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WELCOME TO AMDOCS
Welcome to Amdocs.  We hope your new position will live up to your expectations and your experience will be a rewarding one.  If you have been working for us, we wish to express our sincere appreciation for your valued service.

Amdocs is the leading developer of software solutions for the telecommunications industry.  As a member of the Amdocs team, you will play an important role in helping ensure the growth of our international organization.  Amdocs has sites worldwide including Israel, the United States, Brazil, England, France, Germany, Czech Republic, Hungary, Japan, Australia, and Canada amongst many others.

The Company recognizes our employees as our most valued assets.  In a world where changing jobs is commonplace, we would like to create an environment where you can build a career.  Therefore, we strive to make Amdocs a great place to work. Our managers have an open-door policy for employees to address problems and make suggestions, ensuring a quality work environment.

This manual is applicable to US Amdocs employees.  Amdocs has provided you with this manual to familiarize you with the policies, practices and benefits of the Company.  Amdocs reserves the right to interpret the statements in this manual in each individual case.  All items in this manual are subject to change without notice.  If you have a question about any item in this manual, please seek clarification with your manager, Human Resources manager or supervisor.


We are glad you have chosen to join the Amdocs team.  Good luck in your new position.

THE HISTORY OF AMDOCS
Amdocs was founded in 1982 with only 12 employees.  The first project was the development of an automated publishing software system.  The original version of this system, called GOPACS, was introduced in 1982.

1984 Amdocs makes its first sale of GOPACS in the United States to Southwestern Bell Yellow Pages.

1985  Southwestern Bell Corporation acquired a 50% interest in Amdocs.  Prior to 1985, the Company and its operating subsidiaries were managed as a group of companies owned by common shareholders.  In December 1985, a reorganization occurred and Amdocs Limited became the holding Company for all the affiliated companies.        

1986 The second generation of Yellow Pages products, called ADS/FAMILY OF PRODUCTS was released.

1990’s Amdocs began development of its Customer Care and Billing (CC&B), platform for telecommunication carriers.  The initial system modules were implemented for local wire line carriers in the United States.

1993 With 600 employees worldwide, Amdocs began to develop from scratch a comprehensive, end-to-end CC&B system for the cellular/wireless industry.

1994 The new generation, client server ADSNG/FAMILY OF PRODUCTS was released.

1995 The first end-to-end system entered production for a large cellular operator.

1996 Amdocs Services, Inc. was established in October.

1997 With 2,500 worldwide employees, Amdocs established the St. Louis Development Center.  

1998 Amdocs announced the release of its new Ensemble platform for convergent CC&B. In June 1998, with 3,000 employees, Amdocs went public. 

1999 Amdocs acquired International Telecommunication Data Systems, Inc. (ITDS), the second largest telecom billing service bureau in the United States.  

2000 Amdocs reached an agreement to acquire Solect Technology Group, Inc., a leading provider of IP CC&B software. 


2001 Amdocs acquired Clarify, moving Amdocs into the Customer Relationship Management business and established a joint venture with Bell Canada, called Certen, to provide billing system services to Bell Canada.  Employee headcount topped 10,000.

2002  Dov Baharav appointed CEO and initiated a company reorganization, establishing three primary lines of business:  Delivery, Offering and Advertising & Media.

2003 Amdocs announces two major outsourcing deals; one with long time client SBC, and the other with Bell Canada via the acquisition of the shares of Certen.

2004 Amdocs acquired XACCT entering the mediation market.
2005 Amdocs acquired DST Innovis entering the Broadband Media Market and acquired Longshine IT Company Ltd., a leading Customer Care and Billing Provider in China.  Amdocs launched Amdocs 6 Portfolio & Services, an integrated portfolio of modular products designed to accelerate implementation of an ICM strategy, enabling service companies to deliver an intentional customer experience, which results in creating stronger, more profitable customer relationships.  May 2005, SBC Communications selects Amdocs for Project Lightspeed, the SBC initiative to expand fiber optics deeper into neighborhoods to deliver Internet Protocol or IP-based TV, voice and broadband services.
2006 Amdocs acquired Qpass which allowed us to offer a broader set of solutions to service providers and media companies seeking to launch and monetize new IP-based services and content.  Amdocs also acquired Cramer Systems Group, a leading provider of OSS solutions which enabled us to provide a complete end-to-end offering (combined business support and operations support systems). With this acquisition, we became uniquely positioned to enable service providers to integrate B/OSS business processes and, as a result, rapidly introduce new offerings, significantly reduce cost of operations and focus on customers.
2007 Amdocs acquired SigValue, whose platform addressed the needs of prepaid mobile subscribers who represent the vast majority of customers in the growth (emerging) markets and tend to have relatively low levels of average revenue per user. The platform combines the basic functions required for billing and customer care with a service control function, offering a single system that supports multiple networks, multiple services and all lines of business.
2008 Amdocs acquired JacobsRimell, a privately held leading provider of customer-centric fulfillment solutions for the broadband cable industry. This acquisition augmented Amdocs’ OSS offering, and builds on our past acquisitions of DST Innovis Inc. and Cramer Systems Group Ltd. As a result, service providers can launch new converged services more quickly and cost effectively. Amdocs also acquired ChangingWorlds Ltd., a privately held provider of personalization and intelligent portal solutions for mobile service providers. ChangingWorlds’ technology, combined with the Amdocs CES portfolio, enables better customer experiences by allowing end users to quickly get relevant information based on what they use most, making it easier to navigate the Internet on their phones, reducing the time they spend looking for content. 

2009 Amdocs acquired jNetX, a privately-held provider in the service delivery platform (SDP) market. This acquisition propelled Amdocs into a leadership position in the market by combining jNetX’s leading SDP offering with Amdocs existing service delivery solutions and capabilities. The joint Amdocs-jNetX offering uniquely enables service providers to combine converged network services with IT and Web domain services for truly innovative and valuable applications. 

2010 Amdocs acquired MX Telecom, the largest mobile transaction hub in the United States. MX Telecom is a leading mobile payments and messaging aggregator with operations in Europe, US, and Australia. This strategic acquisition expands OpenMarket’s global footprint, substantially increases our market leadership in the rapidly growing mobile payments market that will extend well beyond messaging in the coming years, and strengthens our product portfolio with an extensive set of value added services for merchants.   Amdocs also acquires Streamezzo, a mobile internet application development platform, in order to broaden our solutions in digital services delivery. 

OUR PEOPLE

Our employees are our most precious asset, and therefore not only support the Company in achieving its goals, but also celebrate in Amdocs’ success. This perspective forms the foundation upon which the Company interacts with its people beginning with recruitment and continuing throughout their careers with the Company.

Thus, we invest in developing our employees, enabling them to achieve their full potential, by rewarding and promoting in accordance with performance and effort.

We do our best to develop and maintain a rewarding and stable relationship by seeking to meet employee needs.  We do this by investing in professional and managerial training opportunities, providing multiple channels of corporate communication and by providing a wide range of career opportunities resulting in a positive work environment.

Our employee relationship is based on mutuality. The Company’s success depends on the success of each and every employee and his/her ability to achieve personal and professional goals.  On the other hand, the employees’ success also depends largely on the Company’s success. Therefore, while Amdocs works hard to meet employee needs, the Company also expects its employees to demonstrate dedication, responsibility and initiative, and to maintain strong relations with peers and supervisors.

OUR MISSION STATEMENT

We enable the world’s leading services companies to build stronger, more profitable customer relationships.

OUR STRATEGY

We will fulfill our mission by focusing on key market segments, developing long-term relationships and always striving for customer intimacy; by combining innovative software products and services with deep business knowledge; and by enabling our customers to achieve true Integrated Customer Management.

OUR CODE OF BUSINESS CONDUCT

Amdocs’ Code of Business Conduct is a worldwide company policy that can be found on the Intranet.  As representatives of Amdocs, each employee is expected to review and abide by these standards of conduct while conducting business both internally and externally.   

EQUAL EMPLOYMENT OPPORTUNITY POLICY

Amdocs maintains a policy that employment decisions shall be based on merit, qualifications and competence.  

Amdocs is committed to providing equal employment opportunities for all people regardless of race, color, religion, gender, age, national origin, citizenship status, disability, or any other basis prohibited by applicable federal, state, or local law.  

In addition, it is Amdocs’ policy to provide an environment that is free of unlawful harassment of any kind, including that which is based on race, religion, gender, age, disability, citizenship, national origin, or any other basis prohibited by applicable federal, state, or local law.

This policy governs all aspects of employment, promotion, assignment, discharge and other terms and conditions of employment.

EMPLOYMENT AT WILL

Employment at Amdocs is “at will,” meaning that either the employee or the Company may end the employment relationship for any reason at any time.  This manual is not a contract of employment and does not create any guarantee of employment for a specific term.

PRIVACY POLICY

EMPLOYEE PRIVACY

Amdocs strives to balance its employees’ need for privacy with the Company’s need to gather essential information.  Employee information is gathered for business, legal, or contractual purposes and is kept strictly confidential.  This information is given only to those who have a legal right or legitimate business need to know.

Employees who have access to personal information about co-workers must take every precaution to ensure it is not misused or improperly disclosed.

Because Company equipment, supplies, and property belong to Amdocs, the Company reserves the right to search employee desks, computer files, mail, voice mail, e-mail, Internet usage, lockers, and personal vehicles (with the employee’s permission) on Company property at any time, with or without notice.

CUSTOMER, PROSPECT AND SUPPLIER PRIVACY

Maintaining the privacy of our customers, prospects, and suppliers is not only ethical, it is a legal requirement.  Information and records entrusted to us by customers must be used only for authorized business purposes.  Customer communications, both voice and data, are confidential and may not be accessed by anyone who does not have a legitimate business or legal need for the information.

Employees entrusted with private information about customers or suppliers must take precautions to ensure it is not misused or improperly disclosed.  If you suspect that information has been used improperly, please notify your supervisor.

PROFESSIONAL, PERSONAL AND MANAGERIAL DEVELOPMENT

PROFESSIONAL DEVELOPMENT

JOB POSTING

Amdocs communicates career opportunities on the Intranet through the Job Posting system.
DEVELOPING COMPETENCIES
Employees should engage in continuous learning to acquire and enhance the skills, knowledge and abilities required for success in their current position.  Employees should also prepare for changes in requirements of their current position and seek development in order to acquire the skills and competencies necessary to advance.  In working with their manager, employees should identify specific training required for their current position and to enable future advancement.
Training Department

To cultivate true Amdocs professionalism, the Company invests in developing, training and promoting employees in their field of choice. In addition to the numerous training and coaching opportunities available, we have a professional training program designed to impart the necessary knowledge and tools all employees need for both current and future jobs.  

The Company offers internal courses, workshops and seminars, and also makes off-site training available.  Amdocs also provides computer assisted instruction courses in programming languages, development tools, databases, development methodologies, and more.

Individual training programs are designed in cooperation with the employee’s direct supervisor, who must simultaneously consider business needs with the employee’s development needs. 

If you are interested in more detailed information, please refer to the Company Intranet.

OUtside Training Programs, Seminars, Conferences

Amdocs often allows employees to attend training programs, seminars, conferences, lectures, meetings, or other outside activities for the benefit of the Company and the employee.  Activities must be coordinated through your manager and the Training Department.

Where attendance is required or authorized by Amdocs, customary and reasonable expenses will be pre-paid or reimbursed upon submission of proper receipts.  Customary and reasonable expenses generally include registration fees, materials, transportation, and parking.  Reimbursement policies regarding these expenses should be discussed with your supervisor. 
PERSONAL AND MANAGERIAL DEVELOPMENT

Target SETTING

Amdocs periodically sets and reviews objectives with all employees in an effort to align employees’ objectives with the overall strategy of the organization.  This objective setting process enables managers to effectively evaluate employee performance and future potential. 

Annual objective setting generally occurs in November with a “check-point” process in May.  For new employees, managers should set objectives upon hire.
Employee Evaluation

Amdocs periodically evaluates employee performance.  During this process employees and managers meet to discuss individual performance, contribution and achievements. This meeting enables employees to share their needs and aspirations, and enables both employee and manager to set mutually agreed upon objectives.

We invest significant effort in assisting all employees in improving and developing both their personal and professional skills.

Check point evaluations occur in May and annual evaluations in November.  To be eligible for the May performance review, employees must have a hire date on or before January 31st of the same year.  To be eligible for the November performance review, employees must have a hire date on or before June 30th of the same year.

Upward Appraisals

Employees at all levels are asked to evaluate their managers’ performance, sharing their opinions and concerns about various Company-related matters. These evaluations are completed anonymously. In addition to this feedback, managers have other resources available with which to evaluate and develop managerial skills, such as personal coaching and managerial courses. 

INTERNAL COMMUNICATION

We believe that open and effective communication between employees and their managers is one of the most important contributing factors to Amdocs’ success. Internal communication channels assist us in sharing Company information with individuals and vice versa. The Company views managers as the primary communication channel, delivering messages and sharing information to groups and individuals via personal conversations. The following are just some of the communication channels the Company has established for its employees:

MEETINGS AND CONFERENCES

TOWN HALL MEETINGS

Senior Managers including Amdocs’ CEO, Division Presidents and Vice Presidents, periodically hold Town Hall meetings with all employees throughout the year to provide company and division updates and to give employees the opportunity to raise issues and ask questions.

End of the Week Gathering (“Ugot Shabbat” or Cakes)

Every week, managers convene all project employees to update them on various work-related matters, and to discuss subjects introduced by employees.
RoundTable Meetings
Senior managers meet with employees periodically in an effort to encourage open communication, and to provide an opportunity to introduce and address various matters for discussion.

EMPLOYEE SATISFACTION SURVEY

This survey is administered in an attempt to learn about employee satisfaction from different areas of the Company such as Human Resources, Travel, Finance, etc.

COMPANY MESSAGES

Various updates and publications on relevant information about HR, Marketing or other functional areas are periodically distributed to managers and employees.

CORPORATE INTRANET SITE

Regular updates and messages are posted to employees through the Intranet and Extranet sites.

BULLETIN BOARDS

Bulletin boards are provided in the lunchroom and in the kitchens in St. Louis to keep employees updated on important information. Employees are responsible for regularly reading the information posted on the bulletin boards.  Customer sites may not have availability to post Amdocs information.

Required Federal and State posters are affixed in general gathering areas.  If you have questions regarding these postings, see Human Resources.

OPEN DOOR POLICY / EMPLOYEE PROBLEM RESOLUTION
Amdocs has an "open door policy.”  If you have a job-related problem, question or complaint, you should discuss it with your supervisor or Human Resources.

If the discussion with your supervisor does not answer your questions or resolve the matter to your satisfaction, you may then present your complaint, orally or in writing, to the next level of management or Human Resources.

When the issue personally involves the supervisor or manager with whom you would ordinarily discuss a problem, you may bypass that individual and proceed to Human Resources without fear of reprisal.

Difficulties in using this open door policy should be brought to the attention of the Human Resources Department.

PROMOTION AND COMPENSATION

One of the Company’s most important values is that of encouraging specialization and excellence on both a personal and professional level. Having the drive to achieve and excel is part of our culture, and is incorporated into our guiding principles about work and work methods.

The Company strives for and achieves uncompromising quality in every area, and regards cooperation and teamwork as essential for maintaining excellence.

Promotion tracks, salary increases and bonuses are determined individually for each employee. The incentives Amdocs offers to high performers are designed to acknowledge and reward employees who consistently demonstrate initiative and creativity, and make outstanding achievements for the Company.

PROMOTION TRACKS

Amdocs offers several promotion tracks within the different job families of Development and Technology, System Integration, Technical Business Operations, Marketing, Sales and Enterprise Support Services. Each family includes various streams.  For detailed information about Amdocs Level System please refer to the Career Level Guide on the Intranet.
Employees invited to become part of Amdocs are assigned a position based upon past experience and the interviewers’ evaluation of skills. 

Employee performance, experience and capabilities are considered, and discussions concerning their ability to assume a more senior position are held. Promotions are based on position availability, are not granted automatically, and there is no stated time after which employees must be promoted.

Amdocs will utilize other promotion tracks in accordance with business needs.

COMPENSATION

Employee compensation is comprised of base salary plus fringe benefits, both of which are determined for each employee as a result of performance, contribution and individual abilities.  For certain positions, factors such as comparable salary levels in the high-tech industry, or other economic indicators are taken into account.

Managers generally conduct performance evaluations for their employees every six months.  These evaluations are one of the key considerations for salary and bonus determination.  However, there are other considerations as well. 

It should be noted that each employee’s compensation package is considered the employee’s private affair, and details should not be shared with colleagues.  Amdocs would request that an employee’s compensation be kept between the employee and the company.
PERSONAL COMPENSATION

Salary increases

Each job family has a graded pay range, which is revised periodically based upon market conditions and Company business.  Salary increases are determined based upon salary range and employee evaluations, and generally are awarded each July.  The Company does not guarantee annual salary increases.  Each employee situation is considered individually. 

EMPLOYMENT STATUS

Amdocs determines employment status for positions in accordance with the requirements of the Fair Labor Standards Act (FLSA).  

Non-exempt employees are required to take one hour each day for lunch.  During the lunch hour, employees are not required, nor will they be permitted, to work without written authorization by the employee’s manager.  Further, employees on lunch hour are not required to remain on-site.  Non-exempt employees will not be paid for their lunch hour.

Hours worked means time actually spent working on the job.  It does not include hours the employee does not work due to vacation, sickness, or holidays, even when these days are compensated.  Unpaid sick leave, personal leave, or any other time away from work are also not considered hours worked.

PAY PERIODS AND PAYDAYS

Employees are generally paid on a semi-monthly basis on the 15th and the last day of the month, unless state law requires otherwise, in which case Amdocs will comply with state law.  If a payday falls on a weekend, paychecks will be distributed on the Friday before.  Paychecks will include regular salary and any other payroll adjustments submitted prior to the payroll cutoff.  Adjustments submitted after the cut-off will be included in the following pay period.  Cut-off dates are available from the Payroll Department.  
Employees may have their paychecks directly deposited into their bank accounts.  Forms for direct deposit are available in the Human Resources Department. Employees will receive an itemization of wages on their pay stubs when direct deposits are made.

Bonuses

Employees may be eligible for an annual bonus.  The amount of the award is determined at the Company’s discretion based on the performance of the business and your contribution. In order to receive a bonus, you must be employed at least six (6) months before the date bonuses are paid and you must be an active Amdocs employee on that date.
STOCK OPTION PLAN
The Company offers eligible employees benefits under the Stock Option Plan.  Eligibility is in accordance with Company policy as issued from time to time.

Recognition Awards

The recognition program is an important tool through which the Company promotes personal and professional excellence.  Recognition Awards are given in acknowledgment of an employee or team for their contribution, innovation, extraordinary execution or investment on behalf of the Company. 

Awards are granted based upon criteria dictated by Company policy, and granted to employees by their supervisors who have applied such criteria in assessing performance.  

GARNISHMENT OF WAGES

The Human Resources Department and the Payroll Department will coordinate activities to comply with garnishment orders.  The employee will be notified when a garnishment order is received.  An employee’s supervisor ordinarily is not notified or involved.  

EMPLOYEE BENEFITS

INSURANCE

Amdocs makes available comprehensive health, dental, life, short-term and long-term disability insurance programs for full-time employees who work at least 30 hours per week.  Benefit coverage begins the first day of employment.

Amdocs provides:

· Comprehensive Medical Plan

· Drug Prescription coverage

· Vision Care Plan

· Dental insurance Plan

· Life / Supplemental Life insurance

· Short-Term Disability (STD) Program

· Long-Term Disability (LTD) insurance

· Comprehensive Accidental Death and Dismemberment insurance (AD&D)

· Business Travel Accident insurance to employees who travel for business reasons 

More information on the benefits can be found on the Amdocs North American HR portal.
Employee contributions are withheld through payroll deductions on a pre-tax basis.
SUBMISSION OF CLAIMS

If a claim needs to be filed with one of the insurance carriers, please obtain the appropriate form from the Benefit Forms section located in the Human Resources USA section of the Amdocs Portal. Complete the form, and forward to the proper carrier.  If you have questions regarding any of your health benefits or plans, you may contact the insurance provider or the Benefits Department via email at STLBenefits@Amdocs.com.
FLEXIBLE SPENDING ACCOUNTS

Flexible Spending Accounts provide individuals with a tax effective way to pay for predictable health care, dependent care and transit expenses.   Each year, tax-free funds can be set aside into three separate accounts:  

· Health care for eligible health care expenses not covered by an 
employee’s health plan

· Dependent care for eligible dependent care expenses

· Transit reimbursement account to be utilized for:

· Mass transit expenses 

and/or

· Parking expenses

Participation in these programs is voluntary.  Please refer to the Flexible Spending Accounts section on the Amdocs North American HR portal. 

COBRA

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their qualified beneficiaries the opportunity to continue health insurance coverage under Amdocs’ health plan when a "qualifying event" would normally result in the loss of eligibility.  Some common qualifying events are resignation, termination of employment, death of an employee, reduction in an employee's hours or an unpaid leave of absence, an employee's divorce or legal separation, and a dependent child no longer meeting eligibility requirements.  Please contact the Benefits Department for more COBRA information. 

401(K) INVESTMENT AND SAVINGS PLAN

Amdocs offers its employees a 401(k) plan, which allows employees to save pre-tax dollars for retirement.  

Employees may enroll following the receipt of their first paycheck.  Eligible employees may contribute a percentage of their annual compensation, up to 50%.  The maximum deferral amount is determined by the Internal Revenue Service (IRS).  Deferral limits are based on employee contributions and employee compensation.  Deductions for 401K will automatically discontinue upon reaching the maximum contribution or maximum compensation limit during a calendar year.   In addition, Amdocs contributes a company match to the 401K plan.  Taxes on 401(k) contributions and earnings are deferred until they are distributed to the employee.

Employees have a choice of a variety of funds to invest their money. The employee may invest some or all of their account in each of the various funds available.

Employees who have participated in another 401K plan during a calendar year are responsible for monitoring the contributions to all plans.  Total contributions during a calendar year must not exceed the limit determined by the IRS.

For more details regarding eligibility, vesting schedule, investing options, loans and withdrawals, please refer to the Retirement section of the Amdocs North American HR portal or contact the Benefits Department via email at STLBenefits@Amdocs.com.

TUITION REIMBURSEMENT

Amdocs wants employees to remain highly skilled and competitive. The Company will reimburse eligible employees for some or all educational course tuition for classes in accordance with the Tuition Reimbursement Policy.  

For more information, please ask for a copy of the Tuition Reimbursement Policy from the Human Resources Department.

EMPLOYEE REFERRAL PROGRAM

For each candidate hired as an Amdocs employee, referral awards are paid on the last pay period of the month as taxable income after the referred employee has been hired and onboard for 90 DAYS. Both the referrer and the referred employee must be active Amdocs employees at the time of payment.  
BRIDGING SERVICE FOR REHIRES
Amdocs will immediately recognize prior service for HR and benefit programs (e.g. vacation, service awards, tuition assistance, etc.) if the break in service is less than the most recent period of employment.  If the break in service is less than twelve (12) months service will be considered continuous.   If the break in services is greater than the most recent period of employment, prior service will not be recognized.  Recognition of service for vesting under Amdocs’ 401K Plans will be in accordance with the terms of the Plans and IRS regulations.  Rehired employees who received severance benefits based on prior service, will not have that service considered in the calculation of future severance benefits.
HOLIDAYS

Holidays observed are generally as follows (please note that holidays may vary based on location):

· NEW YEAR'S DAY

· MEMORIAL DAY

· INDEPENDENCE DAY

· LABOR DAY

· THANKSGIVING DAY

· DAY AFTER THANKSGIVING DAY

· 1st CHRISTMAS HOLIDAY

· 2nd CHRISTMAS HOLIDAY

· 1 FLOAT HOLIDAY to be used at anytime in the year (see rules below)

A paid holiday does not count as a day worked in calculating overtime for the week for non-exempt employees.  Holidays that fall on a Saturday are observed on the preceding Friday and holidays that fall on a Sunday are observed on the following Monday.

Sites may adopt the holiday schedule of the customer as determined by the Site Manager. 

An employee can receive manager approval to work on an observed holiday, and have the hours credited to their vacation balance.
Float Holiday Rules:
Quantity:  1 Day of time off each calendar year for each employee.
Roll-Over/Cash Out:  This Holiday is not eligible for roll-over to another year or for cashing out at the end of a year.  It is a use it or lose it Float Holiday.
Work on Weekends Credit/:  Float Holidays are not eligible for WOW credit as it will be considered absence time.
Overtime Eligible:  This day will be treated just as other holidays when calculating your overtime hours.

Holiday Credit:  If you end up working on a day that you had selected as your float holiday, you will not receive additional vacation time for that day worked.  You will need to select another day to count towards your Float Holiday.

Exceeding the 1 Day allowance:  If you use more than the 1 allotted Float Holiday in a calendar year we till deduct the additional time from your vacation balance.  This is also true if you use the holiday and your hire date in that year is April 1 or later, you will be required to report vacation instead.
VACATIONS

Vacation accrual begins at the time of hire and accrues on a monthly basis. The following table outlines the time accrued annually for 40-hour week employees according to level and the number of years employed:

	
	Band

	Service with Amdocs Worldwide
	1
	2
	3
	4, 5 & 6

	Up to 3 years of employment
	10 days
	10 days
	15 days
	20 days

	Completion of 3rd year of employment
	10 days
	15 days
	15 days
	20 days

	Completion of 5th year of employment
	15 days
	15 days
	15 days
	20 days

	Completion of 10th year of employment
	20 days 
	20 days
	20 days
	20 days



*As employees are promoted to different levels of management, their     

            vacation quota will increase in accordance with Company policy. 

Accumulation 

Accrued but unused vacation hours may be carried over into future years.   Accrued hours over 30 days (270 hours) will be cashed out at the end of every fiscal year and provided to you as a cash payment.  Therefore, you are only allowed to carry over a maximum of 30 days each fiscal year.
*In accordance with State and Local laws, upon termination of employment, if an employee has a negative vacation balance, he or she will be required to make repayment for the extra days taken.
Balances

Vacation balances are updated and included on Employee Self Service.  Employee Self Service can be located on the Amdocs Portal.  Please check here for your balance.
Cash PAYOUT

Accrued vacation hours may be requested in cash payouts once a month.  You must have a balance of at least 10 days after the cash out and you can only cash out 20 days per month maximum.  Cash out forms can be found on the HR Portal and must be received by the 15th of the month in order to receive the cash out for that month. 

Holidays During Vacation

If a paid holiday falls during an employee’s vacation, that day will not be deducted from an employee’s vacation time.

Scheduling

Vacation time must be requested in advance and approved by management.

WORK ON WEEKEND CREDIT
This credit is available to all employees in Bands 1-3 that are not receiving overtime (exempt status only).   The compensation for this plan is in the form of additional vacation hours.  When you qualify for the benefit (see below), the vacation hours will be automatically deposited into your vacation balance.   The compensation is given in the form of additional vacation hours and is subject to local regulations (there is no limit to the amount of compensatory vacation time you can accrue).  In order to receive the “Work on Weekends” credit, you MUST meet ALL of the following guidelines:

· Employees must report hours correctly in order to receive vacation credit for the hours that qualify for Work on Weekend credit

        Work the standard 45 hours in the week (standard 9 hours per day in Work Hours) – this does not include absence hours reported.  

        The Employee must be required to work a full day on Saturday (again, a standard 9 hour day).  

        The Employee must be required to work at least 2 hours on the 7th day (Sunday) to qualify for compensation. 

        Hours must be reported through work hours and approved by your manager before the month end close occurs.

        Once this minimum is attained (the first 3 bullets above), employees will receive one hour of compensatory vacation time for each hour worked on Sunday, up to a maximum of 9 hours, including the first two hours. 

HR will then run a report out of the WH system and apply all the rules from above to see who qualifies for the additional vacation and the credit will automatically be given.

Example 1:  Employee works five consecutive standard 9 hour day(s) and accumulates 45 hours for the week.  On Saturday, the employee logs 10 hours.  Then on Sunday, the employee comes in and works an additional 6 hours.  This is all entered into Work Hours and is approved by the employee’s manager.  In this example, the employee would receive an additional 6 hours of vacation.

Example 2:  Employee works five consecutive standard 9 hour day(s) and accumulates 45 hours for the week.  On Saturday, the employee logs 8 hours.  Then on Sunday, the employee comes in and works an additional 10 hours.  This was all entered into work hours and is approved by the employee’s manager.  In this example, the employee would not receive any vacation credit since (the employee) did not work the minimum on Saturday (9 hours required for Saturday).

It could take several weeks for the additional vacation time to be entered into the system depending on when you enter the time, when your manager approves the time and when HR runs the report.  Your patience is requested as we process the additional vacation.  Please contact your human resources representative with questions about this policy.
SPECIAL OCCASIONS




Marriage

5 Days




Birth of a Child
2 Days (Father)


Special occasion time must be requested in advance and approved by management.

SPECIAL EVENT GIFTS

Amdocs provides special event gifts for full-time employees to commemorate the occasion.




Birth/Adoption

$90



Marriage 


$125
COMPANY-SPONSORED EVENTS

Project Events

These project-centered events are held for employees of a given project to help integrate them by encouraging extracurricular activities together.  Planning for such events is the responsibility of project managers and employees.

ATTENDANCE AND LEAVE POLICIES
Amdocs is a dynamic Company operating in a rapidly changing environment.  Guidelines and procedures have been implemented to assist in defining the relationship between itself and the Company’s employees.  These guidelines are designed to facilitate new employee orientation at Amdocs and to help maintain standards. 

ATTENDANCE

Because your contribution is important to Amdocs, we expect that our employees attend work regularly and on-time. The normal work week consists of 45 hours (40 working hours and one non-working hour per day for lunch), Monday through Friday. Our general hours of operation are 8:00 a.m. to 5:00 p.m.  To meet your needs, you may come in up to one hour earlier or later of the operational times with prior approval by your manager.  It may be necessary for some employees to work at times outside of normal operation to meet customer or project needs.  If this is the case, your supervisor will notify you as far in advance as possible.

Please notify your supervisor of any unexpected tardiness, absence, or early departure as soon as possible. It is not in the best interest of the Company or you to be disciplined due to unexcused absences, late arrivals or early departures, but progressive disciplinary action will be taken if warranted.  Two consecutive days of absence without calling your supervisor will be considered job abandonment.  If you have any questions regarding this policy, please contact the Human Resources Department. 


ABSENCE DUE TO INCLEMENT WEATHER

In dangerous weather conditions, it may be unsafe for you to travel to work.  Amdocs requests employees to contact their supervisor if they are unable to get to work because of inclement weather.  If the office is unexpectedly closed due to weather or other conditions, the employee’s supervisor will notify his or her employees.  Paid absence due to inclement weather is only granted when the office is officially closed.

Timesheet Reporting

Employees are expected to submit an accurate accounting of working hours since the Company relies on those reports for assigning and billing customers appropriately for time spent on each project.  Employees are expected to submit a Work Hours Report weekly, using report codes listed on the Company’s Intranet site. Each employee totals and records his/her hours for the preceding week.

Employees are held accountable for reported working hours.  Altering, falsifying, or tampering with time records, or reporting time on another employee’s work hours report may result in disciplinary action, up to and including termination of employment.
SICK LEAVE

Full-time employees begin each year with fifteen (15) days for the use of illness or medical purposes.  

Within the 15 days of sick time, 6 days may be used to care for an immediate family member (spouse, parent or child) each year.   

PAID SPECIAL LEAVES

Bereavement Leave

If you experience a death in your family during your employment at Amdocs, we understand that you will need some time away from work.  Full-time employees who experience a death in their immediate family may take off up to five days with pay to handle family affairs and attend the funeral.  Immediate family includes the employee’s parents, parents-in-law (mother of spouse, father of spouse), spouse, children and siblings.  Employees may take up to three (3) days off with pay for the death of all other relatives, including but not limited to grandparents, aunts, uncles and in-laws. 

Jury Duty

Employees receive regular pay up to 2 weeks for any days spent serving on a jury or as a trial witness.  Managers may request a copy of the jury duty notice and employees may retain any checks received from the court.  Amdocs will also abide by any state or local laws pertaining to jury duty.  

Military Leave

Employees who leave their employment to perform military duties will be granted a military leave of absence in accordance with state and federal laws.  

Upon presentation of a copy of military orders, employees will be paid their regular salary for a period up to two weeks per year.  Employees who are called to active duty will be paid the difference between their military pay and regular Amdocs earnings for up to one year.

Employees granted a military leave will be reinstated if they satisfy all applicable legal requirements and reapply within the 90 days prescribed by law.  Benefit coverage will be provided in accordance with applicable legislation for up to eighteen (18) months.  Paid time off will not accrue while on leave.
LEAVES OF ABSENCE

FAMILY AND MEDICAL LEAVE

Amdocs complies with the requirements of the Family and Medical Leave Act of 1993, which allows eligible employees to take unpaid leaves of absence for up to 12 weeks per 12-month period.  For further details, please review Amdocs’ FMLA policy, which is at the end of this manual as “Attachment A.”
Family Leave Due to a Call to Active Duty—This benefit provides 12 weeks of FMLA leave due to a spouse, son, daughter or parent being on active duty or having been notified of an impending call or order to active duty in the Armed Forces.  Leave may be used for any “qualifying exigency” arising out of the servicemember’s current tour of active duty or because the servicemember is notified of an impending call to duty in support of a contingency operation.  

 

Caregiver Leave for an Injured Servicemember—This benefit provides 26 weeks of FMLA leave during a single 12-month period for a spouse, son, daughter, parent, or nearest blood relative caring for a recovering service member.  A recovering service member is defined as a member of the Armed Forces who suffered an injury or illness while on active-duty that may render the person unable to perform the duties of the member’s office, grade, rank or rating.

SHORT-TERM DISABILITY

Regular, full-time employees who work at least 30 hours per week are covered under the Amdocs short-term disability policy beginning the first day of employment.  

Short-term disability insurance provides employees with partial income replacement for up to 26 weeks if, due to injury or sickness, the employee is unable to perform his/her regular job and is under regular care of a physician.  If an employee becomes disabled and is unable to perform his/her normal job responsibilities, the employee must provide the plan administrator with written notice of illness or injury, including a doctor’s certificate stating the nature of the disability and the expected date of return to work.   

There is an elimination period of one (1) calendar day for injury related to an accident or seven (7) calendar days for illness (including pregnancy).

Amdocs requires employees returning from disability leave to provide a certification verifying ability to return to work.  Employees must provide certification from a physician before any work may be performed upon return.

Please refer to the General Information Binder for additional details or contact the Benefits Department at STLBenefits@Amdocs.com.  

LONG-TERM DISABILITY

Full-time employees who work at least 30 hours per week are covered under the Amdocs long-term disability policy beginning the first day of employment.  

If after 26 weeks of Short-Term disability an employee continues to be disabled and unable to perform his/her normal job responsibilities, the employee may be eligible for long-term disability.  The employee must provide the insurer with written notice of disability, including a doctor’s certificate stating the nature of the disability and the expected date of return to work.  

When an employee is able to return to work, he/she must bring a doctor’s certificate stating that he/she is medically able to return to their normal duties.  Amdocs may require a physical examination by a physician of its own choosing prior to the employee resuming their duties.

Please refer to the General Information Binder for additional details.

UNPAID PERSONAL LEAVE

Amdocs only considers unpaid personal leaves under exceptional circumstances and must be approved by the Vice-President of Human Resources and the employee’s Vice-President.  Leaves of absence include weekends and holidays. 

Paid time off, such as vacation time, will not accrue while on unpaid leave.  Vesting of stock options will be suspended while on an unpaid leave of absence for up to 4 months.  If an unpaid leave exceeds 4 months, all stock options will be cancelled.  
The employee is responsible for their portion of Company provided benefits during an unpaid leave.  Company contributions to 401(K) will also cease during the period of leave.
MAXIMUM DURATION OF LEAVE

In order to effectively take care of customer needs and ensure the efficient operations of the Company, Amdocs cannot retain employees whose leave exceeds 12 months, unless mandated by state law.  Accordingly, employees on leave for more than 12 months will be terminated, regardless of the reason or cause for the leave.  For those employees who have exceeded the 12-month period and who are on long-term disability leave, the Company’s decision to end the employee’s employment will not interfere with the employees’ long-term disability benefits.

FAIR TREATMENT POLICY

Amdocs is committed to providing a work environment, free of unlawful harassment and intimidation.  Discriminatory or harassing actions because of race, sex, color, age, religion, national origin, disability, or any other basis prohibited by applicable federal, state, or local law, or for any other unlawful reason, violate this policy.  Amdocs believes treating each other respectfully is essential to maintain a productive and conducive work environment.

With respect to sexual harassment, Amdocs’ intention is not to regulate employees’ personal morality, but rather, to ensure that in the workplace, no individual harasses another on the basis of sex.  Unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature are strictly prohibited and constitute harassment.  For example, sexual harassment occurs when:

· Submission to such conduct is made, either explicitly or implicitly, a term or condition of the individual’s employment.

· Submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individuals.

· Such conduct has the purpose or effect of unreasonably interfering with the individual’s work performance or creating an intimidating, hostile or offensive working environment.

Sexual harassment may occur not only as a result of conduct by supervisory personnel, but also due to conduct by fellow employees and, under some circumstances, conduct by customers, vendors, consultants, visitors and independent contractors.  Sexual harassment can take place in the office or in any work-related setting outside the workplace, such as during business trips, business meetings and business-related social events; the policy set forth in this statement applies with equal force to conduct in such settings.

Some specific examples of inappropriate conduct include:

· Offensive comments, jokes, innuendos, or other sexually oriented statements and/or emails

· Asking for dates or making sexual advances, where it is clear or becomes clear that the overture is unwelcome

· Displaying sexually offensive or obscene objects, pictures, calendars, magazines, cartoons, screen-savers, or posters

· Talking about or calling attention to an employee’s body or sexual characteristics, or intrusive questions or comments

· Slang names or other labels, found to be offensive

· Inappropriate physical conduct, such as unwanted touching, impeding or blocking another person’s movement, leering or sexual gestures

It is the responsibility of every supervisor to ensure that conduct (which violates this policy) does not occur in his/her department.  Amdocs encourages the reporting of all perceived incidents of discrimination, harassment and retaliation regardless of the offender’s identity or position.  Individuals who believe they have been subject to such conduct need to refer to the complaint procedure found at the end of this policy.

Employees receiving a report of a violation are required to contact the Human Resources Department for assistance.  The Company will investigate all claims and those persons found liable will be subject to disciplinary action, up to and including termination of employment.

Complaints will be treated confidentially to the extent reasonable and possible under the circumstances and consistent with the Company’s legal obligations.  No employee will be retaliated against for bringing a good faith report of discriminatory conduct.  Any employee who engages in or threatens retaliatory conduct against another employee will be subject to disciplinary action, up to and including termination.
COMPLAINT PROCEDURE

Where feasible, Amdocs encourages individuals who believe they are being subjected to improper conduct, or harassment on any basis, to promptly advise the alleged offender that his/her behavior is unwelcome and request the conduct be discontinued.  Should this be unsuccessful, or should an individual prefer to pursue the matter directly with management, the following procedure is in place.

1. If you are comfortable speaking to your immediate supervisor, then schedule a private meeting to discuss your concerns.  Your supervisor is required to contact a representative of the Human Resources Department.

2. If you would rather not speak to your immediate supervisor, then schedule a private meeting with your manager.  Your manager will contact the Human Resources Department and report the complaint.

3. If you would rather not involve your supervisor or manager, then you should contact a member of the Human Resources Department.

If for some reason you would rather not contact your manager or a member of the Human Resources Department, then you may contact Senior Management including the Vice President or Senior Counsel/Corporate of Amdocs, Inc.

Amdocs encourages prompt reporting of complaints or concerns to ensure rapid and constructive action can be taken before relationships become irreparably strained.  Therefore, while no fixed reporting has been established, early reporting and intervention have proven to be the most effective method of resolving actual or perceived incidents of harassment.

Amdocs will investigate any reported allegations of harassment, discrimination or retaliation.  The investigation may include individual interviews with the parties involved and, where necessary, with individuals who may have other relevant knowledge.  All reasonable efforts to maintain confidentiality throughout the investigation process will be used to the extent consistent with adequate investigation, appropriate corrective action and Amdocs’ legal obligations.  Amdocs will consult with the complaining employee at the conclusion of the investigation to review the resolution.  If the employee disagrees with the outcome of the investigation, he/she may appeal to the Human Resources Department.

Retaliation against an individual for reporting harassment or discrimination, or for participating in an investigation of a claim of harassment or discrimination, is a serious violation of this policy and, like harassment or discrimination itself, will be subject to disciplinary action.  Acts of retaliation should be reported immediately and will be promptly addressed.

Finally, these policies should not, and may not, be used as a basis for excluding or separating individuals of a particular gender, or any other protected characteristic, from participating in business or work-related social activities or discussions.  The law and policies of Amdocs prohibit disparate treatment on the basis of sex or any other protected characteristic, with regard to terms, conditions, privileges and perquisites of employment.  The prohibitions against harassment, discrimination and retaliation are intended to complement and further those policies, not to form the basis of an exception to them.

CORRECTIVE ACTION POLICY

PURPOSE
The purpose of this policy is to maintain an orderly, safe and efficient work environment. Amdocs on occasion might have to respond to and correct inappropriate employee behavior or conduct.  If corrective action becomes necessary, it is Amdocs’ intent to use corrective action to address a problem before it becomes more serious requiring further discipline up to and including separation of employment.

Generally, Amdocs does not assess disciplinary penalties against employees without conducting an investigation, which ordinarily includes an opportunity for employees to explain or defend their actions.    

Depending on the nature or severity of the issue, some or all of the following steps may be taken.  There is no requirement for all of these steps to be taken, nor is there a required sequence for these steps.

COUNSELING
In most cases of misconduct or poor performance, an employee’s supervisor ordinarily meets with the employee to discuss the inappropriate behavior or performance problem, or to explain the workplace rules and standards.  This can take place at the time of occurrence or can be noted during the semi-annual review process.

ORAL WARNING
If the problem persists, the supervisor issues an oral warning to the employee.  This warning may describe the problem, specify the improvement that is expected, and advise the employee that more serious discipline will occur if the employee fails to correct the problem.

WRITTEN WARNING
The supervisor issues a written warning to the employee if the problem is not corrected within the specified time period.  The written warning describes the problem, specifies the improvement that is expected, and advises the employee that more serious discipline will occur if the employee fails to correct the problem.  A copy of the written warning is placed in the employee’s official personnel file.

DISCHARGE
The last step in corrective action is discharge.

SEPARATIONS

Since employment at Amdocs depends upon mutual agreement, either the employee or Amdocs may terminate employment at any time, for any reason.  If an employee decides to leave Amdocs, it is asked that he/she give at least two weeks written notice prior to the date of departure so that an orderly transition can be made.  The separation process includes returning Company property, completing required forms, and having an exit interview.  

TERMINATION PROCESS

It is recommended that an employee who is leaving the company:

· Relinquish their position in an appropriate manner giving a minimum of two (2) weeks notice to their manager 

· Receive instructions from their manager and/or the Human Resources Department pertaining to termination process in the Company and its various departments

· Check status of outstanding debts

· Return Company property to the Project Manager

· Exit interview with Human Resources representative

TERMINATION PAYMENTS

Vacation pay, which has been accrued but unused, will be issued together with the last salary upon settlement of accounts.    There is no payment for unused sick time.

EMPLOYMENT REFERENCE CHECK

All requests for references must be directed to the Human Resources Department.  No manager, supervisor, or employee is authorized to release references for current or former employees.

The Human Resources Department will respond to reference check inquiries.  Responses to such inquiries will confirm dates of employment and position(s) held.

If an employee authorizes disclosure in writing, Amdocs will also provide information on the amount of salary or wage the employee last earned to the requesting entity.
GENERAL POLICIES

EMPLOYMENT OF RELATIVES

Relatives of present employees may be hired at Amdocs provided they do not report to the same supervisor.  

For purposes of this policy, a relative is defined as follows: spouse, parent, child, grandparent, grandchild, mother-in-law, father-in-law, son-in-law, daughter-in-law, sibling, brother-in-law, sister-in-law, uncle/aunt, niece/nephew, and cousin.  Also, for the above-stated relationships, any step- or half-relative would be included as a relative.

In no instance will Amdocs allow a promotion, transfer, or hire that would create a supervisory situation with the possibility of nepotism (favoritism shown to another due to the supervisor’s relationship to a relative reporting to him/her).  Present employees who become married to other employees who work in the same project/department will be permitted to remain in their current jobs.  However, when, in a husband/wife relationship, one is in a direct supervisory position or is promoted to a direct supervisory position, they will elect who should be transferred.  Amdocs cannot guarantee continued employment to both newly married employees when one supervises the other.

DRESS AND APPEARANCE

All employees of Amdocs have a direct impact on the image of the Company.  Amdocs has established a reputation of professionalism and expects its employees to reinforce it.  One of the key aspects of professionalism is how we dress and present ourselves.  As the majority of our business is actually performed within the client’s offices, presenting the right image is of paramount importance.  

To address this, Amdocs has developed a dress code, which recognizes the fact that the degree of client contact, the nature of the work, the location and safety issues all influence what constitutes proper business attire. For those employees who are at client sites, proper dress will be dictated principally by clients’ practices as well as this policy.  When in question, the more restrictive practice shall prevail. 

For most of our staff, (unless otherwise directed by a Vice President) in the Development Center and Headquarters, employees are expected Monday through Thursday to dress in “business casual” attire.  This means for men: casual pants, casual shirts, and loafers. Of course, suits and ties are appropriate, as well.   For women, the following are appropriate:  suits, blouses, skirts, dress pants, and business-type dresses as well as casual pants and blouses.  On Fridays, as long as the employee does not have direct contact with a customer or vendor, employees may dress casually. This includes: casual shirts, T-shirts, clean, hole-free jeans and clean tennis shoes.

In all cases apparel must be designed in styles and fabrics inoffensive and appropriate for business.  Clothing must also be neat and clean. 

Personal grooming is also critical.  Hair should be clean, combed, and neatly trimmed or arranged. 

APPAREL TO AVOID

Tank tops, sheer clothing, tight or revealing garments; work boots, slippers, flip-flops, shirts with “graphics or text” that may be interpreted as offensive, unprofessional or not business-like by customers or fellow employees.

All employees should use their best judgment.  However, if you have a question regarding this dress code or a specific item of clothing, your immediate supervisor or the Human Resources Department should be contacted. 

RADIOS AND CD PLAYERS

Radios and CD Players are permissible, however, respect for the surrounding employees must be considered.

PARKING

Free parking is provided at work locations when possible.  However, if there is no free parking available, Amdocs does not reimburse employees for parking expenses.  
BUSINESS TRAVEL ARRANGEMENTS

At Amdocs, it may be necessary for employees to travel for business purposes.  In order to request to travel on behalf of the Company, it is necessary to fill out a Travel Request form.

Amdocs covers most business expenses for employees: hotel, car and meals.  Although we would like your travel to be comfortable and enjoyable, please keep business travel expenses minimal.  The Travel Department will process air, hotel and car reservations. Please contact the Travel Department for more information. 

SMOKING 

Amdocs recognizes the need of its employees to work in an environment free of tobacco smoke.  Amdocs also respects the rights of employees who choose to smoke, as long as the smoking does not  interfere with the rights of other workers.

For reasons of safety, public relations, and other concerns, smoking is prohibited inside Company facilities.  

Those employees who choose to smoke may do so in designated outside areas and must keep their smoking breaks to a minimum.

TELEPHONE USE

Company telephones are to be used for business purposes in serving the interests of our customers and in the course of normal Company operations.  Calls should be answered promptly and courteously.  

On occasion, personal calls may be necessary, but should be limited to emergencies or essential personal business. 

SOLICITATION

Because employees cannot efficiently work with outside distractions, solicitation by employees is prohibited while either the employee doing the soliciting or the employee being solicited is on working time.  Working time is the time employees are expected to perform work—it does not include proper break periods, meal times, etc.  Any solicitation on Amdocs’ premises must align with the company’s policies and values.  The company reserves the right to prohibit any solicitation that it determines to be inappropriate.
If any person, whether an employee, customer, or other person, attempts to solicit an employee for any reason, please report it immediately to management or to the Human Resources Department.

OUTSIDE EMPLOYMENT

We expect that our employees treat their employment at Amdocs as their primary responsibility. Any outside employment work schedule should not conflict with their work at Amdocs.  Further, employment with a competitor of Amdocs or employment that creates a conflict of interest is strictly prohibited.  Please review the Conflict of Interest policy for further information.

PERSONNEL RECORDS

To ensure that employees receive prompt information, it is important that you notify Amdocs of any changes in personal data as soon as possible.  Such changes include, personal mailing addresses, telephone numbers, number of dependents, names of dependents, individuals to be contacted in case of emergency, tax withholdings, insurance beneficiaries, educational accomplishments and other such status changes. To change this information, please contact the Human Resources Department.

ALCOHOL AND DRUG POLICY

In view of the Company’s desire and obligation to maintain a safe, efficient and desirable working environment, Amdocs will not tolerate the sale, possession, distribution, use, or being under the influence of alcohol, marijuana, narcotics, or non‑prescribed, behavior‑modifying or hallucinogenic substances by any employee  while on the job.  Use of prescribed drugs will be allowed only when taken in accordance with your physician’s prescription, and where such use will not adversely affect your ability to perform the functions of your job.  A violation of the Company's policy may result in immediate disciplinary action, including dismissal. 
When there is reasonable suspicion of drug or alcohol use which impacts an employee’s performance or behavior on the job, the Company reserves the right to require the employee to be tested for drug or alcohol consumption, and to consent to having the results of the test and or examination released to Amdocs.  
If necessary Amdocs will require drug testing in compliance with customer demands or requests.   Positive drug tests can result in immediate termination of employment.
If you are charged with a drug-related criminal offense committed on Amdocs property or while conducting Amdocs business, you must report the incident to your manager within five days of such event.
Reasonable suspicion of drug or alcohol use on the job may be based on factors such as absenteeism and other attendance problems, poor work performance or erratic behavior on the job.  Reasonable suspicion may also be based on the physical appearance of an employee at work. 
If an employee who is required to submit to a drug or alcohol test refuses to see or be examined by a physician, to submit to a drug test, to authorize release of a report from the physician or to undergo rehabilitation or medical treatment, the employee will be subject to dismissal.  In addition the employee will be subject to immediate discipline, including but not limited to dismissal, for the misconduct and nonperformance on the job.
An employee’s conviction on a charge of illegal sale or possession of any controlled substance while off Company property will not be tolerated because such conduct, even though off duty, reflects adversely on the Company.  In addition, the Company must keep people who sell or possess controlled substances off the Company’s premises in order to maintain a safe working environment. 
WORK RELATED ACCIDENTS AND INJURIES

Amdocs strives to provide a safe working environment for all employees.  No one will be required to work in any unsafe manner. Safety is every employee's responsibility, and employees must work as a team to do everything reasonable and necessary to keep the Company a safe place to work.

Employees who suffer work-related injuries or illnesses on the job must report them immediately to their supervisors.  Amdocs will arrange transportation of injured or sick employees to a physician or hospital.

All employees are covered by Amdocs’ workers’ compensation insurance for any work-related injury or illness sustained during the course of employment with Amdocs.  Benefits help pay for medical treatment and part of any income you may lose while recovering. 

The law, depending on the circumstances of each case, prescribes specific benefits.  To be assured of receiving maximum coverage, work-related accidents must be reported immediately to the Human Resources Department, so that a claim may be filed in a timely manner.

Following treatment for injury or illness, an employee must:

· Complete a workers compensation report as required (found in the Human Resources Department).

· Keep medical appointments as scheduled.

· Return to work when cleared by a physician.  Returning employees must provide certification from a physician indicating they will be able to work satisfactorily and safely.

No matter how insignificant an injury may seem when it occurs, notify the Human Resources Department immediately.

For an absence lasting less than the applicable State waiting period, pay during time off while under a physician’s care is treated as regular pay.  It is not charged against sick leave pay.

If an absence relating to an on-the-job injury or illness extends for longer than the applicable State waiting period, workers’ compensation benefits are available from Amdocs’ workers’ compensation insurance Company.

An employee’s workers’ compensation insurance income benefits will be offset by his/her short-term and long-term disability benefits.

WORKPLACE SECURITY AND ANTI-VIOLENCE POLICY

Amdocs is committed to providing a safe, violence‑free workplace and strictly prohibits employees, consultants, customers, visitors or anyone else on Company premises or engaging in a Company‑related activity from behaving in a violent or threatening manner. In connection with this policy, the Company seeks to prevent workplace violence before it begins and reserves the right to deal with behavior that suggests a propensity towards violence even prior to the occurrence of any violent behavior.

All reports of workplace violence will be taken seriously and will be investigated thoroughly and in a timely manner.  In cases where it is determined that an employee has violated this policy by threatening another individual with violence or engaging in violent behavior, Amdocs will determine the appropriate corrective action.  If the Company determines that a threat of violence was made or could be reasonably perceived or actual violence occurred, disciplinary action will be imposed, up to and including immediate termination. In situations where it is found appropriate to do so, an individual who violates this policy may be required to obtain counseling or other available assistance to protect the safety of others and/or of property.
ST. LOUIS BUILDING SECURITY

To protect all employees, visitors and information, Amdocs provides building access cards for all employees in the St. Louis Development Center.  These cards are used to enter the building at all times including after hours and on weekends.

These access cards should never be used by anyone other than the cardholder.

If a building access card is lost or stolen, please contact the receptionist for assistance.

Main Lobby Door (ST. lOUIS-TIMBERLAKE)

This entrance is available for use at all times.  It is to be used by all visitors and may be used by employees.  This entrance is equipped with magnetic sensors and may be used to enter the building at any time seven days a week.   Whelan Security provides security personnel who patrol the complex from 5:00 p.m. to 8:00 a.m. and all day Saturday and Sunday. 

2nd Floor Lobby Door (ST. LOUIS-TIMBERLAKE)

This entrance is available for use at all times.  It is used by vendors and may be used by employees.

Employees are required to wear their identification badge and visitors must alert the main lobby receptionist when entering the building.  

Visitors are not to proceed beyond the lobby area unless authorized by the receptionist or accompanied by an Amdocs employee.

Be aware of persons loitering for no apparent reason (e.g., in parking areas, walkways, entrances/exits and service areas). Report any suspicious persons or activities to management or the local police.  Secure your desk at the end of day or when called away from your work area for an extended length of time. Do not leave valuable and/or personal articles in or around your workstation that may be accessible. If you do elect to lock your desk, provide a key to your supervisor in case of an emergency.

OTHER LOCATIONS

This procedure may vary at some sites, depending on business and client practices.

EMERGENCY PROCEDURES

If an employee or a visitor becomes ill or has an accident in the building, the employee’s supervisor or anyone in the Human Resources Department should be notified.

In the event of an emergency, please follow the guidelines below:

CALL 911


Provide the following information:


Identify the injured individual.


Provide the address and building location of the emergency.


Provide any details available about the accident or illness.

Do not move injured or ill persons unless it is necessary to avoid further injury.

Reassure the accident victim or ill person that emergency assistance is on the way. 

If possible, have someone meet the emergency unit at the entrance to guide them to the location of the injury/illness.

Emergency personnel and/or victim will make the decision regarding additional emergency aid required. 

FIRE EVACUATION

When the fire alarm sounds you will either calmly proceed to the nearest stairwell and evacuate the building or stay where you are until more information is given as to the location of the fire.  All stairwell doors will automatically unlock and the elevators will automatically go to the first floor.  Please use the stairs, not the elevators.

The Fire Department will be signaled by the central alarm system by telephone.  Management will not disengage any alarm until it has been determined by the Fire Department that there is no emergency.

Please listen to specific directions and do not disregard any alarm thinking it may be a false alarm.  It is very important to pay attention to every alarm because it could be a warning of a real fire.

If there is a false alarm, building management will notify you.

TORNADO PROCEDURE

Management will try to keep aware of current weather conditions as much as possible.  If there is a tornado warning, we encourage you to move away from the perimeter of the building or where flying glass may potentially cause damage.

In the event of a pending tornado, move toward the building core.

EARTHQUAKE PROCEDURE

There is very little advance notice of an earthquake.  Please remain calm and do not panic.  During the initial earthquake, crouch under a heavy table or desk away from perimeter walls and windows.  Remain where you are until you are advised to proceed to the nearest stairwell and evacuate the building.

During evacuation, hold onto the banister.  After-shocks can occur for an extended period of time.  Use the stairwells – Never use the elevators.    Once outside, proceed to the nearest open area.  Do not re-enter the building until you are told to do so.

AIR TRAVEL SAFETY AND SECURITY

Due to the public nature of commercial airlines and airports, it is important to make a conscious effort to take reasonable precautions in protecting oneself and personal property.  The following pre-flight and in-flight guidelines from the United States Department of State are provided below to reinforce personal security awareness. 

Travel Itinerary

Do not publicize travel plans. Limit that knowledge to those who need to know.  Leave a full travel itinerary with hotel and business phone numbers with the office and a family member or friend.

Passport

Ensure the passport is valid and visa is current for the country of destination.  Make photocopies of the passport, airline ticket, visa, and other important documents that will be used during travel.  Retain copies for travel and provide a copy to someone at home.  This makes it easier to replace identification documents should misfortune occur.

Visas

Ensure the visa is valid and correct for the country of destination.  Some countries are sensitive to which visa is obtained.

Medical

Carry on the plane any prescription medication, as well as an extra set of eyeglasses or contact lenses.  Retain an inoculation record updated with any country-specific inoculations.  (This information is available from the embassy or consulate.)

Miscellaneous

Do research on the country of destination.  Carry only the documents required.  Take only the credit cards that will be used on the trip.  If a rental car is required, check if an international drivers permit is required for the destination country.

Local Import Restrictions

Request from the embassy of the visiting country a copy of any list or pamphlet describing customs restrictions or banned materials.

Luggage

Sensitive or proprietary information should not be placed in luggage.   Ensure luggage is tagged with covered tags that project open observation.  Each piece of luggage should contain the name and address of the traveler.  Ensure all pieces of luggage are locked or secured.

CONFIDENTIALITY

Everyone shares the responsibility of protecting confidential and/or proprietary information, computer systems, and software relating to both the Company and its customers.  At the time of employment, every individual signs a written agreement documenting these issues.

Amdocs considers certain information, such as Company financial data, sales information, new product development plans and programs, policies and procedures, manuals, etc. to be proprietary and not for release outside the Company.

During the course of employment, employees will be working with Amdocs customers, customer lists, business systems, future plans, R&D data, and other information that is considered confidential. 

Maintaining this confidentiality is important to our competitive position in the industry, and ultimately to our ability to achieve financial success and provide employment stability.  Protect this information by safeguarding it when in use, filing it properly when not in use and discussing only with those who have a legitimate business need to know.

The materials, products, designs, plans, ideas and data of Amdocs are the property of the employer and should never be given to an outside firm or individual except through normal channels and with appropriate authorization.  This also includes safe-guarding any documents (including computer records and magnetic media) on which information is recorded.

Any improper transfer of material or disclosure of information constitutes unacceptable conduct.  Any employee who participates in such a practice will be subject to disciplinary action, up to and including discharge from employment and legal action.

All employees are required to execute an agreement to protect the Company’s confidential information and that confidential information which is provided to the Company by our customers.

ETHICS HOTLINE

Amdocs offers a theft and fraud hotline to help prevent unethical behavior and ensure a safe work environment for all its’ employees.  This hotline is not intended to be a substitute for speaking directly with management, but rather is to be used as a secondary resource should an employee wish to report an incident but prefer to remain anonymous.  Examples of such behavior include but are not limited to theft, conflicts of interest, embezzlement, and fraudulent activity.   

For additional information on the Company’s ethical guidelines, please refer to the Code of Business Conduct policy.     

SECURITY

Lock away all documents holding confidential information.  Maintain a “Clean Desk” policy for the prevention of inadvertent dissemination of confidential information.  Keep keys in a guarded place (yours or your colleague’s in case of an emergency). Guests and visitors need to be escorted when they arrive. Be sure not to leave documents uncovered during the visit.  The employee ought to make sure that documents are not being left in the facsimile, photocopying machine and printer.

Lock portable computers in a cabinet or drawer at the end of the working day.  Mark diskettes and keep them in a locked cabinet or drawer.

Shred all unnecessary material in a shredder.

You will receive a personal computer account and password.  The password is confidential and not transferable to another. Should your password be made known to another, it should immediately be replaced.

Entry into any and all Amdocs systems, including network systems, by individuals not specifically authorized (by group or personally) or attempts to circumvent the protective mechanisms of any Amdocs system are prohibited.  A deliberate attempt to damage systems, software or intellectual property of others is also prohibited.

Dispatch confidential letters to colleagues in a private addressed envelope only, making sure it is not left behind at the end of the work day.

Wear an employee badge: site employees working at an Amdocs building are equipped with a magnetic card, which is an identification badge. 

Badges should be worn consistently throughout the hours spent in the work place.

In case of an extraordinary event or any problem pertaining to safety and security, persons in charge should be immediately informed.

ELECTRONIC MAIL AND INTERNET USAGE

Amdocs E-mail Policy

It is Amdocs’ policy that the E-mail system, like other Company assets such as voice mail, be used solely for the benefit of the Company.  Use of the E-mail system to violate other Company policies is prohibited and may lead to disciplinary action, up to and including termination.

The Company allows its employees to make limited personal use of the electronic mail systems in the Company, subject to following conditions:

· It is prohibited to send information pertaining to the Company and/or its customers outside the Company, without approval of authorized manager.

· It is prohibited to send attached files of any sort, excluding text of Word and/or Excel files.
· It is prohibited to send large mail articles (maximum of 20-30 lines).
· It is prohibited to send chain letters.
· It is prohibited to send jokes or other comments that may be discriminatory, harassing or offensive to others.

· It is prohibited to send material that defames an individual, Company or business or discloses personal information.

· Solicitations and mass personal e-mails are prohibited.

· It is prohibited to send emails of an inappropriate or sexual nature.

Access to E-Mail

Please note that all e-mails received and sent from Amdocs computers are considered Company documents.  They are not private and may be read by employees or outsiders under certain circumstances. The Company reserves the right to track usage of Company resources at its own discretion, including electronic mail and Intranet, and to take measures as it deems necessary in the event of unauthorized use. Additionally, employees should be aware that even though messages may be deleted from the E-mail system, a record of it may remain in the computer system. The Company can check, save or delete any messages an employee sends or receives for any reason.  Though an employee may choose to use the email system for personal reasons, no email message should be treated as private correspondence.

AMDOCS INTERNET POLICY

Usage of Internet resources in the Company network is intended for work purposes only.  It is prohibited to access websites of an inappropriate or sexual nature.  The Company reserves the right to track Internet usage, and to take measures as it deems necessary to monitor Internet usage.
CONFLICT OF INTEREST

An Amdocs employee’s primary duty is to act at all times in the best interest of the Company to the best of his/her ability and with the highest standards of ethics.  Employees are expected to avoid situations that create actual or potential conflicts between personal interests and the interests of Amdocs.

An actual or potential conflict of interest occurs when one is in a position to influence a decision that may result in a personal gain as a result of Amdocs’ business dealings.  Personal, economic or romantic involvement with an Amdocs’ competitor, supplier or customer, which could impair one’s ability to exercise good judgment on behalf of Amdocs, creates an actual or potential conflict of interest.

 To avoid conflicts of interest, the following guidelines should be reviewed.

In respect to vendors, suppliers, customers, independent contractors or competitors of Amdocs, no employee should:

· Loan or borrow money;

· Sell or purchase capital stock;

· Accept any gift having a value of over $100;

· Accept purely social entertainment sponsored by suppliers;

· Accept personal reimbursement for travel and hotel expenses, speaker’s fees or honoraria for addresses or papers given before customer audiences, or consulting advice that he/she may give;

· Request or accept personal services;

· Participate in contests.

If an employee is involved in any of the types of relationships or situations described in this policy, the employee should immediately and fully disclose the relevant circumstances to management or Human Resources for a determination as to whether a potential or actual conflict exists.  If an actual or potential conflict is determined, Amdocs may take corrective action as it deems appropriate.  Failure to disclose relevant facts constitutes grounds for disciplinary action up to and including dismissal.
Please direct any questions regarding this policy to the Human Resources Department.
CUSTOMER SITE CODE OF ETHICS

While working at a customer site representing Amdocs, it is critical that you not only act with regard to Amdocs' Code of Ethics but also within the parameters of the customers' codes of ethics.

Amdocs customers have individual policies regarding employee use of their networks, the Internet, and their hardware, software, and equipment. It is critical that you familiarize yourself with your customers' policies in these areas.

Although these ethical codes vary, most customers have specific rules regarding Internet access for work-related activities only. While we acknowledge that you may be using the Internet for what may be perceived as non-work related activities, such as reading the newspaper, you must respect the boundaries of the client.

IN CLOSING

Amdocs welcomes you to the team.  We are counting on you to become a positive contributor to our organization and hope you see the Company as a place where you can build a career. 

Understanding the contents of this manual and understanding our corporate philosophy, policies and procedures will enable us to improve and grow together.

Welcome to Amdocs.

ATTACHMENT A:  FAMILY AND MEDICAL LEAVE POLICY

In accordance with the Family and Medical Leave Act of 1993, unpaid leaves of absence for up to 12 weeks per 12-month period may be requested by eligible full-time and part-time employees.  Leave is available for:  (1) the birth of an employee’s child and/or to care for the child during the first 12 months after childbirth; (2) the placement of a child with the employee for adoption or foster care; (3) to provide the necessary care for the employee’s spouse, parent or child who has a serious health condition; or (4) if the employee has a serious health condition which makes him/her unable to perform the functions of the job.

In order to be eligible an employee (1) must have worked for Amdocs for at least twelve (12) months, (2) must have worked at least 1,250 hours during the 12 month period immediately before the commencement of leave, and (3) must work at a Company facility that employs at least fifty (50) employees at that facility or within seventy-five (75) miles of that facility.  Other full-time regular and part-time regular employees who have less than one year of service and/or who have not worked a minimum of 1,250 hours during the twelve (12) month period prior to their leave should refer to the Company’s sick leave, medical leave, and unpaid personal leave policies.

Leave Entitlement

Eligible employees are entitled to leave for up to twelve (12) weeks in a rolling twelve (12) month period.  Leave will only be available to the extent the employee has not used more than twelve (12) weeks FMLA leave during the twelve (12) months preceding the date the requested leave is first used.  Leave taken for childbirth, newborn care, adoption, or foster care placement must be taken in consecutive weeks within twelve (12) months after the birth or placement.  In addition, spouses who are both employed by the Company may only take a combined total of twelve (12) weeks of leave for childbirth, newborn care, placement of a child through adoption or foster care, or care of a parent with a serious medical condition.

Intermittent or reduced leave will be calculated on an hourly basis.  Information necessary to substantiate the need for intermittent or reduced leave schedules must be provided upon request.  If intermittent or reduced leave is taken, the employee may be transferred to an alternative position better suited to the employee’s schedule.  This position will have equivalent pay and benefits.

Employees are required to use, and apply toward leave: all accrued, unused paid leave, which qualifies for the reason the leave is sought.  This includes vacation days and sick leave.  Paid time used will be counted toward the employee’s twelve (12) week allotment.  Once such paid benefits are exhausted, the balance of the leave will be without pay.  This means that employees cannot save paid leave for a later date.
Although an employee may not substitute paid leave while receiving workers’ compensation benefits, time spent on workers’ compensation may be counted toward the employee’s twelve (12) week FMLA allotment.

Employees requesting leave (including intermittent or reduced schedule leave) must make a reasonable effort to schedule treatments so they are not unduly disruptive to the Company.

Notice Requirements

If the need for FMLA leave is foreseeable, the employee must provide the Company with not less than thirty (30) days notice.  If the need for the leave is an emergency and not foreseeable, the employee must give the Company notice as soon as practicable (ordinarily within one or two working days of the emergency or when the employee becomes aware of the need for the leave).  All such requests should be submitted in writing to Human Resources with an explanation of the reason(s) for the leave.  In appropriate cases, however, the Company will designate leave as FMLA qualifying even if not so designated by the person making the request.  The employee will receive notice of this designation.  In addition, the Company reserves the right to deny a leave request that does not qualify under the FMLA.

Medical Reports or Certifications

The Company may require the employee to supply appropriate medical certification to support the employee’s request for leave, in a timely manner, usually within fifteen (15) calendar days of the request.  The cost of this certification is the responsibility of the employee, subject to any insurance coverage.  In certain cases, a second opinion may be required at the Company’s expense, and if there is a conflict between the two opinions, a third opinion (also paid for by the Company) is binding.  The employee is entitled to copies of the second and third opinions on request.  In addition, the Company may require the employee to obtain subsequent recertification on a reasonable basis, but usually not more than every thirty (30) days.  The Company may also request periodic reports of the employee’s status and the employee’s intent to return to work.

At the end of the employee’s leave, the employee will be required to provide appropriate medical certification indicating the employee’s ability to return to work and perform the essential functions of the employee’s position with or without reasonable accommodation.  Failure to provide any of the certifications required may result in denial of the employee’s leave or reinstatement privileges.

Amdocs has the right to verify and validate the reason given to obtain a leave of absence or extension of a leave of absence.  Falsification of the reason for the leave of absence or extension thereof, is grounds for discharge.  

Return from Leave/Reinstatement
As discussed above, to return from leave for a serious health condition, employees will be required to provide the appropriate medical certification of the employees’ ability to return to work relevant to the condition causing the leave.  At least two (2) business days notice of intent to return to work from a leave must be given.  If a need to reduce or extend the original leave request arises due to changed circumstances, the employee must advise us of this within two (2) business days after this becomes known.

Upon return from a leave, employees will be returned to the same or equivalent position with the same pay, benefits and working conditions.  Job and/or position assignments may change as a result of changing business needs of Amdocs in the interim.  An exception to reinstatement applies to key salaried employees.  Amdocs will notify an employee at the time of a leave request if the employee is a key employee.  Also, an exception to this provision may apply if business circumstances have changed (e.g., if the employee’s position is no longer available due to job elimination).

In addition, employees on a leave extension who have exhausted their FMLA leave are not guaranteed reinstatement, however Amdocs will endeavor to place employees in their position or a position comparable in status and pay, subject to budgetary restrictions, the Company’s need to fill vacancies and its ability to find qualified temporary replacements.

An employee who fails to return to work at the end of his/her leave shall be deemed to have voluntarily resigned from the Company.  In addition, if an employee accepts or performs any other employment in violation of the Company’s policy while on leave, the employee will be considered to have voluntarily resigned.

If an employee requires leave in excess of the 12 weeks allowed under FMLA, the employee must request additional leave under Amdocs’ Leave of Absence policy.  Amdocs shall have sole discretion in deciding whether the additional leave will be granted.

Benefits

Employees must arrange to pay their share of the health insurance premiums (if any) during the period of the unpaid leave if they wish to continue insurance coverage.  Failure to pay the required costs will result in the cancellation of insurance.  In the event of cancellation, reinstatement to the plan upon returning to work may have extensive restrictions depending on specific conditions or terms of the plan.  Taking a leave will not result in the loss of any employment benefits accrued before the date that the leave started, but employees will not receive paid holidays or accrue any vacation or personal days [hours] while on unpaid leave.  Unpaid time spent on leave of absence will not be considered as time worked for any purpose.  However, paid leave required to be used will be considered time worked for the purposes of benefits accrual.  All other benefits, such as pension, 401(k), life insurance, and short and long-term disability will be governed in accordance with the terms of each benefit plan, if applicable.
ATTACHMENT B:  ADDITIONAL POLICIES FOR CALIFORNIA EMPLOYEES
California Family/Medical Leave Policy

State and federal family and medical leave laws provide up to 12 workweeks of unpaid family/medical leave within a 12-month period, under the following conditions:

· The employee has worked at least 1,250 hours during the previous 12-month period before the need for leave; and

· The employee is employed at a work site where there are 50 or more employees within a 75 mile radius.

Leave may be taken for one or more of the following reasons:

· The birth of the employee’s child, or placement of a child with the employee for adoption or foster care;

· To care for the employee’s spouse, registered domestic partner, child, or parent who has a serious health condition; or

· For a serious health condition that makes the employee unable to perform his or her job.

For purposes of calculating the 12-month period during which 12 weeks of leave may be taken, Amdocs (the Company) looks at the twelve months prior to the employee’s request for medical leave.  

Under most circumstances, leave under federal and state law will run at the same time and the eligible employee will be entitled to a total of 12 weeks of family and medical leave in the designated 12-month period.

However, leave because of the employee’s disability for pregnancy, childbirth or related medical condition is not counted as time used under California law (the California Family Rights Act).  Time off because of pregnancy disability, childbirth or related medical condition does count as family and medical leave under federal law (the Family and Medical Leave Act).  Employees who take time off for pregnancy disability and who are eligible for family and medical leave will also be placed on family and medical leave that runs at the same time as their pregnancy disability leave.  Once the pregnant employee is no longer disabled, she may apply for leave under the California Family Rights Act, for purposes of baby bonding.

Any leave taken for the birth, adoption, or foster care placement of a child does not have to be taken in one continuous period of time.  California Family Rights Act leave taken for the birth or placement of a child will be granted in minimum amounts of two weeks.  However, the Company will grant a request for a California Family Rights Act leave (for birth/placement of a child) of less than two weeks’ duration on any two occasions.  Any leave taken must be concluded within one year of the birth or placement of the child with the employee.

The following procedures shall apply when an employee requests family leave:

Please contact Human Resources or your Manager as soon as you realize the need for family/medical leave.

If the leave is based on the expected birth, placement for adoption or foster care, or planned medical treatment for a serious health condition of the employee or a family member, the employee must notify the Company at least 30 days before leave is to begin.  The employee must consult with his or her supervisor regarding scheduling of any planned medical treatment or supervision in order to minimize disruption to the operations of the Company.  Any such scheduling is subject to the approval of the health care provider of the employee or the health care provider of the employee’s child, parent, or spouse.

If the employee cannot provide 30 days’ notice, the Company must be informed as soon as is practical.

If the Family and Medical Leave Act/California Family Rights Act request is made because of the employee’s own serious health condition, the Company may require, at its expense, a second opinion from a health care provider that the Company chooses.  The health care provider designated to give a second opinion will not be one who is employed on a regular basis by the Company.

If the second opinion differs from the first opinion, the Company may require, at its expense, the employee to obtain the opinion of a third health care provider designated or approved jointly by the employer and the employee.  The opinion of the third health care provider shall be considered final and binding on the Company and the employee.

The Company requires the employee to provide certification within 15 days of any request for family and medical leave under state and federal law, unless it is not practicable to do so.  The Company may require recertification from the health care provider if additional leave is required.

If the leave is needed to care for a sick child, spouse, or parent, the employee must provide a certification from the health care provider stating:

· Date of commencement of the serious health condition;

· Probable duration of the condition;

· Estimated amount of time for care by the health care provider; and

· Confirmation that the serious health condition warrants the participation of the employee.

When both parents are employed by the Company, and request simultaneous leave for the birth or placement for adoption or foster care of a child, the Company will not grant more than a total of 12 workweeks family/medical leave for this reason.

If an employee cites his/her own serious health condition as a reason for leave, the employee must provide a certification from the health care provider stating:

· Date of commencement of the serious health condition;

· Probable duration of the condition; and

· Inability of the employee to work at all or perform any one or more of the essential functions of his/her position because of the serious health condition.

The Company will require certification by the employee’s health care provider that the employee is fit to return to his/her job.

Failure to provide certification by the health care provider of the employee’s fitness to return to work will result in denial of reinstatement for the employee until the certificate is obtained.

An employee taking family medical leave will be allowed to continue participating in any health and welfare benefit plans in which he/she was enrolled before the first day of the leave (for a maximum of 12 workweeks) at the level and under the conditions of coverage as if the employee had continued in employment for the duration of such leave.  The Company will continue to make the same premium contribution as if the employee had continued working.  The continued participation in health benefits begins on the date leave first begins under Family and Medical Leave Act (e.g., for pregnancy disability leaves) or under the Family and Medical Leave Act/California Family Rights Act (e.g., for all other family care and medical leaves).  In some instances, the Company may recover from an employee premiums paid to maintain health coverage if the employee fails to return to work following family/medical leave.

Employees on family/medical leave who are not eligible for continued paid coverage may continue their group health insurance coverage through the Company by making monthly payments to the Company for the amount of the applicable premium.  Employees should contact their Human Resources for further information.

· Payment is due by the last day of the month.

 Paid leave will be substituted for unpaid leave in the following circumstances:

· Sick leave is required to be used during Family and Medical Leave Act/California Family Rights Act leave for the employee’s own serious health condition, or to attend to the illness of a child, parent, or spouse of the employee; sick leave must also be used during any PDL leave; or

· Vacation is required to be used for any family/medical leave qualifying event, except leave that is also pregnancy disability leave.

Under most circumstances, upon return from family/medical leave, an employee will be reinstated to his or her original job or to an equivalent job with equivalent pay, benefits, and other employment terms and conditions.  However, an employee has no greater right to reinstatement than if he/she had been continuously employed rather than on leave.  For example, if an employee on family/medical leave would have been laid off had he/she not gone on leave, or if the employee’s job is eliminated during the leave and no equivalent or comparable job is available, then the employee would not be entitled to reinstatement.  In addition, an employee’s use of family/medical leave will not result in the loss of any employment benefit that the employee earned before using family/medical leave.

Carryover

Leave granted under any of the reasons provided by state and federal law will be counted as family/medical leave and will be considered as part of the 12-workweek entitlement in a 12-month period.  The 12-month period is measured forward from the date any employee’s first Family and Medical Leave Act leave begins.  Successive 12-month periods commence on the date of an employee’s first use of such leave after the preceding 12-month period has ended.  No carryover of unused leave from one 12-month period to the next 12-month period is permitted.

Kin Care

Employees may use up to one-half of their yearly sick leave to attend to a child, parent, spouse, domestic partner, or domestic partner’s child who is ill.  

For purposes of sick leave use, a “child” is defined as a biological, foster, or adopted child; stepchild; or a legal ward.  A “child” also may be someone for whom you have accepted the duties and responsibilities of raising, even if he or she is not your legal child.

A “parent” is your biological, foster, or adoptive parent; stepparent; or legal guardian.

A “spouse” is your legal spouse according to the laws of California, which do not recognize “common law” spouses (a union that has not been certified by a civil or religious ceremony).  All conditions and restrictions placed on an employee’s use of sick leave apply also to sick leave used for care of a child, parent, or spouse.

A “domestic partner” is another adult with whom you have chosen to share your life in an intimate and committed relationship of mutual caring, and with whom you have filed a Declaration of Domestic Partnership with the Secretary of State.

A “domestic partner’s child” is the biological, foster, or adopted child; stepchild; or legal ward of your domestic partner.  A “domestic partner’s child” also may be someone for whom your domestic partner has accepted the duties and responsibilities of raising, even if he or she is not your domestic partner’s legal child.

Required Use of Paid Sick Leave Before Unpaid Leave

You are required to take unused paid sick leave before taking unpaid leave.  

If you are absent for a reason that qualifies you for Paid Family Leave (PFL) payments, and you have not yet accrued or have no vacation available, you are required to use any accrued and unused sick leave during the 7-day waiting period before PFL benefits begin.  You must exhaust all paid sick leave before taking any unpaid absences.

PFL benefits do not replace all of your usual wages.  Your PFL benefits may be supplemented with any unused sick leave.  You must communicate to Human Resources your request to supplement PFL with sick leave.  If you have no sick leave, or once you exhaust your sick leave, accrued and unused vacation will be used to supplement your PFL benefits.

Employees who are absent because of their own disability may be eligible for State Disability Insurance (SDI) benefits.  SDI payments do not begin until after you have been absent from work for 7 calendar days.  If you have sick leave available, sick leave will be used for the first 7 days, before SDI payments begin.  If you have no sick leave available, any accrued vacation will be used during this waiting period.

SDI benefits do not replace all of your usual wages.  Your SDI benefits will be supplemented with any and unused sick leave, unless you are approved for STD.  If you have no sick leave, or once you exhaust your sick leave, accrued and unused vacation will be used to supplement your SDI benefits.

ATTACHMENT C:  NOTICE OF PRIVACY PRACTICES (HIPAA)
amdocs, INC.

NOTICE OF PRIVACY PRACTICES

This Notice Describes How Medical Information About You May Be Used and Disclosed and How You Can Get Access To This Information.  Please Review It Carefully.

The Health Insurance Portability and Accountability Act of 1996 and the regulations thereunder (“HIPAA”) require a health plan to notify participants about its privacy policies and procedures with respect to participants’ health information.  This document is intended to satisfy HIPAA’s notice requirement.

This notice is effective as of April 14, 2003.  If you have any questions about this notice, please contact the Benefits Analyst as follows:

Benefits Analyst

Amdocs, Inc.

1390 Timberlake Manor Parkway

Chesterfield, MO 63017-6041

314-212-8376

Amdocs, Inc. and its Affiliates (the “Company”) maintain the Amdocs, Inc. Medical Plan and the Health Care Spending Account program under the Amdocs, Inc. Flexible Benefits Plan (individually and collectively referred to as the “Plan” and the “Plans” throughout this notice).  The Plans may share enrollment information with the Company, and may provide summary health information to the Company for Plan design purposes.

In addition, the Plans have authorized certain employees of the Company to have access to your health information (referred to as “employees with access”), so that they may perform certain administrative functions for the Plans.  These administrative functions—treatment, payment, and health care operations—are described below.  Employees with access also may use and disclose your health information for other purposes, which are outlined in this notice.

Third party “business associates” that perform various services for the Plans also may have access to your health information.  However, the Plans’ business associates have agreed to safeguard your health information in accordance with HIPAA.

This notice will tell you about the ways in which employees with access to your health information and the Plans’ business associates may use and disclose such information.  It also describes the Plans’ obligations and your rights regarding the use and disclosure of your health information.

The Plans are required by HIPAA to:

make sure that  your health information is kept private;

give you this notice of the Plans’ legal duties and privacy practices with respect to your health information; and follow the terms of the notice that is currently in effect.

The Plans also are required to designate a Privacy Officer who is responsible for the development and implementation of the Plans’ Privacy Policies and Procedures.  The Plans have designated the Director of Compensation & Benefits as the Privacy Officer.  The Privacy Officer may be contacted as follows:

Director of Compensation & Benefits

Amdocs, Inc.

1390 Timberlake Manor Parkway

Chesterfield, MO 63017-6041

314-212-8388

How Employees With Access and Business Associates

May Use and Disclose Your Health Information

The following categories describe different ways in which employees with access and the Plans’ business associates are permitted or required to use and disclose your health information.  Not every use or disclosure in a category will be listed.

For Treatment.  Employees with access and business associates may use and disclose your health information to facilitate medical treatment or services by health care providers.  For example, if you are unable to provide your medical history as the result of an accident, a business associate may advise an emergency room physician about the types of prescription drugs you currently take.

For Payment.  Employees with access and business associates may use and disclose your health information to make coverage determinations and payment in accordance with the terms of the Plan (this includes billing, claims management, subrogation, reviews for medical necessity and appropriateness of care, utilization review and preauthorization).  For example, a business associate may tell your health care provider whether you are eligible for Plan coverage.  Also, your health information may be shared with another health plan to coordinate benefit payments.

For Health Care Operations.  Employees with access and business associates may use and disclose your health information to enable the Plan to operate or to operate more efficiently.  This includes: conducting quality assessment and improvement activities, submitting claims for stop-loss coverage, determining employee contributions, conducting or arranging for medical review, legal services, and audit services, disease management, case management, planning and development and general Plan administrative activities.  For example, the Plan may use your claims information to refer you to a disease management program, project future benefit costs, or audit the accuracy of its claims processing functions.  In addition, the Plan may contact you to provide you information about treatment alternatives or other health-related benefits that may be of interest to you.

Other Permitted Uses and Disclosures.  

The Plan may be required by law to disclose your health information.

The Plan will make your health information available to you, and to the Secretary of the Department of Health and Human Services for purposes of HIPAA enforcement.

Your health information may be disclosed to a public health agency.  This may include disclosing your health information to report certain diseases, death, abuse, neglect or domestic violence or reporting information to the Food and Drug Administration, if you experience an adverse reaction from any of the drugs, supplies or equipment that are involved in your care.

Your health information may be disclosed to government agencies so they can monitor, investigate, inspect, discipline or license those who work in the health care system or for government benefit programs.

Your health information may be disclosed as authorized by law to comply with workers’ compensation laws.

Your health information may be disclosed in the course of a judicial or administrative proceeding, in response to an order of a court or administrative tribunal (to the extent such disclosure is expressly authorized); and in response to a subpoena, discovery request, or other lawful process, but only if efforts have been made to tell you about the request or to obtain an order protecting the information requested.

Your health information may be disclosed to law enforcement officials to report or prevent a crime, locate or identify a suspect, fugitive or material witness or assist a victim of a crime.

Your health information may be used or disclosed to avert a serious threat to health or safety if the use or disclosure is necessary to prevent a serious and imminent threat to the health or safety of a person or to the public, and is disclosed to a person who is reasonably able to prevent or lessen the threat, including the target of the threat.

Your health information may be used or disclosed for limited research purposes, provided that a waiver of the authorization required by HIPAA has been approved by an appropriate privacy board.

If you are a member of the armed forces, the Plan may disclose your health information as required by military command authorities or to evaluate your eligibility for veteran’s benefits.  The Plan also may disclose health information about foreign military personnel to the appropriate foreign military authority.

Your health information may be disclosed to coroners, health examiners and funeral directors so that they can carry out their duties or for purposes of identification or determining cause of death.

Your health information may be disclosed to people involved with obtaining, storing or transplanting organs, eyes or tissue of cadavers for donation purposes.

The Plan may disclose your health information to authorized federal officials for intelligence, counterintelligence, and other national security activities authorized by law.

If you are an inmate of a correctional institution or under the custody of a law enforcement official, the Plan may release your health information to the correctional institution or law enforcement official.

Your health information may be disclosed to your spouse, a family member or a close personal friend if the health information is directly relevant to your spouse’s, family member’s or close personal friend’s involvement with payment related to your health care.

Pursuant to an Authorization.  For uses and disclosures of your health information beyond the uses and disclosures described above, the Plan is required to obtain your written authorization.  You may revoke an authorization at any time.

Your Rights With Respect to Your Health Information

You have the following rights with respect to your health information:

Right to Inspect and Copy.  You have the right to inspect and copy your coverage, payment and claims record and other health information used by the Plan to make benefit determinations about you.  To inspect and copy such information, you must submit your request in writing to the Benefits Analyst.  If you request a copy of the information, we may charge a fee for the costs of copying, mailing or other supplies associated with your request.

The Plan may deny your request to inspect and copy in certain very limited circumstances.  If you are denied access to your health information, you may file a complaint regarding the denial.

Right to Amend.  You have the right to request that the Plan amend your coverage, payment and claims record and other health information used by the Plan to make benefit determinations about you.  You have the right to request an amendment for as long as the information is maintained by or for the Plan.

To request an amendment, you must submit your request in writing to the Benefits Analyst.  In addition, you must provide a reason that supports your request.

If your request is denied in whole or in part, the Plan will provide you with a written denial that explains the basis for the denial.  You may then submit a written statement disagreeing with the denial and have that statement included with any future disclosure of your health information.

Right to an Accounting of Disclosures.  You have the right to request an “accounting” of the Plan’s disclosures of your health information during a time period which may be no longer than six years prior to the date of your request.  There are exceptions to the types of disclosures for which the Plan is required to account.  For example, the Plan is not required to give you an accounting of disclosures of your health information for purposes of treatment, payment or health care operations, and is not required to account for disclosures made prior to April 14, 2003.

To request an accounting of disclosures, you must submit your request in writing to the Benefits Analyst.  Your request should indicate in what form you want the accounting (for example, paper or electronic).  The first accounting you request within a 12 month period will be free.  For additional accountings, the Plan may charge you for the costs of providing the accounting.  We will notify you of the cost involved and you may choose to withdraw or modify your request at that time before any costs are incurred.

Right to Request Restrictions.  You have the right to request a restriction on the health information that the Plan may use or disclose about you for treatment, payment or health care operations, or that the Plan may disclose to your spouse, a family member or a close personal friend who is involved with payment related to your health care.

We are not required to agree to your request.

Requests for restrictions must be made in writing to the Benefits Analyst.  In your request, you must provide: (1) what information you want to restrict; (2) whether you want to restrict use, disclosure or both; and (3) to whom you want the restrictions to apply.

Right to Request Confidential Communications.  You have the right to request that the Plan communicate with you in a certain way or at a certain location, such as only at work or by mail.

Requests for confidential communications must be made in writing to the Benefits Analyst.  The Plan will  attempt to honor all reasonable requests.  Your request must specify how or where you wish to be contacted.

Right to a Paper Copy of This Notice.  You have the right to a paper copy of this notice.  You may ask us to give you a copy of this notice at any time.

You also may obtain a copy of this notice on the Amdocs, Inc. intranet at: http://kmstl1/sites/human_resources/usa/.

Changes to This Notice

The Plan reserves the right to change the terms of this notice.  The Plan reserves the right to make the revised notice effective with respect to all of your health information already maintained by the Plan, as well as any of your health information maintained by the Plan in the future.  In the event of a material change to the notice, a revised version of the notice will be provided by mail.

Complaints

If you believe your privacy rights have been violated, you may file a complaint with the Plan or with the Secretary of the Department of Health and Human Services.  To file a complaint with the Plan, contact the Benefits Analyst.  All complaints must be submitted in writing.

You will not be retaliated against for filing a complaint.

Pregnancy Disability Leave Policy

Pregnancy, childbirth, or related medical conditions will be treated like any other disability, and an employee on leave will be eligible for temporary disability benefits in the same amount and degree as any other employee on leave.

Any female employee planning to take pregnancy disability leave should advise the personnel department as early as possible.  The individual should make an appointment with Human Resources to discuss the following conditions:

· Employees who need to take pregnancy disability must inform Amdocs when a leave is expected to begin and how long it will likely last.  If the need for a leave or transfer is foreseeable, employees must provide notification at least 30 days before the pregnancy disability leave or transfer is to begin.  Employees must consult with Human Resources and your Manager regarding the scheduling of any planned medical treatment or supervision in order to minimize disruption to the operations of the Company.  Any such scheduling is subject to the approval of the employee’s health care provider.  If 30 days’ advance notice is not possible, notice must be given as soon as practical;

· Upon the request of an employee and recommendation of the employee’s physician, the employee’s work assignment may be changed if necessary to protect the health and safety of the employee and her child;

· Requests for transfers of job duties will be reasonably accommodated if the job and security rights of others are not breached;

· Temporary transfers due to health considerations will be granted when possible.  However, the transferred employee will receive the pay that accompanies the job, as is the case with any other temporary transfer due to temporary health reasons;

· Pregnancy leave usually begins when ordered by the employee’s physician.  The employee must provide the Company with a certification from a health care provider.  The certification indicating disability should contain:

· The date on which the employee became disabled due to pregnancy;

· The probable duration of the period or periods of disability; and

· A statement that, due to the disability, the employee is unable to perform one or more of the essential functions of her position without undue risk to herself, the successful completion of her pregnancy, or to other persons.

· Leave returns will be allowed only when the employee’s physician sends a release;

· An employee will be required to use sick time (if otherwise eligible to take the time) during a pregnancy disability leave.  An employee will be allowed to use accrued vacation time during a pregnancy disability leave; and

· Duration of the leave will be determined by the advice of the employee’s physician, but employees disabled by pregnancy may take up to four months.  Part-time employees are entitled to leave on a pro rata basis.  The four months of leave includes any period of time for actual disability caused by the employee’s pregnancy, childbirth, or related medical condition.  This includes leave for severe morning sickness and for prenatal care.

Leave does not need to be taken in one continuous period of time and may be taken intermittently, as needed.

Leave may be taken in increments of one hour.

Under most circumstances, upon submission of a medical certification that an employee is able to return to work from a pregnancy disability leave, an employee will be reinstated to her same position held at the time the leave began or to an equivalent position, if available.  An employee returning from a pregnancy disability leave has no greater right to reinstatement than if the employee had been continuously employed.
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