance written approval by the company’s management.  

�  The company may monitor use of any systems and equipment for any reason.   

�  The employee in whose name an account is issued by the company is responsible for its proper 
use at all times. 

�  The company reserves the right to determine the appropriate use of its electronic resources and its 
decision is final. 

�  The company assumes no liability for loss, damage, disclosure or misuse of any non-company 
data or communications transmitted or stored on the company’s electronic resources. 

�  Employees may not, without authorization, transmit, retrieve or store company information of any 
kind on their personal email systems. 

�  Company information, whether in electronic or hard-copy form, may only be accessed and used by 
employees as required to perform job duties. Employees may not access or use Company 
information for any other purpose. 
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Use of Cell Phones and PDAs  

Although cell phones and Personal Digital Assistants (PDAs) have become a valuable tool in 
managing our professional and personal lives, they can raise a number of issues involving safety, 
security, and privacy. Employees should confine personal use of cell phones and PDAs to non-work 
hours, such as lunch breaks or other rest period breaks. Employees should be courteous of their co-
workers and keep ring tones on vibrate or low while at work.  

The company requires the safe use of cell phones and PDAs by employees who use them to conduct 
company business. Employees are required to obey all applicable state and local laws regarding cell 
phone use while driving. In any case where the state or local law is more restrictive than this policy, 
the law will govern the employee’s behavior. 

Employees who use handheld cell phones while on company business must refrain from making or 
receiving business calls while driving. If an employee needs to make or receive a business phone call 
while driving, the employee should make sure the vehicle is stopped and parked in a proper parking 
area for the call. Stopping on the side of the road to make a call is not acceptable, except in the case 
of a traffic accident or car breakdown. 

Employees who use hands-free telephones are strongly discouraged from making calls while driving.  
Employees may make business calls only when absolutely necessary, and only if the conversation 
will last no more than a few minutes. Employees must stop the vehicle and park in a proper parking 
area if the conversation becomes involved, traffic is heavy, or road conditions are poor. Under no 
circumstances may employees manually dial a number while their vehicle is in motion.  

Employees may not use a cellular telephone or PDA to send, receive or review text messages, email 
or information over the Internet while driving.   

Confidential Information 

As an employee, you may learn information that is not known by the general public. You may have 
access to confidential or proprietary information regarding the company, its vendors, its customers, or 
perhaps even fellow employees. Confidential or proprietary information includes, but is not limited to 
business plans, strategies, budgets, projections, forecasts, financial and operating information, 
business contracts, databases, employee information, customer and vendor information, 
compensation data, advertising and marketing plans, proposals, training materials and methods, and 
other information not available to the public. 

Regardless of whether this type of information is specifically classified as confidential, it is each 
employee's responsibility to keep this information in confidence. You have a responsibility to prevent 
using, revealing or divulging any such information unless it is necessary for you to do so in the 
performance of your duties. Access to confidential information should be granted/provided/given on a 
“need-to-know” basis and must be authorized by your manager. To jeopardize the security of 
restricted information is detrimental to company and employee security.  

Some employees who have access to confidential, sensitive, or proprietary information about the 
company or its customers, processes, and employees may also need to sign a Proprietary 
Information and Inventions Agreement (PIIA) as a condition of employment. If you improperly use or 
disclose any of the company’s confidential or proprietary information, you will be subject to 
disciplinary action, up to and including termination of employment, regardless of whether or not you 
receive any benefit from the use or disclosure. 
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Requests by Third Parties for Company Information o r Reference Requests 

All inquiries received by the company or TriNet from an outside party regarding a present or former 
employee must be directed to TriNet’s Solution Center, unless you have specific authority to respond 
to such an inquiry. No other manager or employee is authorized to release references for current or 
former employees. The company will disclose only the dates of employment and title of the last 
position held in response to inquires for reference of employees who have left the company. If an 
employee authorizes disclosure in writing, the company will also provide a prospective employer with 
the amount of salary or wage last earned.   

Also, you may be approached for interviews or comments by the news media, analysts and/or 
customers/vendors on events and issues that may impact the company image. Only specifically 
designated employees may provide responses on behalf of the company in these instances. If you 
are unsure who should respond, contact your manager immediately.    

Company-Furnished Equipment or Materials 

You’re responsible for taking good care of the equipment or materials furnished to you by the 
company, which remain company property and should only be used for legitimate company business.  
All items such as manuals, reports, records and statements are the property of the company and are 
to be kept at the company's place of business, unless removal has been properly authorized. In the 
interest of maintaining a safe and orderly workplace, unauthorized removal of any company property 
(or that of another employee) is considered a grave offense, and may result in serious consequences, 
regardless of seniority or past performance.  

Employees must return any company property in their possession upon termination of employment or 
immediately upon any request by the company. 

Personal Property 

We try to ensure your workplace is secure, but we cannot be responsible for your personal 
belongings. You’re responsible for preventing theft, loss, or damage to your personal items, and we 
ask that you store and use them safely and securely. 

The company reserves the right to search company property such as desks, cabinets, or other 
storage areas and inspect items found inside such areas. Employees should have no expectation of 
privacy in their contents. The company reserves the right to remove, retain, and disclose the contents 
found during an inspection. Only locks and keys issued by the company may be used for securing 
company provided desks and other storage devices. The company also reserves the right to inspect 
any and all packages and parcels entering and/or leaving our premises.   

Travel Authorization 

Any travel on company business must first be authorized by your manager, who can answer 
questions regarding the company’s travel policies. When using your personal, company, or a rented 
vehicle on company business, you must have in your possession a valid driver’s license and you 
must have obtained liability insurance covering both bodily injury and property damage. Your 
company’s specific mileage allowance and reimbursement schedule will determine reimbursement for 
travel expenses.   
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Chapter Three:  General Employment Policies and 
Information 

Equal Employment Opportunity and Diversity 

We are committed to equal-employment principles, and we recognize the value of committed 
employees who feel they are being treated in an equitable and professional manner. We strive to find 
ways to attract, develop, and retain the talent needed to meet business objectives, and to recruit and 
employ highly qualified individuals representing the diverse communities in which we live. 
Employment policies and decisions on employment and promotion are based on merit, qualifications, 
performance, and business needs. The decisions and criteria governing the employment relationship 
with all employees are made in a non-discriminatory manner—without regard to age, race, color, 
national origin, gender (including pregnancy, childbirth or medical condition related to pregnancy or 
childbirth), religion, physical or mental disability, medical condition, genetic information, marital status, 
veteran status, sexual orientation, or any other factor determined to be unlawful by federal, state, or 
local statutes. 

In keeping with this policy, we do not engage in prohibited discrimination based on any protected 
characteristic, including an individual’s disability. In accordance with federal and state law, the 
company will make reasonable accommodations whenever necessary for individuals with known 
disabilities, provided that such individuals are otherwise qualified to perform the essential functions 
and assignments of the job, with or without accommodation, and provided that any accommodations 
would not impose an undue hardship on the company. The company wishes to have timely, good 
faith discussions with a disabled applicant or employee to determine what accommodations may be 
appropriate. Any applicant or employee who requires an accommodation in order to perform the 
essential functions of the job should contact a company manager, a company officer or TriNet Human 
Capital Consultant to request such an accommodation.  

If you have any reason to believe that you (or someone else) haven’t been treated in accordance with 
this policy, you should immediately inform your manager, any other company manager or officer, 
TriNet’s Human Capital Consultant or TriNet’s Solution Center. All managers should immediately 
report any such matters to the TriNet Human Capital Consultant. 

Employment Categories 

To help clarify your payroll and personnel status, your job is classified in various ways. These 
employment categories also determine eligibility for certain benefits. They are as follows: 

+Regular full-time employees  are regularly scheduled to work 30 hours or more per week; are 
eligible to apply for coverage under the group health plans and other benefits as applicable and can 
apply for various optional benefits plans as described in the TriNet Signature Benefits guidebook via 
www.hrpassport.com.   

+Regular part-time employees  are regularly scheduled to work at least 20, but less than 30, hours 
per week; may be entitled to certain pro-rated benefits; may be eligible to participate in various 
optional benefits plans, subject to the eligibility restrictions specified by the plan provider. Refer to the 
TriNet Signature Benefits guidebook via www.hrpassport.com for further details, and review your 
company’s Addendum for additional information on policies specific to your company. 

On-call or intermittent employees  do not typically work specified schedules, or regularly work less 
than 20 hours per week; are not entitled to paid time off or group health benefits, but are eligible for 
certain optional benefits as detailed in Chapter 7 of the Employee Handbook.  

 

+ This section applies only to clients with TriNet benefits. 
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Temporary employees are hired only for a specific period of time, project, or assignment, either on a 
full-time or part-time schedule; are not eligible for paid leave or employer-sponsored group benefits 
plans; are entitled to applicable mandatory benefits such as overtime, workers compensation, 
unemployment insurance, state disability insurance, Social Security, and other benefits outlined in 
Chapter 7. Temporary employees who may be asked to work beyond the specified period, project, or 
assignment retain their temporary status unless a category change is authorized, in writing, by the 
appropriate manager. 

Independent contractors and personnel from staffing  agencies  are ineligible for TriNet’s benefits 
plans and do not receive paychecks from TriNet. 

If you have questions about your status, consult your manager.  

Exempt and Non-Exempt Status 

Your exempt/non-exempt status establishes whether you are eligible for overtime pay. This status is 
determined by your company based on such factors as the nature of work, duties and responsibilities, 
and level and form of compensation. 

Non-exempt employees are typically paid by the hour for each hour they work in a pay period; also 
receive overtime pay. For the overtime rules in your state, review your company’s Addendum or 
contact your manager. 

Exempt employees are generally paid a salary intended to compensate fully for all hours worked 
each week; are not compensated based on the number of hours worked and do not receive overtime 
pay.   

Performance Reviews 

Performance appraisals are an opportunity to ensure everyone’s expectations are in agreement, to 
reinforce lines of communication, and to set goals for further achievement. It’s a good time to highlight 
your strengths, determine areas you may need to improve, and receive input on achieving career 
objectives. 

The evaluation of an employee’s performance is an ongoing process. Your manager will let you know 
if and when you will receive a written performance review. The factors to be considered as part of the 
review generally include such areas as the quality and volume of work, ability to work with others, 
technical knowledge of your job, reliability, and other job-related aspects of your position. As part of 
the process, you may be asked to submit your own comments on your performance before preparing 
your review. 

Access to Personnel File Records 

As co-employers, both the company and TriNet maintain certain personnel records for all employees. 
Most employee information maintained by TriNet may be accessed only by appropriately authorized 
employer personnel. In addition, access to these records may be granted to third parties by way of 
legal subpoena, court order and to government agencies in accordance with the law. 

Requests to access personnel files by current and former employees should be made to either your 
company or TriNet’s Solution Center. You are entitled to receive a copy of any document related to 
your employment that you have signed. You may not remove any documents from your personnel 
file.   

You must promptly advise your manager of any formal or informal requests for information about 
current or former employees.   
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Ending Your Employment  

If you choose to exercise your at-will employment option to leave our employ, we ask that you do so 
in writing and indicate your reason for leaving, the effective date of your resignation, and provide a 
forwarding address. The company would appreciate as much advance notice as possible, so that 
plans can be made for your replacement or reassignment of your duties. If you quit without notice, we 
will send your final paycheck to the most recent address we have in our records, unless you have 
directed us otherwise. 

To ensure TriNet has your current address, simply log into www.hrpassport.com > Myself > About Me 
> Personal Data. This will take you to an area where you can access and update your information.   

HR Passport will still be available to access  information you may need after termination. Your log in 
and password information will remain the same unless you change it.   
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Chapter Four:  Communicating Your Concerns 

We have an open-door policy that seeks to encourage employees to participate in decisions affecting 
them and their daily professional responsibilities. We encourage you to make your concerns, 
questions, suggestions, and comments known to us. Whether you have a question about any of our 
policies or programs, or a concern about a decision affecting your job, you can make yourself heard 
so that your question or concern may be addressed—and appropriate steps can be taken toward a 
resolution. 

Four-Step Resolution Process 

To facilitate smooth communication and satisfactory resolution of problems and concerns, we have a 
four-step process for raising and resolving employee concerns. 

��  Bring your question or concern promptly to your manager or to any other company manager if 
your concern involves your manager, your company’s onsite HR Representative, Corporate 
Human Resources, or TriNet Human Capital Consultant. Most problems can be resolved at this 
step. 

��  If discussion with your manager is unproductive or inappropriate, bring the matter to your 
manager’s supervisor or to the head of your company (or another designated person). The 
company may need to investigate the matter before it is able to respond to you. 

��  If the matter is still not resolved to your satisfaction, and the matter is covered by the services 
provided by TriNet, you may raise the concern in writing to the TriNet Employee Appeals 
Committee. Your written notification should describe the issue, any relevant facts supporting your 
position, and what steps you would like to see taken to resolve the matter to your satisfaction. 
Submit the issue via email: employeeappeals@trinet.com or hard copy: 1100 San Leandro Blvd., 
Suite 400, San Leandro, CA, 94577. TriNet may need to investigate the matter further before a 
response can be provided. The role of the Employee Appeals Committee (EAC) is to provide 
employees with a forum to raise concerns, questions, comments or suggestions about a decision 
affecting your job. The EAC thoroughly reviews information provided in a dispute and crafts a 
solution.   

��  If the response of the EAC is unsatisfactory to you, the final option is to advance your concern to 
TriNet’s President & CEO within fourteen calendar days of your receipt of the EAC response. You 
can submit your concern in writing or request a meeting. TriNet’s President & CEO will review the 
matter, conduct whatever investigation is necessary, and make a recommendation.. Submit hard 
copy communication to: Burton Goldfield, President & CEO, TriNet, 1100 San Leandro Blvd, 
Suite 300, San Leandro, CA 94577. 

No Retaliation Policy 

Retaliation for engaging in this four-step resolution process in good faith is strictly prohibited by the 
Company. If you believe that you have been subjected to retaliation for having raised a concern in 
accordance with the procedures described above, you should immediately alert your manager or any 
other company manager or officer, TriNet’s Human Capital Consultant or TriNet’s Solution Center.  
Managers should immediately report any such retaliation concerns to TriNet. 
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Chapter Five:  Pay, Hours, and Leaves 

Your Compensation  

In addition to the wide array of benefits and services, competitive pay is a key ingredient in attracting, 
retaining, and rewarding excellence. It’s our goal to provide you with fair and equitable compensation 
for the job you perform. Some of the factors affecting your pay include your job responsibilities, the 
needs and resources of the company, market standards, and your overall performance and conduct. 
We encourage you to consult your manager to address questions on specific pay policies. 

Payday and Paychecks 

Technology allows you to receive pay and payday information without delay. Direct deposit services 
and an electronic copy of your paycheck are available online via HR Passport. If you don’t elect to 
receive direct deposit of your paycheck, or your company uses printed pay statements, you will 
usually receive your paycheck or pay statement by mail within a week following the end of the pay 
period. The company Addendum contains specific information on your company’s pay cycle 
schedules.  

Federal and state laws regulate payment methods for non-exempt employees, The basic workday for 
non-exempt, full-time employees is eight hours, excluding the meal period. The standard workweek is 
40 hours. If you are a non-exempt employee, please be sure to report all hours that you work, 
including time spent using a PDA (such as a Blackberry), a cell phone, email and the internet for 
business purposes. 

If you suspect an error in your paycheck, or if you happen to lose it, contact your manager or TriNet’s 
Solution Center immediately. For lost checks, we will initiate a stop payment on the check and obtain 
a replacement as quickly as possible after bank authorization. 

As a rule, we don’t provide any payroll advances or extend credit to employees.   

Direct Deposit   

You can elect to have your paycheck automatically deposited to an account in almost any bank. As 
an option, you can designate up to five different accounts to which specified portions of your 
paycheck will be directly deposited. Under the direct deposit program, TriNet transfers funds 
electronically, effective the same day as your regular payday. The service becomes effective 
following the test period with your bank, which is usually one or two pay periods after TriNet receives 
the required information. 

You can set up and maintain your direct deposit accounts via HR Passport > Myself > My Payroll. In 
addition, you can establish or change your tax withholdings for both federal and state income taxes.  

If you choose to use direct deposit services, please be aware that although direct deposits are 
credited to your account on your established payday, the deposit may not be available until your bank 
posts the transactions for that day (usually not until the evening of the effective date). If this poses a 
problem for you, contact your banking institution as this matter is not under TriNet’s control.. 

Payroll Deductions 
�  Deductions can be voluntary or involuntary. We take voluntary deductions at your request when 

you enroll in any of the following programs or services: 

�  Direct deposit to bank or credit union 
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�  +Health insurance 

�  +Life insurance 

�  +Disability Insurance 

�  +Vision plan 

�  Retirement plan 

�  Commuter Benefits 

�  MetLife Benefits 

�  Other offered benefits or services 

Your first paycheck after we receive and process your benefits enrollment may reflect retroactive 
deductions for plans in which you enrolled that became effective on your first day of employment.   

Involuntary deductions are those mandated by a government agency, as well as any court orders, 
liens, or wage assignments that the law may require us to recognize. We take out these mandatory 
deductions until the required amount is reached: 

�  Federal Income Tax Withholding 

�  Social Security (FICA) 

�  State Disability Insurance (SDI) 

�  Medicare 

�  Local taxes (as applicable) 

�  Child support 

�  Garnishments 

Your pay statement provides you with current and year-to-date information on any payroll deductions 
from your paycheck. For additional information to help you understand your paycheck, including 
abbreviations used to describe the deductions and other items appearing on your pay statement, visit 
HR Passport > Myself > My Payroll. 

Overtime Pay 

Non-exempt employees are eligible to receive overtime pay, however your manager must authorize 
overtime in advance of overtime worked. Please note that if you are a non-exempt employee, you 
may not check email, voice messages, or other company communication systems (including, via a 
computer or a handheld device) after hours if such activity would result in overtime and you have not 
received advance approval from your manager to perform such overtime work.   

Overtime should be recorded at the end of the day on which you actually worked the overtime.  
Usually, overtime means any hours worked in excess of 40 hours in a work week, paid at one-and-
one-half times your regular hourly rate. Overtime rates may vary based on state regulations. Please 
ask your manager for information regarding your state rate.  

Compensatory Time Off.  We do not provide compensatory time off (comp time) instead of overtime 
wages. 

Meal and Rest Breaks.  Whether and how often breaks need to be provided is typically controlled by 
state statutes and your company policies. Check with your TriNet Human Capital Consultant for 
further guidance.   

 

+ This section applies only to clients with TriNet benefits. 
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Attendance & Tardiness, Paid and Unpaid Time Off 

Attendance.  Your personal schedule should be arranged to accommodate established working 
hours. If you expect to be absent or tardy, you must notify your manager as far ahead of time as 
possible and no later than the start of the work day or shift for which you will be absent or tardy. If you 
fail to report for work for three consecutive scheduled work days without notifying your manager, you 
will be considered to have abandoned your job and voluntarily resigned your employment without 
notice.   

Time Off with Pay. Consult your company Addendum for your company’s current policy regarding 
time off with pay.   

Voting Time. We encourage all employees to take part in the electoral process. In most cases, you 
can vote before or after working hours. If scheduling difficulties makes this impractical, you may be 
able to take time off with prior approval from your manager. 

Jury and Witness Duty.  If you’re legally obliged to serve jury or witness duty as requested by the 
court, inform your manager of your obligation as soon as you’re notified. Depending on your company 
policy, time off for jury or witness duty may be with or without pay. For details on pay, please see your 
company’s Addendum. Based on business necessity, your manager may choose to ask the court to 
have you excused. If you’re away from work because of jury or witness duty, you’ll need to present 
evidence of such duty to your company when you return—be sure to obtain documentation from the 
court. 

State Mandated Leaves. Many states provide for additional paid and unpaid time off. Please consult 
your company’s Addendum or contact your TriNet Human Capital Consultant. 

Leaves of Absence  

��  Personal Leave of Absence :  Employees who need to be absent from work for seven or more 
calendar days, for reasons other than PTO or vacation, may request a Leave of Absence, 
Generally leaves of absence are granted without pay, but an employee may use vacation, sick 
leave or PTO, as appropriate, to substitute for otherwise unpaid leave. Leaves may be granted for 
a variety of reasons, including (without limitation):  your medical disability, a serious health 
condition of you or a qualifying family member, pregnancy, bonding with a newborn child, military 
leave, or personal leaves your company deems compelling. 
 
To request a leave of absence, you need to complete the two-page Extended Leave of Absence 
Request form, available for download on HR Passport > Forms. You complete the first page, and 
your manager completes the second page. Your manager will then submit the form on your 
behalf. Your company will manage your time off and TriNet will manage your benefits coverage 
during your leave. Note:  absent extenuating circumstances, failure to return to work within three 
consecutive days after the expiration of an approved leave will be considered a voluntarily 
resignation. 

��  Military Duty . If you join a branch of the Armed Forces of the United States or you’re a member 
of a reserve component of the U.S. Armed Forces or the National Guard, you may be entitled to 
take a leave. Under the Uniformed Services Employment and Reemployment Rig hts Act of 
1994 (USERRA), which provides enhanced leave rights and job protections for employees absent 
for military duty. USERRA prohibits discrimination in employment and retaliation against any 
person who was, is, or applies to be a member of a uniformed service, or who performs or has an 
obligation to perform service in a uniformed service. For further details concerning USERRA, or 
similar state law, please consult your TriNet Human Capital Consultant. 
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��  Pregnancy Related Leave : Certain states call for specific time-off benefits for pregnancy, 
childbirth, and related medical conditions. Please refer to your company’s Addendum, or contact 
the TriNet Solution Center for more information. 

��  Family and Medical Leave Act (FMLA) : Companies employing 50 or more employees may be 
covered by the FMLA. If the absence you have from work is for a serious health condition—either 
yours or a qualifying family member—you may be eligible for leave under the Family and Medical 
Leave Act. FMLA requires covered employers to provide up to 12 weeks of unpaid, job-protected 
leave to eligible employees for certain family and medical reasons. The FMLA also provides for 
up to 26 weeks of Servicemember Caregiver Leave as further described at the end of this 
section.  

Employees eligible for leave under FMLA are those who: 

�  Have completed at least 12 months of service with the company, and 

�  Have a minimum of 1,250 hours of service during the 12 month-period immediately preceding the 
commencement of the leave, and 

�  Are employed at a worksite that employs 50 or more employees within 75 miles of the worksite. 

FMLA leave is available on a rolling 12-month time period, measured backward from the date you 
begin FMLA leave unless your company designates another specific 12-month period.  

Qualifying Reasons. If you’re eligible, you can take unpaid FMLA leave: 

�  To care for your child after birth 

�  To care for a child placed with you for adoption or foster care 

�  To care for your spouse, child, or parent who has a serious health condition 

�  When a serious health condition leaves you unable to  perform one or more of the essential 
functions of your position 

�  Because of a qualifying exigency as determined by the U.S. Secretary of Labor, arising out of the 
fact that your spouse, son, daughter or parent is on covered activity duty (or has been notified of 
an impending call or order to covered active duty) in the Armed Forces 

�  In order to care for a covered servicemember with a serious injury or illness if you are the spouse, 
son, daughter, parent or next of kin of the servicemember (Servicemember Caregiver Leave) 

Wage Replacement and Additional Benefits. When taking unpaid leave through FMLA, you should 
determine if you may be eligible to use or receive the following wage replacement benefits: 

�  PTO is paid time off that may be available, and which your company may require you to use 
before taking unpaid leave under certain circumstances.  

�  Vacation and/or sick time is paid time off that may be available if your company offers it instead 
of a combined PTO benefit, and which your company may require you to use before taking unpaid 
leave under certain circumstances.  

�  STD is short-term disability insurance that may cover you for certain kinds of illnesses or 
accidents, if your company provides such insurance through TriNet Signature Benefits. In addition, 
some states provide short-term disability benefits (SDI). SDI is state disability insurance that may 
require you to first use earned, or accrued, time off before SDI is available. To determine if the 
state in which you work offers SDI, consult your manager or TriNet Human Capital Consultant. 

�  LTD is long-term disability insurance that may cover you for certain kinds of illnesses or 
accidents—after you have exhausted the benefits of your STD coverage—if your company 
provides LTD through TriNet Signature Benefits. 

�  Workers’ compensation insurance may provide benefits for work-related injuries or illnesses. 
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�  State-Paid Family Leave Insurance  may provide benefits when you are caring for a qualified 
family member with a serious health condition or bonding with a newborn child or newly placed 
foster child or adopted child. To determine if the state in which you work offers paid family leave 
benefits, consult your manager or TriNet Human Capital Consultant. 

A leave is deemed to begin the first day you are unable to work even if you use PTO, vacation, or sick 
time during the waiting period for STD, SDI or LTD. Also, if you use PTO/vacation/sick leave and you 
receive other wage replacement benefits, we will integrate your PTO/vacation/sick leave with your 
other wage replacement benefits to  you will receive up to, but not more than 100% of your pay. 

Intermittent and Reduced-Schedule Leave:  FMLA leave may be taken either intermittently or on a 
reduced-schedule leave if the leave is taken for a qualifying exigency or if you have a serious health 
condition, are caring for a family member with a serious health condition, or are taking 
Servicemember Caregiver Leave. 

Intermittent leave is leave taken in separate blocks of time due to a single qualifying reason, illness 
or injury.  

Reduced-schedule leave  is a schedule that reduces the usual number of working hours in your 
workday or workweek. The amount of leave time taken on this basis will reduce the total amount to 
which you are entitled based on the amount of time off you actually use. 

When FMLA is unpaid, because there is no paid leave available or you have chosen not to substitute 
paid leave), the company will reduce your salary based on the amount of time actually worked. In 
addition, while you are on an intermittent or reduced-schedule leave, the company may temporarily 
transfer you to an available alternative position that better accommodates your recurring leave and 
which has equivalent pay and benefits.   

Applying for FMLA Leave. If your need for Family/Medical Leave is foreseeable based on an 
expected birth, placement for adoption or foster care, planned medical treatment for a serious health 
condition of yours or of a family member, or the planned medical treatment for a serious injury or 
illness of a covered servicemember, you must give the Company at least 30 days prior notice. We 
request that you provide notice by completing the Extended Leave of Absence Request form, 
available on HR Passport > Myself > Forms > Employee. Complete all required fields and submit the 
form to your manager or your company HR representative. If the need is not foreseeable, you must 
give notice as soon as practicable (generally within the same or next business day of learning of your 
need to take leave).  

�  For foreseeable leave due to a qualifying exigency, notice must be provided as soon as 
practicable, regardless of how far in advance such leave is foreseeable. 

�  If you are planning a medical treatment, you must consult with the company first regarding the 
dates of such treatment.   

�  If you are requesting leave because of your own serious health condition, or that of a child, spouse 
or parent, or for Servicemember Caregiver Leave, you must submit a written medical certification, 
in the appropriate certification form available for download via HR Passport > [PATH], signed by a 
health care provider. Invitational travel orders (ITOs) or invitational travel authorizations (ITAs) also 
will be accepted as sufficient certification for a Servicemember Caregiver leave. Employees who 
take leave for a qualifying exigency must also provide a written certification to the company to 
support the need for leave. You must provide any required certification to the company within 15 
calendar days after the company requests, unless not practicable under the particular 
circumstances, despite your diligent, good faith efforts. Failure to provide medical certification in a 
timely manner may be grounds for a delay of your leave.  

�  You may be requested to provide recertification of a serious health condition at reasonable 
intervals, but no more than every 30 days and generally not before the minimum duration of the 
serious health condition indicated in the original certification. During an absence because of your 
own serious health condition, you must report to your manager at least every 30 days on your 
status and prospects for return to work. 
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�  If the leave was for your serious health condition, you will be required to submit a doctor’s release 
when you return to work.  

Job Benefits and Protection.  During FMLA leave, TriNet continues to make available your group 
health plan at the same level and under the same conditions as before the leave, provided your share 
and your company’s share of the premiums are paid. If you elect not to return to work for at least 30 
calendar days at the end of the leave period, you will be required to reimburse the company for the 
cost of the health benefit premiums paid by the company for maintaining coverage during your unpaid 
leave, unless you cannot return to work because of a serious health condition of you or your covered 
family member, or other circumstances beyond your control. Accrual of PTO/vacation/sick leave and 
holiday pay will be suspended during any unpaid portion of your Family/Medical Leave, and will 
resume upon your active return to employment. The use of FMLA leave will not result in the loss of 
any employment benefit that was earned before the start of the leave. When returning from FMLA 
leave, most employees will be restored to their original or an equivalent position with equivalent pay, 
benefits, and other employment terms, unless you would not otherwise have been employed at the 
time reinstatement is requested, you fail to provide a written release from your health care provider (if 
required), or another exception applies.   

If an employee is laid off during a Family/Medical Leave, his or her employment will be terminated 
and the company’s responsibility to continue leave, maintain group medical plan benefits and to 
reinstate the employee will cease at the time of the layoff.   

Exception For Highly Compensated Employees:  Highly compensated employees (i.e. exempt 
employees who are among the highest paid 10% of both exempt and non-exempt employees at a 
worksite or within 75 miles of that worksite) will not be returned to their former or equivalent position 
following a leave if restoration of employment will cause substantial and grievous economic injury to 
the company. This fact-specific determination will be made by the company on a case-by-case basis.  
When you request Family/Medical Leave, the company will notify you if you qualify as a highly 
compensated employee. 

 
Serious Health Condition  means an illness, injury, impairment, or physical or mental condition that 
involves either: 

��  Inpatient care (requiring an overnight stay) in a hospital, hospice, or residential medical care 
facility, including any period of incapacity (i.e. inability to work, attend school or perform other 
regular daily activities) or any subsequent treatment in connection with such inpatient care;  

��  Continuing treatment by a health care provider that includes one or more of the following: 

a. A period of incapacity of more than three consecutive, full calendar days, and any 
subsequent treatment or period of incapacity relating to the same condition, that also 
involves:  (a) treatment two or more times within 30 days of the first day of incapacity (unless 
extenuating circumstances exist), by a health care provider, by a nurse under direct 
supervision of a health care provider, or by a provider of health care services (e.g., physical 
therapist) under orders of, or on referral by, a health care provider; or (b) treatment by a 
health care provider on at least one occasion which results in a regimen of continuing 
treatment under the supervision of the health care provider;1    

b. Any period of incapacity or treatment for incapacity due to a chronic serious health condition 
which:  (a) requires periodic visits (at least twice a year) for treatment by a health care 
provider, or by a nurse under direct supervision of a health care provider; (b) continues over 
an extended period of time (including recurring episodes of a single underlying condition); 

                                                   
1 The requirement in (a) or (b) of this paragraph for treatment by a health care provider means an in-person visit 
to a health care provider. The first (or only) in-person treatment visit must take place within seven days of the first 
day of incapacity. 
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and (c) may cause episodic rather than a continuing period of incapacity (e.g., asthma, 
diabetes, epilepsy, etc.);    

c. A period of incapacity which is permanent or long-term due to a condition for which treatment 
may not be effective, such as Alzheimer’s, a severe stroke, or the terminal stages of a 
disease. The employee or family member must be under the continuing supervision of, but 
need not be receiving active treatment by, a health care provider;   

d. Any period of absence to receive multiple treatments (including any period of recovery) by a 
health care provider or by a provider of health care services under orders of, or on referral by, 
a health care provider, either for (a) restorative surgery after an accident or other injury or (b) 
a condition that would likely result in a period of incapacity of more than three consecutive, 
full calendar days in the absence of medical intervention or treatment. 

Leave taken because of a work-related illness or injury is covered by this policy, and will be counted 
in determining whether you have exhausted your entitlement for the relevant 12-month period under 
the FMLA. 

Qualifying Exigency Resulting From Covered Duty means one or more of the following:  (a) to 
spend up to seven calendar days to address issues that arise from short-notice deployment (seven or 
less calendar days); (b) to attend military events and other activities sponsored or promoted by the 
military, military service organizations or the American Red Cross that are related to a military 
member’s covered active duty or call to covered active duty status; (c) to engage in certain childcare 
and school activities, including to arrange for alternative childcare, to provide for childcare on an 
urgent basis, to enroll a child in or transfer a child to a new school or day care facility, and to attend 
meetings with staff at a school or daycare facility; (d) to make or update financial or legal 
arrangements, or to act as the military member’s representative before a federal, state or local 
agency for the purposes of obtaining, arranging or appealing military service benefits while the 
military member is on covered active duty or call to covered active duty status, and for a period of 90 
days following the termination of such status; (e) to attend counseling needed due to the covered 
active duty or call to covered active duty status of a military member; (f) to spend up to five days with 
a military member who is on short-term, temporary, rest and recuperation leave during the period of 
deployment; (g) to attend official ceremonies or programs sponsored by the military for a period of 90 
days following the termination of the military member’s covered active duty status or to address 
issues that arise from the death of a military member while on covered active duty status; and (h) to 
address other events which arise out of the military member’s covered active duty or call to covered 
active duty status provided that the employer and employee agree that such leave shall qualify as an 
exigency, and agree to both the timing and duration of such leave. 

Servicemember Caregiver Leave.  FMLA entitles eligible employees to take leave to care for a 
covered servicemember with a serious injury or illness. You must be the spouse, son, daughter, 
parent or next of kin of the servicemember. Covered servicemember means:  

��  A member of the Armed Forces (including a member of the National Guard or Reserves) who is 
undergoing medical treatment, recuperation or therapy, is otherwise in outpatient status, or is 
otherwise on the temporary disability retired list, for a serious injury or illness; or 

��  A veteran who is undergoing medical treatment, recuperation, or therapy, for a serious injury or 
illness and who was a member of the Armed Forces (including a member of the National Guard 
or Reserves) at any time during the period of 5 years preceding the date on which the veteran 
undergoes such medical treatment, recuperation or therapy. 

Outpatient status for a covered servicemember means the status of a member of the Armed Forces 
assigned to: 

�  A military medical treatment facility as an outpatient, or 
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�  A unit established for the purpose of providing command and control of members of the Armed 
Forces receiving medical care as outpatients. 

Serious injury or illness of a servicemember means: 

��  In the case of a member of the Armed Forces (including a member of the National Guard or 
Reserves), an injury or illness that was incurred by the covered servicemember in line of duty on 
active duty (or that existed before the beginning of the member’s active duty and was aggravated 
by service in line of duty on active duty in the Armed Forces) and that may render the 
servicemember medically unfit to perform the duties of the servicemember’s office, grace, rank or 
rating; and 

��  In the case of a veteran who was a member of the Armed Forces (including a member of the 
National Guard or Reserves) at any time during the 5-year period described above, a qualifying 
(as defined by the Secretary of Labor) injury or illness that was incurred by the member in line of 
duty on active duty in the Armed Forces (or that existed before the beginning of the member’s 
active duty and was aggravated by service in line of duty on active duty in the Armed Forces) and 
that manifested itself before or after the member became a veteran. 

Veteran means a person who served in the active military, naval, or air service, and who was 
discharged or released there from under conditions other than dishonorable. 

An eligible employee may take up to 26 workweeks of leave during a single 12-month period to care 
for the servicemember, beginning on the first day the employee takes leave to care for the 
servicemember and ending 12 months after that date. If an employee does not take all of the 26 
workweeks of leave entitlement to care for a covered servicemember during this single 12-month 
period, the remaining part of the 26 workweeks of leave entitlement to care for the covered 
servicemember is forfeited. During such 12-month period, employees may also take leave for other 
qualifying reasons under the FMLA. Leave to care for an injured or ill servicemember, when 
combined with other FMLA-qualifying leave, may not exceed 26 weeks in a single 12-month period.  
Servicemember Caregiver Leave runs concurrent with other leave entitlements provided under 
federal and state law.  

The Servicemember Caregiver Leave entitlement is to be applied on a per-covered-servicemember, 
per-injury basis such that an employee may be entitled to take more than one period of 26 workweeks 
of leave if the leave is to care for different covered servicemembers or to care for the same 
servicemember with a subsequent serious injury or illness, except that no more than 26 workweeks of 
leave may be taken within any single 12-month period. 

If both spouses are employed by the company and request leave because of the birth, adoption or 
placement of a child (bonding purposes), they may only take a combined total of 12 weeks of leave 
for such reasons during any 12-month period. In addition, if both spouses are employed by the 
company and take Servicemember Caregiver leave, the amount of Servicemember Caregiver Leave 
taken in combination with any leave taken for bonding purposes may be limited to a combined total of 
26 weeks during the single 12-month period in which the Servicemember Caregiver Leave is taken. 
Note:  in this situation, the employees’ combined total leave taken for bonding purposes will still be 
limited to 12 weeks. 

Leave Under State Military Leave Laws. A growing number of states provide leave for family 
members of servicemembers. The entitlements for such leave differ from state to state.  Please ask 
your TriNet Human Capital Consultant for details regarding your state.  

Return to Work. If you took leave for your own serious medical condition, you must provide your 
manager with a medical release from an attending physician immediately upon return to work.   

Your benefits may have been affected while you were on your leave of absence. If your benefits were 
terminated and you return to work in a benefits-eligible status, then you must re-enroll within 30 days 
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or TriNet will default you to the plans/coverage in effect prior to your leave. Please contact the 
Solution Center for assistance with your benefits. 

��  Leaves To Accommodate Legally-Recognized Disability  or Work-Related Injury:   Leave 
may be available if necessary to reasonably accommodate employees with a workplace injury or 
a qualified disability under state or federal law. Such leaves are generally unpaid and availability 
is dependent on the circumstances of each particular case. Please contact your manager or 
TriNet Human Capital Consultant for specific details regarding eligibility, requirements, benefits 
continuation rules, and reinstatements rights for such leaves. In addition, please remember that 
all workplace or work-related injuries must be immediately reported to your manager. 

��  Pregnancy Leaves of Absence:   Please see your company’s addendum for specific information 
regarding pregnancy leaves of Absence. 

If you have any questions regarding any of the leaves referred to above, please contact your TriNet 
Human Capital Consultant or Corporate Human Resources. 
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Chapter Six:  Safety 

All employees have a stake in keeping the workplace safe, pleasant, and free of hazards of any kind. 
We rely on you to help make your company a friendly, secure place to work. 

The responsibility for safety extends to every employee. The company has established its safety 
program to maintain the safety and health of its employees, and strongly encourages every employee 
to report any unsafe condition, accident (no matter how minor), so that the company can respond 
appropriately as soon as possible. 

In keeping with this commitment, the company has established an Injury and Illness Prevention 
Program (discussed further below) as part of its safety program. Ask your manager to find out who in 
your company is designated to administer and implement the company’s Injury and Illness Prevention 
Program.  

Safety and Accident Prevention 
In the interest of safety, all employees are expected to cooperate in creating a hazard-free workplace 
by observing the following rules: 

�  Be attentive during safety orientation/training and while learning how to safely perform your job. 

�  Be familiar with the safety policies and practices of your specific location. 

�  Be familiar with all possible exit routes from your work location. Learn the location of fire alarm 
boxes, extinguishers, and the nature of any duties you might have in case of fire. 

�  If your job involves lifting, use proper lifting procedures. 

�  If your job involves driving, wear your seat belt, avoid tailgating (follow at a safe distance), and do 
not use your cell phone except as specified in the Additional Policies of Chapter 2 of the Employee 
Handbook.   

If you work with a computer, remember the following: 

�  Your chair height should allow for your feet to be flat on the floor or footrest and your knees to be 
even with your hips. 

�  If you work on a keyboard, adjust your keyboard height so that your upper arms are relaxed at 
your sides, your wrists and hands are straight, and your forearms are parallel to the floor. 

�  Move frequently accessed items so they are within easy reach. 

�  Avoid tilting your head for an extended period, such as cradling a telephone between your head 
and shoulder. 

�  Adjust your chair so that your lower back is properly supported.   

�  Avoid resting wrists or arms on sharp edges of work surfaces. 

�  Avoid awkward postures of the wrist, elbow, and shoulder. Maintain natural, neutral and relaxed 
default postures 

�  Take periodic rest breaks. Stretch and redirect your eye focus to something at least 30’ away for 
30 seconds every 30 minutes. 

�  Position your monitor directly in front of you so that the top of the screen is at the same level or 
slightly below the eyes, and at a distance that you can comfortably read it without eye strain. 
Eliminate as much glare or reflection as possible. 
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For more information on ergonomics and how to ensure your workstation is safe, contact the Risk 
Management Department to be connected with the nearest Risk Consultant.   

If you work with hazardous chemicals or substances, please note the following:  You are expected to 
comply with the guidelines and precautions established by your company. If you have any questions 
about these guidelines and precautions, please be sure to contact your manager. In addition, if you 
believe you are being exposed to a known or suspected hazard when working with toxic chemicals or 
substances, you have a right to know about such hazards. To obtain this information, request the 
material safety data sheets (MSDS) from your manager; there is an MSDS for each substance with 
which employees work,  

What To Do if You Sustain a Work-Related Injury 

Report all injuries to your manager or supervisor immediately or as soon as possible. The manager 
should report the injury via TriNet’s dedicated reporting line:  1-866-443-8489. TriNet representatives 
are available to take  calls 24 hours a day, 7 days a week. If emergency medical attention is needed, 
please go to the nearest medical facility or dial 911. In any event, the injury still must be reported 
within 24 hours of the injury, so the claim can be reported to TriNet’s workers’ compensation carrier.   

In the event of a death in the workplace, in addition to notifying your manager and TriNet, you must 
notify the Occupational Safety and Health Administration (OSHA) within eight hours of the fatal 
accident. OSHA toll-free: 800-321-6742.   

Workplace Security and Anti-Violence Policy 

The company is committed to providing a violence-free workplace for its employees. In keeping with 
this commitment, it has established an anti-violence policy that prohibits actual or threatened violence 
by employees against co-workers or other persons. The policy also is intended to promote workplace 
security by addressing situations in which outsiders enter the workplace and engage in violent acts or 
threaten employees with violence. Although some kinds of violence result from societal issues that 
are beyond our control, the company believes that it can adopt some measures that will protect our 
employees.   

Employees are required to report any incident involving a threat of violence or act of violence 
immediately to their manager or to another manager or officer of the company. If you become aware 
of an imminent act of violence,  a threat of imminent violence, or actual violence, immediately seek 
emergency assistance. In such situations, you should contact your manager and, when appropriate, 
contact the law enforcement authorities by dialing 911. If your manager is not readily available, you 
should immediately inform another manager in the company or TriNet so that appropriate action can 
be taken.  

Similarly, if employees become aware of any workplace security hazards or identify methods of 
increasing security in the workplace, they should report that information to their manager or another 
company manager or officer. Employees may report any and all concerns without fear of retaliation of 
any kind. Moreover, employees may make such reports anonymously.   

Injury and Illness Prevention Program 

Employee safety is of paramount importance to the company. In keeping with its commitment to 
safety in the work place, the company has established an Injury and Illness Prevention Program 
(IIPP) to explain its safety policies and procedures. Some of the key features of the program are 
summarized below: 

Responsibility of Administration.  The IIP Administrator is the individual at the company with 
principal authority and responsibility to implement and administer the company’s IIPP. Ask your 
manager who holds this position at your company. 
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Need for Compliance.  All employees are required to comply with the company’s safety and health 
policies and practices. This includes employees at every level and in all positions within the company. 
Performance evaluations take into consideration all aspects of an employee’s performance, including 
the employees’ compliance with the company’s safety standards.   

Communications.  Employees will be informed of matters relating to occupational safety and health 
periodically. Communications of this nature may be contained in posted notices, memos, emails, 
personnel policy statements, employee newsletters or other publications, or safety guidelines. 
Important safety issues also may be raised at employee meetings and training programs. Employees 
are encouraged to direct any questions they have regarding safety issues or the IIPP to the IIPP 
Administrator. It is also the responsibility employees to inform their respective managers or the IIPP 
Administrator immediately of any hazard or unsafe condition in the work site.  

Inspections.  The company has adopted procedures that are designed to help identify and evaluate 
work place hazards, including unsafe conditions and work practices. These procedures include 
periodic inspections. Inspections may be scheduled at various times. Inspections may occur (a) when 
new substances, processes, procedures or equipment that represent a new occupational safety 
hazard are introduced to the work place, and (b) when the company becomes aware of a new or 
previously unrecognized hazard.  

Investigation of Injuries and Illness.  The company will investigate occupational injuries and 
illnesses when and in the manner that it determines appropriate. This may involve a physical 
inspection of the location where an injury occurred, the circumstances that led to the injury or illness, 
and whether specific procedures, practices, or preventive measures could have helped to reduce or 
eliminate the danger or prevent the injury or illness. Such investigations may be conducted by the 
IIPP Administrator or a person designated by the IIPP Administrator for that purpose.  

Correction of Unsafe Conditions.  When it is determined that an unsafe or unhealthy condition, work 
practice or work procedure exists, the company will take steps that it determines are appropriate 
under the circumstances to correct the condition, practice or procedure in a timely manner. While 
evaluating the most appropriate method of corrective action and timeline for any hazardous situation, 
the severity of a hazard will be considered in addition to other relevant factors. If an imminent hazard 
exists that cannot be abated immediately without endangering one or more employees or property, 
the company may find it appropriate to remove all exposed personnel from the area in which the 
hazard exists, unless the employees are necessary to correct the hazardous condition; under such 
circumstances, the employees will be provided necessary safeguards.  

Training and Instruction. The company will provide periodic training and instruction to employees as 
part of the IIPP. Such training and instruction will be provided (a) when the program is first 
established, (b) as part of the orientation provided to new employees, (c) when new substances, 
processes, procedures or equipment are introduced to the work place and represent a new hazard, 
(d) when the company becomes aware of a new hazard or one that was previously unrecognized. 

Records.  The company will retain records of inspections and training conducted under the IIPP as 
required by law.  

The objectives of the IIPP only can be fully executed with the cooperation of all employees. Safety is 
of the utmost importance to the company and we urge you to cooperate with all safety regulations 
and terms set out in the IIPP. If you have any questions regarding the IIPP or your responsibilities, 
with respect to work place safety, please contact your IIPP Administrator, your manager or TriNet. 

Smoking 

Smoking is prohibited except in designated smoking areas. Please refrain from smoking in non-
smoking areas, and exercise extreme care regarding the fire hazards associated with smoking. 
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Drug-Free Workplace 

We all have the responsibility to maintain a safe and efficient working environment. As such, these 
guidelines apply to all employees; your company may have additional provisions or policies for which 
you are responsible, outlined in the Addendum. Employees who work while under the influence of 
drugs or alcohol present a safety hazard to themselves and coworkers. As a responsible individual, 
you should report to work fit to perform the duties of your job. The presence of drugs and alcohol in 
the workplace limits our ability to provide high-quality service to our customers, and will not be 
tolerated. Any employee who engages in the following forms of conduct may be subject to discipline, 
up to and including termination: 

�  Use, possession, sale, or solicitation of illegal drugs while on duty, on company premises,  or 
company time; 

�  Unauthorized use or possession of alcohol while on duty, on company premises, or company time; 
or 

�  Reporting to work under the influence of alcohol or illegal drugs. 

The legal use of prescribed drugs or over-the-counter medications that do not impair an employee’s 
ability to perform the essential job functions effectively and do not endanger the employee or other 
individuals in the workplace is permitted on the job. However, the illegal or unauthorized use of 
prescription drugs is prohibited and is an intentional violation of this policy prohibiting the misuse 
and/or abuse of prescription medications. 

We encourage employees with alcohol or drug dependencies to take advantage of our free and 
confidential Employee Assistance Program (EAP), described in the TriNet Signature Benefits 
guidebook and on HR Passport. An employee with a drug or alcohol problem may request approval to 
take unpaid time off to participate in a rehabilitation program. The time off will be granted if the 
absence will not impose an undue hardship on the Company. However, the company may terminate 
the employee’s employment without providing an opportunity to participate in a rehabilitation program 
if the employee’s current use of alcohol or drugs prohibits the employee from performing his or her 
duties or endangers his or her health or safety or the health or safety of others. 

To help ensure a safe, drug-free workplace, the company has the right to inspect employees while on 
duty or on company property, including their persons, desks, lockers, and/or personal property, to the 
extent permitted by applicable law. We also have the right to investigate any possible violations of this 
policy. If anyone refuses to cooperate with an investigation of this nature (which may include medical 
testing for alcohol or drug use) the company may choose to discipline the employee. Withholding 
consent or failing to cooperate with any of these measures could subject the employee to disciplinary 
procedures, up to and including termination. 

If an employee is convicted of a drug related charge which occurred in the work place TriNet must be 
notified within five days. After receiving notice of such a conviction, the company will take appropriate 
action, which could include disciplinary action, including termination of employment. 
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Chapter Seven:  TriNet Signature Benefits 
(This section applies only to clients with TriNet b enefits) 

TriNet gives you a great deal of choice in selecting your benefits package. In fact, TriNet offers an 
exceptionally strong benefits package that compares favorably with those offered by Fortune® 500 
companies. With TriNet Signature Benefits, you have the flexibility to select benefits based on your 
personal preferences, your family situation, and/or your financial objectives. You can design many 
aspects of your total benefits package to suit your unique situation, including appropriate coverage for 
your health and income protection benefits and access to other great benefits like credit union 
membership and our Employee Counseling/Wellness programs.   Summary communication intended 
to explain these benefits plans will be available to all plan participants and beneficiaries on a timely 
and continuing basis via HR Passport. 

How To Enroll 
When you’re first eligible for group benefits, you will receive a welcome email from TriNet with 
instructions on how to enroll online via HR Passport. You have 30 days from your first date of 
eligibility to actively enroll in or waive health benefits. Your initial enrollment becomes effective as of 
your eligibility date and stays in effect until the end of the plan year. Within the 30-day period, you 
may revise your enrollment decisions as many times as you like; only your final benefits elections 
submitted electronically to TriNet will be considered a binding decision for the current plan year. 
When completing the enrollment, you can request an email from TriNet confirming your benefits. A 
confirmation statement will also be mailed to your home address. 

In brief, your TriNet Signature Benefits includes the following coverage: 

�  Medical 

�  Dental 

�  Vision 

�  Life insurance 

�  Disability insurance 

�  Flexible Spending Accounts 

�  Health Savings Accounts 

�  Pre-tax commuter benefits 

�  Employee Counseling/Wellness Program 

�  Direct deposits 

�  Credit Union membership eligibility 

�  Recreation and entertainment discounts 

�  Supplemental Insurance  

�  Voluntary Benefits including retirement programs, online banking and home/auto insurance to 
name a few.  

Where To Go for More Information 

Benefits can be a complex subject, and TriNet has written a detailed guidebook to help you 
understand your benefit options. The TriNet Signature Benefits guidebook is available for access 
anytime via HR Passport > Myself > My Benefits.  

The Benefits section of HR Passport includes the following helpful information: 
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�  The TriNet Signature Benefits guidebook 

�  Summary plan descriptions (SPD) 

�  Frequently asked questions 

�  Provider directories 

�  Related forms 

�  Online enrollment for newly benefits-eligible employees (e.g. new hires)  

All of these resources are intended to provide helpful information about employee benefits programs. 
It is important to remember that additional terms, conditions and limitations regarding eligibility and 
benefits entitlement often exist. Official plan documents should be consulted for further information 
regarding each benefits program. The provisions of the official plan documents will control if there is a 
conflict between the official plan documents and the summaries provided by your company or TriNet.  

Waiving Coverage 

If you have other group-sponsored medical coverage, you may opt out of TriNet Signature Benefits by 
making an active election online to waive your health benefits. Following 30 days from your benefits 
eligibility date, if you haven’t actively waived your health benefits online, TriNet will enroll you by 
default into a TriNet-sponsored health plan available where you live (based upon your home zip 
code). 

What Happens if You Don’t Enroll 
The following is the current default enrollment for employee-only coverage: 

Medical:   

�  CA: Blue Shield of California PPO 700 plan 

�  All other states Aetna PPO 1000 plan 

Dental:  Delta Dental 100 (if your company offers group dental coverage) 

Vision :  Vision Service Plan (if your company offers group vision coverage) 

Life Insurance:  The basic coverage level your company provides through TriNet 

Disability Insurance:   The basic coverage level (if your company provides group disability) 

Any employee costs for these plans will be automatically deducted from your paycheck following the 
default enrollment process. If your initial enrollment is defaulted, coverage will be employee-only—no 
dependents may be enrolled. In addition, Flexible Spending Accounts (FSAs) will not be available to 
you until Open Enrollment. Your benefits are retroactive to your first date of eligibility. If you don’t 
select or waive benefits within your 30-day window, you may find a large premium amount taken from 
your paycheck as a retroactive benefits payment. Regardless of enrollment date, your benefits 
premiums will not be prorated. In addition, delaying your enrollment also delays the receipt of your ID 
card. Service providers could require you to pay for benefits costs out-of-pocket until the card arrives. 
Once your benefits are in effect, you can download a claim reimbursement form from HR Passport 
and submit to the carrier for costs incurred during that time period. 
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Chapter Eight:  Benefits Required by Law 

You are entitled to certain benefits under the law, regardless of your position, subject to meeting certain 
conditions. These mandated benefits include those described in this chapter. 

State Disability Insurance 

Some states (currently California, Hawaii, New Jersey, New York and Rhode Island) and the 
Commonwealth of Puerto Rico provide a form of limited disability insurance. If you work in one of these 
areas you may be eligible for limited disability insurance payments if you cannot work because of a 
sickness or injury not caused by your job (job-related conditions fall under workers’ compensation). The 
terms and amount of disability coverage are subject to state laws and vary from state to state. Some 
states, such as California, require us to make deductions from your paycheck to fund the disability 
insurance benefits program. To receive disability benefits, file a claim with the state disability insurance 
agency. For further information on filing procedures, please call TriNet’s Solution Center.   

Workers’ Compensation Insurance 

As of your date of hire, you are covered by workers’ compensation insurance. You may contact TriNet’s 
Solution Center or your local Workers’ Compensation Bureau for additional information. Please don’t 
forget to immediately report to your manager all injuries sustained while working. 

Please note that workers’ compensation covers only work-related injuries and illnesses. You will not be 
eligible to receive workers’ compensation benefits for injuries that might happen if you voluntarily 
participate in an off-duty recreational, social, or athletic activity that does not constitute a part of your 
work-related duties. 

Unemployment Insurance 

If you become unemployed, you may be eligible for unemployment insurance, a weekly benefit while you 
are out of work. For information on filing a claim, please contact your manager or TriNet’s Solution 
Center. 

Social Security 

You will note deductions on your paycheck for FICA, an acronym that stands for Federal Insurance 
Contributions Act, otherwise known as Social Security and Medicare. This deduction represents your 
contribution toward your Social Security benefit. In addition to a supplemental retirement benefits, Social 
Security offers certain disability and/or Medicare coverage. Contact your nearest Social Security 
Administration office for further details. 

COBRA 

If you or your covered dependents are no longer eligible for healthcare coverage, you may be eligible to 
continue your coverage under the Consolidated Omnibus Budget Reconciliation Act, or COBRA. When 
you first enroll in TriNet’s Signature Benefits, you will receive an Initial COBRA Notice via HR Passport.  
Be sure to read the notice to familiarize yourself with your COBRA rights and responsibilities. 

COBRA allows you to continue receiving health benefits on a temporary basis in situations where 
coverage under the plan would otherwise end.  

The specifics of COBRA coverage are explained in the TriNet Signature Benefits guidebook. A summary 
of some key provisions is set forth below.   

If you don’t choose COBRA coverage by the deadline given on your enrollment form, you will not be 
covered. 
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Eligibility 

You and your covered dependents may choose to continue your TriNet coverage under COBRA 
depending on how you lost your coverage. To be eligible, you or your dependents must be covered under 
TriNet’s healthcare plans on the date you lose your eligibility for that coverage. Please consult the TriNet 
Signature Benefits guidebook for additional information.  

When We Notify You 

By law, TriNet is responsible for notifying you or your dependents if you or your dependents lose 
healthcare coverage for certain reasons (i.e. Life Status Changes), including termination of employment; 
reduction in work hours, Medicare benefits entitlement; or death. 

You or your dependents must/should notify TriNet within 30 days if you experience a Life Status Change 
that results in the loss of your, your spouse’s, or your dependent children’s healthcare coverage. Contact 
TriNet’s Solution Center for more information. 
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For More Information 

Tools, resources and information available via TriNet’s HR Passport can answer many of your benefits, 
payroll, and HR questions.  Please utilize TriNet’s Self Service via HR Support on HR Passport.  

Log in via www.hrpassport.com  

 

To Get Help 

Contact TriNet’s Solution Center professionals.  

You can contact the Solution Center:  

Monday through Friday 

6 am to 6 pm, PT 

8 am to 8 pm, CT 

9 am to 9 pm, ET 

Direct Toll Free #:  800-638-0461 

or  

International #: 1.510.875.7200 
Email:  employees@trinet.com 
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About TriNet 

TriNet helps small business entrepreneurs realize their ambitions by being their essential HR partner.  
As their Trusted Advisor, we help them contain HR costs, minimize employer-related risk, and relieve the 
administrative burden of HR, thus helping them focus on their number one priority—their business.   

For more information, visit www.trinet.com.  


