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1.
1.
Purpose

The purpose of this procedure is to define Company policy on the subject of home leave and the processes required to realize this entitlement.

2.
Applicability

This procedure applies to all Amdocs group employees.

3.
Implementation

The Human Resource Department is responsible for implementing the procedure and updating it.

4.
Definitions

4.1
Home leave
-
Leave in the country of origin to which an employee who relocated to a foreign company is entitled (subject to his terms of employment).

4.2
Relocation
-
Relocation of an employee to another country for the purpose of residence and work in a foreign company.

4.3
Country of Origin
-
The country in which the employee was employed and from which he relocated.

4.4
Foreign Company
-
The company with which the employee is associated during the relocation period and in which he is employed.

4.5
Site
-
The site of employment situated in a foreign country to which the employee relocated.  This site works in subordination to the foreign company.

	Persons Accompanying the Employee
	- All the family members (first relation) accompanying the employee during the relocation period.


4.6


5.
Reference Documents

5.1
Travel Abroad - Business Travel - Procedure No. 06-01-01.
5.2
Travel - Employee Relocation to a Foreign Company - Procedure No. 06-04-01.

6.
Policy

6.1
In accordance with Company policy, any employee relocated to a foreign company is entitled to go on home leave to the country of origin, together with the family members accompanying him, at the expense of the employing company, i.e., the foreign company.

6.2
It is important to emphasize that when both members of couple are company employees, home leave will be granted to only one member of the couple.

6.3
The length of home leave in the country of origin is approx 10 working days, which are offset against annual leave. 

6.4
If the employee wishes to take more leave days than the number mentioned above, he will be obliged to give notification to that effect when arranging the home leave and to obtain the authorization of a senior manager.

6.5
The home leave, with the exception of authorized work days during the period of leave, will be offset from the employee’s annual leave allowance.

6.6
The home-leave journey taken by the employee and family members accompanying him will be implemented via an approved flight route only.   An exceptional route requires the approval of the Global Security and Safety Manager. To preclude all doubt – a flight following an unsafe route will not be approved even if the employee requests such (to integrate it into a private trip). The Travel Department is responsible for defining safe flight paths after consulting with the Global Security and Safety Manager.

6.7
As a rule, the company does not expect employees to work during home leave in their country of origin. They will be required to work only in exceptional cases, and subject to the approval of a VP and the manager of the divisional Human Resources department. In such cases the employee will receive a per-diem and a car, only for the days he or she actually works. These expenses will be covered by the relevant project.

7.
Entitlement to home leave

7.1

An employee who has transferred to a foreign company is entitled home leave in the country of origin, along with accompanying family members, at the expense of the foreign company.
7.2
The first home leave will be approved after a stay of 24 consecutive months at the site of employment, following which home leave will be approved once every 12 months, provided that at least one year of continuous work at the foreign company remains after the completion of the previous home leave.

Employees of the rank of Project Manager and above are entitled to their first home leave after a stay of 12 months.

7.3
The duration of the home leave is about 10 working days (which are which are offset against annual leave) in the country of origin, with the addition of the time of the direct flight, on an approved route, from the permanent place of residence at the destination site to the country of origin and back.
7.4
Home leave can only be utilized in the country of origin from which the employee left and in which his relatives reside. Home leave outside the country of origin will be considered to be an exception and requires the authorization of the division manager.

7.5
In exceptional cases only, and with the approval of the immediate VP and the HR Divisional Manager, when the employee is prevented from utilizing his or her entitlement to home leave, the possibility of flying an immediate relative or relatives to visit the employee will be considered. The cost of the flight for a family member or members may not exceed the cost of flying the employee and his or her family to the country of origin.

7.6
In cases in which the employee is continuing a second consecutive relocation, entitlement to home leave is consecutive and cumulative.


8.
Home leave arrangements

8.1
Employees may take home leave within a period of two months before or after the home leave date, with the approval of their direct manager and in accordance with the employee’s request and the Company’s business needs.

8.2
Employees will fill out a written home leave application form and submit it for approval by their direct supervisor (PM and above) two months in advance. The application form can be obtained from the Human Resources department in the foreign company.

8.3
The supervisor will check that the employee is entitled to home leave in accordance with Company policy (as defined in Section 7 above) and approve the application.

8.4
After approval of the application, the supervisor will update all relevant personnel in the site and in the Company that the employee is going on home leave.

8.5
Before the journey, the employee must check credit card expiry dates and ensure that he or she has a valid passport, driving license and a valid permit from the IDF (for people going to Israel). In addition, the employees must arrange health insurance and other relevant insurance cover. The subject of insurance should be arranged with the HR representative at the relevant HQ.

8.6
Flight arrangements for employees and their families will be at the responsibility of the Travel department and in accordance with the “Business travel “ procedure (see applicable documents, Section 5.1).

9.
Expenses During Home Leave
9.1
During home leave the employee is responsible for and must pay all expenses, such as accommodation, meals, travel to and from the airport, etc.

9.2
The employing company will pay for round trip flight tickets for the employee and persons accompanying him via an approved route to and from the country of origin,  based on I.A.T.A price-lists (10% cheaper than the original airline ticket).

9.3
The employing company will cover the expenses for the employee and persons accompanying him only during the flight, during stopovers on approved routes (which are not part of the leave) of more than 6 hours’ duration.  Coverage will include hotel, taxis, etc.

9.4
Taxes connected with the journey made by the employee and persons accompanying him will be paid by the company.

9.5.1 A child's ticket will be purchased for infants up to the age of two, providing them a seat and freight, in accordance with the “Employee Relocation to a Foreign Company” procedure (see applicable documents, Section 5.2).

10.
Appendices

10.1 None.
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