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Introductory Statement
The policies in this employee handbook apply to all employees working for, seconded to, or holding a primary contract of employment with Equant Egypt SAE. This handbook describes some of Equant expectations of employees, and is to be used as a reference and a guideline. Employees are expected to familiarize themselves with the content of this handbook and to comply with the necessary provisions therein, because they form part of each employee’s contract of employment. Nothing in this handbook is to be constructed as a guarantee of employment, or of any particular benefit.

The labor law and other related legislations in Egypt ultimately govern the general terms and conditions as set out in this document.

As may be necessary, Equant may add, change, delete, suspend, or discontinue any part or parts of the policies in this employee handbook at any time without prior notice as business, employment legislation, and economic conditions dictate. Notice of such modifications or changes will be posted on the Company intranet, Company bulletin boards, or distributed to all employees, and from the date of such notice, shall become part of the Company’s policies, and practices, and will be binding on employees.

The policies described in this handbook take effect immediately. It will supersede and replace all previous personnel policies, practices, guidelines, and may oral or written representations that have been previously made to you by any company (or any predecessor entity) employee. The only expectations to the above are express, written agreement between an individual employee and Equant that is signed by both the employee and an authorized agent of the Company.

Any alteration or modification of the policies in this handbook must be in writing signed by an authorized agent of the Company.

No statement nor promise by a supervisor, manager, nor department head, past or present, may be interpreted as a change in policy nor will it constitute an agreement with the employee.

Appropriate disciplinary action may be taken against any employee willfully violating policies contained in this document.

1. Welcome To Equant in Egypt 

Equant is a recognized industry leader in global communications services for multinational businesses.

Equant combines its network expertise - including unmatched seamless network reach in 220 countries and territories and local support in approximately 165 countries - with its expanded services capabilities to provide global, integrated and customized communication services to enable its customers' key business processes.
Equant serves thousands of the world's top companies, with the industry's most extensive portfolio of communications services and network solutions, including the market-leading IP VPN used by 1,000 global businesses today. Equant, a subsidiary of France Telecom, was named Best Global Carrier 2003 and Best Managed Service 2003 at the World Communication Awards and consistently leads industry surveys in corporate user satisfaction.
Our aim at Equant is to make our Company an exciting and rewarding place to work, a place where you can achieve your full potential both as an individual and as part of a team. We encourage every member of our staff to contribute to this growing success because, if you are successful, then the Company will be too. 

Yours sincerely,

John C. Kubisch

Dear Colleague,

On behalf of your fellow employees, I welcome you to Equant and wish you

every success here.

We believe each employee contributes directly to the Company’s growth and

success, and we hope you will take pride in being a member of our team.

This handbook was developed to indicate some of the expectations Equant has

of its employees and to outline the policies, programmes, and benefits

available to eligible employees. You should familiarise yourself with the

contents of this handbook as soon as possible; it will answer many questions

about employment with Equant.

No handbook can anticipate every circumstance or question about policy. As

the Company continues to grow the need may arise to change policies outlined

in the handbook. Equant therefore reserves the right to revise, supplement or

rescind any policies or portion of the handbook from time to time as it deems

appropriate in its sole discretion. You will, of course, be notified of such

changes as they occur.

We hope your experience here will be challenging, enjoyable, and rewarding.

Again, welcome!

Emad Sonbaty 

2.
Equant Ethical Business Conduct

2.1
Ethical Business Conduct 

The following Core Values and Principles guide every decision made at Equant. These are the shared beliefs that unite us on competitive excellence and ethical conduct in our daily business activities.

2.1.1
Integrity

Integrity is the foundation for everything that we do at Equant. Our quest for competitive excellence begins and ends with our unwavering adherence to ethical decision-making and business practices. Honest and ethical behavior is not only the best policy; it is Equant’s only policy.

2.1.2
 Customer Satisfaction

Equant is attentive to the needs and expectations of its customers. Providing our customers valuable, high quality products and services is essential to our success. We must never stop or compromise in our quest to satisfy and exceed our customer’s expectations, within the bounds of our Core Values and Principles.

2.1.3
Valued Employees

Equant believes in the loyalty, integrity, motivation, skills, accountability and sense of initiative of its employees. We recognize that our employees are Equant’s greatest strength and competitive advantage. Together, they create a valued community with a quality work environment that fosters fairness, empowerment, innovation, fulfillment, teamwork, respect, and recognition.

2.1.4
Quality and Results

We strive for excellence in all we do. In our dynamic and competitive environment, it is imperative that we share information, embrace change and always keep our goals in sight as we continually seek to improve our performance.

2.1.5
 Diverse and Global Team

The intrinsic diversity of our workforce and our ability to operate as a team across time, country borders, and cultures is a strength we not only value but leverage to optimize our effectiveness in the global marketplace. Together, our employees form a community in which each individual is treated with respect and dignity as the norm.

2.1.6
Corporate Citizenship

Respecting the cultures of the countries we work in and the communities we live in is a tenet of employment at Equant. In our capacity as employees and representatives of Equant, we must consider how our actions affect the credibility of the corporation as a whole and adhere not just to the letter but the spirit of standards, laws and regulations governing the conduct of our business.

2.2
Equant Standard Of Business Conduct

Equant subscribes wholeheartedly to the notion of healthy competition, which means playing fair, being honest, and winning on the strength of product and service quality. To guide in the ethical conduct of our business in the countries in which we operate, we recognize national and local government agencies in each country and comply with their relevant laws, rules and regulations, as appropriate. 

Equant expects its directors, officers and employees to display integrity, loyalty, professionalism and common sense in performing duties and tasks entrusted to them. The Company’s directors, officers and employees must never allow the influence of competition, or the desire to make a sale, to manipulate their conduct in any aspect of carrying out their responsibilities.

2.2.1
Competitive Information and Intelligence

All efforts to gather information about our competitors must be made fairly, ethically and in compliance with all applicable laws and regulations. Competitive information includes anything related to the business environment in which our competitors operate, including a competitor’s products, services, markets, pricing or business plans. Equant employees must never use improper means to gather competitive information and must never accept improperly obtained competitive information. Theft, illegal entry and electronic eavesdropping are clearly unacceptable mean of collecting competitive intelligence, as is obtaining proprietary information accidentally left in an unsecured place or medium. Misrepresentation, bribery, and solicitations of trade secrets from a competitor’s ex-employee are also unacceptable means of gaining competitive information.

2.2.2
Customer Negotiations

Our credibility with our customers depends on our ability to compete fairly and to fulfill our commitments. Employees involved in proposal and negotiation of contracts are responsible for ensuring that all statements, communications, and representations to customers are honest and accurate. We must not make promises or representations unless we are reasonably confident that we will be able to deliver on them.

2.2.3
Vendor Negotiations

Equant purchases products and services based solely on an assessment of the quality, price and reliability of a vendor’s product or services. This is the bedrock of our commitment to dealing fairly and honestly with suppliers, and it means that employees responsible for purchasing goods and services must conscientiously and consistently remain objective. As a result, directors and employees should never accept or solicit for themselves as individuals any benefit from a supplier that might compromise, or appear to comprise, Equant’s objective assessment of the supplier’s products or services.

2.2.4
Business Gifts and Courtesies

Gestures of goodwill and tokens of appreciations are often part of the rich and diverse business customs of countries in which Equant does business. However, giving and receiving gifts and entertainment can potentially influence – or appear to influence – our ability to make objective and fair business decisions and, moreover, may violate applicable laws.

Directors and employees may infrequently accept promotional items or a gift of modest value on behalf of Equant where the business courtesy is reasonable, clearly related to the conduct of business, and plays an important role in the culture. If the gift is of significant value, employees should share the gift with their department or forward such gift to the local Human Resources department. The Human Resources department should acknowledge such gifts in a proper response on behalf of the Company.  

Directors and employees may make modest gifts of promotional items in connection with conducting business. All such gifts must be properly reported on expense reports and departmental records. When offering gifts, Equant directors and employees should confirm with the intended recipient that the offer does not violate the business standards of the recipient’s company.

2.2.5
Business Entertainment

Generally speaking, it is acceptable for Equant employees to provide or accept meals, refreshments, and entertainment of reasonable value to support business activities, within the guidelines of the law and consistent with business goals. The meals, refreshments, and entertainment provided or accepted must never be of a type that would potentially embarrass Equant or offend or be dangerous to participants. For example, it is never appropriate to conduct business entertainment in an “adult entertainment” club or venue.

2.2.6
Bribes and Kickbacks

Each and every one of our business decisions must be above reproach and free from any appearance that the decision was made based on improper or illegal inducement. Under no circumstances should a bribe or kickback be accepted or made individually or on behalf of Equant, nor should a gift or gratuity received from another company influence a purchasing or business decision. This applies to Equant business and transactions everywhere, even where the practice is considered a way of doing business.

2.3
Conflicts of Interest 

Equant’s ability to honor its commitments and to live up to its ethical standards is directly dependent on the day-to-day actions of each employee. Playing favorites or having conflicts of interest – either in practice or appearance – runs counter to the fair treatment that every customer, employee, and vendor deserves. Directors and employees should avoid any relationship, influence or activity that might impair or even appear to impair their ability to make objective and fair decisions when performing their job. They should conduct themselves in a manner that avoids even the appearance of conflict between their personal interests and those of Equant.

Employees who are aware of the occurrence of unethical behavior should report the activity (even anonymously) to the Legal Department or to Human Resources in their region. The report will be handled promptly, discreetly, and professionally, and the conversation will be kept in confidence to the extent appropriate or permitted by policy or law. 

Employment by a competitor or potential competitor, as well as partial or full ownership of a company that is a competitor or supplier, clearly constitutes a conflict of interest. Employees who have questions about a potential conflict of interest in this area should contact their local Human Resources organization or the Legal Department.
2.4
Employment Practices
Equant is committed to treating its employees with dignity and respect. This is reflected in our work environment, where communication and teamwork are inherent and where all employees are respected, safe from harm, and treated fairly.

2.4.1
Equal Employment Opportunity and Professional Development

Equant is committed to a practice of fair and equitable hiring and promotion, as well as providing salaries and benefits that are competitive in the marketplace. Employees are also provided with and encouraged to take advantage of opportunities for continuing their professional development. We value each and every employee’s contributions and we seek to promote an environment where each individual can realize his or her professional potential.

2.4.2
Diversity

Diversity at Equant consists of two important components. First, respect for our differences in ethnicity, gender, culture, experience, perspective and talent is a fundamental value and is one that is inherent in our commitment to treat each other with respect and dignity. Second, we embrace the “business case” for diversity, which views diversity of perspective and background as critical to the creation of innovative ideas and the attainment of competitive excellence. Each of us is tasked with the responsibility to discover how our own skills and perspectives can support these values and to continually strive to improve our own communication and to work effectively in our diverse work environment.

2.4.3
Harassment, Discrimination or Retaliation

Equant does not tolerate harassment or discrimination based on race, ethnicity, gender, national origin, religion, age, sexual orientation, disability or other traits that have no bearing on performance. Nor does the Company tolerate retaliation against any employee who complains of improper harassment or discrimination. Complaints of harassment, discrimination, or retaliation will be handled promptly and thoroughly, and they will be handled confidentially as law and policy permit.

2.4.4
Privacy

 Equant respects employees’ privacy and meets the Company’s obligations regarding confidentiality of employee data. We develop, implement, maintain and audit privacy and data protection procedures and practices throughout our global operations to ensure compliance with applicable legislation.

2.4.5
Healthy Workplace

Equant is committed to operating a safe and healthy work environment. Each employee is responsible for compliance with environmental, health and safety laws and regulations for the country in which they work. Posted warnings and regulations should be observed and employees should be mindful of procedures in case of an emergency. In addition, employees should ensure that their individual work area is free and safe from hazards.

To further ensure a healthy and safe work environment, Equant will not tolerate the presence of any types of weapons, drugs, alcohol or any other such items that might create an unsafe workplace environment.

2.4.6
Grievance

The Company aims to help all individuals to resolve problems that affect their ability to carry out their job and that affect their well being. All complaints, grievances and disputes concerning matters arising out of employment with the Company will be settled in accordance with the following procedures developed to settle any problems fairly and promptly.

Any appeal against a disciplinary decision should be taken up in accordance with the Company’s Disciplinary/Performance Procedure. Any individual with a grievance should feel free to discuss it informally with their manager, Human Resources or any other person in the Company who they feel may be able to help. Every effort will be made to resolve the problem, using internal or external resources as necessary, working within the constraints imposed by the Company’s business. If this approach does not provide a solution or where a more formal discussion is appropriate, the formal procedure should be followed

Appeal Procedure:

If the employee is not satisfied with the outcome of the meetings and wishes to pursue the matter, a written appeal may be made against the decision to the Country Manager and the local HR manager. This should be done within 10 working days of receiving the written outcome from the HR. An appeal meeting will normally be held within 10 working days. The Country Manager together with the HR manager will then review all of the relevant facts in conjunction with anyone who has been involved and make a final decision.

All meetings held within the framework of the Company’s Grievance Procedure should be documented and placed on file. For further information, please refer to the HR department. 
2.4.7
Use of Computers and Information System

Employees have a responsibility to use the Company’s computers and information systems responsibly and professionally. A wide range of information systems are used to conduct business e.g. voice mail, electronic mail, the Internet, facsimile, and employees must ensure that Company information communicated or stored using these systems is protected so that confidentiality is maintained. Any employee who is found to have “caused a computer to perform any function with intent to secure access to any program or data held in any computer where the access the employee intends to secure is unauthorized and the employees knows at the time when calling the computer to perform would have violated the Company’s policies on the use of computer and information systems.

2.4.8
Code of Conduct 

Equant is committed at all times to undertaking its business dealings in a professional, responsible and ethical manner. The Company wholly relies upon its Employees’ integrity to ensure that they do not involve themselves or the Company in matters that could be detrimental to the Company or might, in any way, bring the Company into disrepute. Any employee who is in breach of any of the areas covered by the Business Conduct Policy will be subject to the Company’s Disciplinary/Performance Procedure.

2.4.9
Use of Company Resources and Property

All tools and equipment supplied to employees, including in particular computer equipment, telephones and e-mail facilities are the property of the Company and may only be used for the purpose of the business of the Company or any associated company. Employees should manage and utilize the Company’s assets and resources with a productive and cost-effective approach. Employees are prohibited from using Company funds, property, equipment, or other resources for personal benefit. In addition, employees are responsible for safeguarding Company resources under their control, including information. Any employee who is found to have used Company resources or property inappropriately will be subject to disciplinary action.

Any employee found in possession of Company property, which has not been allocated to them, will be subject to disciplinary action. Any Company property, which is to be removed from the workplace, should not be moved until the employee has obtained authorization from the relevant manager.

Any employee who is in possession of Company property is expected to exercise care in its use and in its protection from theft or damage, perform the required maintenance and follow all operating instructions, safety guidelines and standards. Any equipment, which is damaged, or defective should be immediately reported.

2.4.10
Patents and Copy Rights 

Subject to the provisions of the Copyright, Designs and Patents Act 1988, any employee who makes or discovers or participates in the discovery of any invention or improvement upon or addition to an invention which is applicable to the business for the time being carried on by the Company or by an associated company the same shall forthwith be communicated by the employee to the Company and shall be the absolute property of the Company and at the request and expense of the Company you shall supply all such information, data and drawings as may be required to enable the Company or any associated company to exploit such invention, improvement or addition to the best advantage and shall execute all such documents and do all such things as may be necessary or desirable for obtaining patent or similar protection for the same in such part or parts of the world as may be specified by the Company and for vesting the same in the Company or as it may direct.

2.4.11
Confidentiality 

Much of the Company’s work is of a strictly confidential nature. The Company’s business depends on ensuring that information relating both to the Company’s own business and systems and to those of its clients is protected. All employees are expected to protect such confidential information and in their actions to demonstrate their respect for the Company’s corporate values. Employees are therefore required to ensure that they protect the Company’s business very carefully, to ensure that they understand the significance of this Confidentiality clause and to do nothing to undermine the Company’s business. Any queries should be directed either to the appropriate Manager or to the Human Resources Department.

Employees must not at any time during their employment or at any time after its termination, divulge or communicate to any third party whatsoever or use for their own or other’s advantage any of the trade secrets, financial or trading information or other confidential information which may be created, developed, received or obtained in relation to the business, finance, dealings or affairs of the Company, or any associated companies, including any information regarding products, services, processes, projects or any of the same except insofar as it may be necessary for the employee to do any of the foregoing in the performance of their duties. 

For the avoidance of doubt, all designs and ideas created or developed by the employee howsoever during their employment will be the exclusive property of the Company, and any information thereto will constitute confidential information thereof. The obligations contained in this provision will not apply to:

* Any information or knowledge, which may subsequently come into the public domain other than  

   by way of unauthorized disclosure (whether by the employee or a third party);

* Any act of the employee in the proper performance of the duties of their employment;

* Where the Company has properly authorized such use or disclosure;

* Any information, which the employee is required to disclose in accordance with an order of  

   a Court of competent jurisdiction.

Employees have a responsibility to safeguard inside Company information and not trade Equant securities whilst in possession of inside Company information. Any breach of the Confidentiality clause will lead to disciplinary action. 

2.4.12
Financial Responsibility and Personal Conduct

The Company expects all employees to manage their personal financial affairs in a responsible and satisfactory manner, to avoid any risk of discrediting the employee, the Company or any associated Company. Employees are responsible for declaring all income and benefits for tax purposes through the Finance Department. Failure to adhere to the appropriate policies and legislation will be dealt with the Company’s Disciplinary/Performance Procedure.

2.4.13
Personal Property

Each employee is personally responsible for his or her own personal belongings whilst on the Company or client’s premises. The Company cannot accept liability for damage or loss to personal property. Any damage or loss of personal property should be reported to the immediate manager. Any employee who is found to have committed an act of theft against another employee will be subject to the Company’s Disciplinary/Performance

Procedure, in addition to any allegation the employee might be entitled to, under the Egyptian legislation.

2.4.14
Security Awareness 

Security awareness is a constant effort that requires employees to be alert and responsive, 365 days a year, 24 hours a day. By sharing Security information, Equant is creating a strong front line defense for preventing and minimizing the impact of security incidents from affecting our people and business. The impact of security incidents reaches far and wide, financially as well as emotionally. Everybody has a role in security. Every staff member should be familiar with the Security policies and procedures and read the Web based Security Awareness Program under I-learn.

2.4.15 Right of Search 

The Company reserves the right to carry out a personal search of a visitor or employee when entering or leaving any of the Company premises for reasons of security. This includes the search of any packages, containers, bags, vehicles etc. in their possession. Any search will take place to a necessary subject with a previous approval from the HR.

An unreasonable refusal by an employee to be searched may lead to disciplinary action.

2.4.16
Other Employment and Directorship 

Employees are prohibited from accepting or continuing any other paid or unpaid employment, including self-employment, or serve as a Director of, or under contract to, another organization whilst in the employment of the Company, unless prior written approval has been obtained from the Management.

In any instance where an employee has been granted written approval to engage in such employment, activities or functions, they must not use any of the facilities, property or services of the Company in connection therewith unless specific authority to do so has been obtained.

2.4.17
Equal Opportunity

Being a global organization, the Company is committed to providing equal opportunities in employment in accordance with the Equal Pay, Sex Discrimination, Race Relations and Disability Discrimination. It is the Company’s policy that all employees and applicants will receive fair employment opportunities and that there will be no discrimination between individuals on the grounds of race, religion, color, nationality, ethnic or national origin, gender, sexual orientation, marital status, responsibility for dependants, working hours, disability or age.

The Company is primarily responsible for providing equal opportunities in respect of establishing and maintaining employment policies, procedures and practices that ensure that discrimination does not take place. Managers are responsible for ensuring that all aspects of employment are free from discrimination. This includes but is not limited to: recruitment, transfers, promotions, training, pay and benefits, career development and performance reviews. All employees should ensure that they do not discriminate, either directly or indirectly, against applicants or colleagues, as they may be held personally liable for any acts of discrimination, which they have committed. Any claims of discrimination will be investigated by the Human Resources Department under the Grievance Procedure and will be treated confidentially. Any employee who is found to be in breach of the Equal Opportunities Policy will be subject to the Disciplinary / Performance Procedure.
2.5
Company Assets and Business Information

Proper use of Equant’s resources is every individual’s responsibility. Taking care to use and maintain the company’s assets with the utmost care and respect, directors and employees should protect proprietary information and guard against waste and abuse.

2.5.1
Financial Integrity

Equant’s financial books, records and statements shall properly document all assets and liabilities, and shall accurately reflect the Company’s transactions, from the smallest expense voucher to the most significant customer sale.

Expense management in all activities is expected. Employees should be cost-conscious and mindful of opportunities to improve performance while reducing costs. Employees also have a responsibility to protect the corporation’s assets and to promote efficient and ethical use of the assets.

2.5.2
Company Property 

Equant provides employees with the resources necessary to effectively perform their jobs. The Company intends that these resources, which include office supplies, computer equipment and accessories, software, and electronic communication systems, are to be used for company purposes only. Equant recognizes that occasional personal use of these resources may occur without adversely affecting the company’s interests; however prior approval from management is required for such use and the use must be in accordance with corporate policy. For more information please reference Equant’s Technology and Internet Usage Policy.
2.5.3
Proprietary Information 

Besides its people, Equant’s most important asset is its intellectual property. Inadvertent release of business or technical information to third parties should be strictly avoided. Directors and employees who have access to confidential or proprietary information must take every precaution to maintain its confidentiality. Everyone should be cautious when discussing company business in public or when transmitting material via electronic means (i.e. facsimile, e- mail, cellular phone, etc.) and should make sure that the means of transmission is safe and secure. In addition, confidential and proprietary information may not be reproduced or distributed without the Company’s permission. The receipt of sensitive, confidential, and even copyrighted business information from third parties also creates a responsibility for every employee.

Inappropriate handling of sensitive competitive information can lead to damaged relations. Reproducing or distributing copyrighted materials without permission is not only unethical, but is an illegal act that can impact both the individual and Equant.

2.5.4
Reciprocal Responsibilities

Equant can and should expect reciprocal ethical conduct from its customers, investors and suppliers. To ensure our stakeholders are involved in and understand our ethical standards, we need to communicate these standards clearly, in a timely fashion and in a spirit that promotes adherence to them. Doing so will inform these stakeholders that they will also be held accountable for their actions.

Employees of Equant will not have to tolerate unethical behavior from any outside influence and should report any unethical activities or behavior to their Human Resources representative, the Legal Department, or Internal Audit.

2.5.5
Community Involvement

Equant is committed to protecting the environment wherever it does business and it strives to control its use of energy and other natural resources and to take environmental concerns into consideration in all its business operations. We are also committed to making the communities in which we work a better place to live. Employees are encouraged to participate in community programs where appropriate.

3.
Policies and Procedures 

3.1
Recruitment Policy

The Company’s recruitment and selection process is managed through the Global Resourcing with HR assistance. The team aims to provide the company with employees who have appropriate skills, experience and knowledge at the required time and place in a cost effective manner and in doing so meet or exceed local best practice, customs and legislative requirements. For further details on the recruitment and selection process please contact the HR team.

3.1.1
Internal Recruitment

It is the Company’s policy to encourage employees to develop their skills, knowledge and experience by offering challenging career opportunities. Any employee who is interested in opportunities that may exist elsewhere in the Company should contact the HR team or refer to the Company’s Intranet, which should lead to appropriate internal opportunity postings. 

3.1.2
Employment of Relatives

The Company does not discourage the employment of relatives of existing employees. However, should the employment of a relative result in a direct working relationship where, for example, an employee would be responsible for a spouse’s salary review, management approval must be obtained prior to any recruitment taking place.

3.1.3
Employee Referral Scheme

The Company offers incentives to employees to introduce individuals known to them for consideration against available career opportunities. Details of any such individual should be sent to the local HR team.

3.2
Joining the Company

On joining the Company, an employee receives various documents including an Offer Letter, Contract of Employment and a copy of this Handbook. These documents form the legal basis of your employment by the Company, the Contract of Employment prevailing in the case of any conflicting terms. Upon an offer of employment, employees of Egyptian nationality must produce the following:

1. Personal Data Form (PDF)

2. New Hire Form (NHF)

3. Employment Consent Form  

4. Curriculum Vitae/ Resume

5. Eight recent photographs (passport size) 

6. Original Birth Certificate

7. Copy of Identity Card or Passport

8. Original Educational Certificates 

9. Release of Liability and service certificate from previous employers 

10. Criminal Record Sheet

11. Military Certificate for those below 40 years 

12. Labor Office registration slip

13. Social Insurance Form 6

14. Equant Data Protection (for managers and supervisors)

15. Employee Acknowledgment Form 

3.3
Modification and Variations to Terms and Conditions of Employment

The Company will continuously review its terms and conditions of employment. Any general changes to terms and conditions of employment are placed on HR Intranet. Any changes affecting individual employees, will be notified to each employee by letter giving notice in writing of such change.

 3.4
Definite Period Employment Contracts Renewal

Employees who are employed with Definite Period Employment Contracts (DPEC) will have to renew their contracts by express agreement with the Company before the expiry of its period.

Such employees will need to sign a new contract and Form 1 Social Security.

The Company reserves the right to take appropriate dismissal measures should the employee fail to meet the above. 

3.5
Salary

It is the Company’s policy to pay salaries commensurate with the roles and responsibilities of employees to ensure that salary levels are fair, equitable and Competitive. 

Salaries will be reviewed annually as necessary and in line with appropriate Compensation policies.

Any salary queries should be directed to the Human Resources, or Finance Department. 

3.5.1
Payment of Salary

Salaries are paid monthly in arrears according to financial operating scheduled and before the end of each month.  Each employee will be issued with an itemised pay slip each month detailing payments and deductions. Salary is normally transferred directly to the employee’s personal bank account as per the below point 3.5.2. The Finance Department should be supplied with banking details and informed of any changes in account details.

3.5.2
Procedures for Opening a Bank Account and Credit Card

The Company operates bank account and transactions at CITI bank, Cairo Egypt.

The Procedures of opening a new bank account is as follows:

1. The company will endeavor to open a personal bank account for each employee free of charge.

2. The bank will provide an ATM card to such employee free of charge.

3. Each employee will be eligible for five transactions monthly outside the CITI Bank ATM network without any extra charges (this facility enables an account holder to withdraw cash from any ATM in Egypt accepting CITI Bank cards).

4. Personal bank account statements will be available on-line through CITI Bank web site by logging-in with the pin code of your personal ATM card.

5. Any employee who requires information on opening a personal bank account, should contact the Finance Department.

6. The Company will provide a credit card to any employee who has a valid business requirement after fulfilling the probationary period. The credit card is personal and only business expenses will be claimed via the Company’s expenses system. Management approval is always required prior issuance. For further details and issuance procedures please contact the Finance Department.

3.5.3
Over Time

Employees shall in addition to their original wage be entitled to a wage for the overtime hours as shall be agreed upon in their employment contract. 

If employee works during the day of his rest, the employee shall be entitled to the equivalent of his wage for that day, and the employer shall grant him another day in lieu of that day of rest during the following week.

The above is managed under the terms and conditions of the Egyptian Labor Law 12/2003.

3.5.4
Shift Allowance

No shift payment will be made unless otherwise stated in an employee’s Hire Form/Compensation Change Form and authorized by the current management code owner.

3.5.5
Call Out Allowance 

No call out allowance will be paid unless as approved by the management code owner.

3.5.6
Bonus

The Company operates a discretionary bonus program. HR will supply eligible employees with full details as necessary.

3.5.7
Employee Banding 

The Company operates a structured employee banding system in which all employees are allocated to a broadband according to the role that they are performing. Employees are entitled to review such grading with managers following changes to the skills and requirements of positions.

Broadbanding is a structured framework in which employees can easily identify the place of their job within the organization. It also allows them to identify career development opportunities by outlining the skill requirements of other jobs within the organization.

In most cases, an employee’s benefits entitlement will be dependent on their broadbanding.

Further details on the Employee Broadbands are available from HR.

3.6
Business Card Policy

The head of Division or Corporate Function will decide and communicate as to what level of employees in their organization requires business cards. As a general principle, employees should only require business cards if they have roles that require them to have external contacts, meetings, and business transactions. The Business Card policy on the intranet provides additional information on this policy.  

3.7
Travel And Entertainment Policy 

The Travel and Entertainment Policy is listed on the Company’s intranet website, and is regularly updated. It is a responsibility of all employees to visit this website and read the policy to acquaint themselves with the latest information and update on travel and entertainment policy.  

The Company’s objective is to ensure that all employees travel in conditions that are cost effective, comfortable, professional, and safe while providing a work environment that will assist them in being productive in their jobs while being away from home base. 

The Company also expects its employees to be prudent with Company funds and to be cognizant of shareholder value when incurring business travel and entertainment expenses.
Travelers should consider all alternatives to travel and have sound justification for a requested trip prior to making travel arrangements. 

All Equant travelers are expected to demonstrate the highest degree of professional and business judgment in their business travel and expense dealings. Each traveler is expected to reduce business costs wherever possible, including the maximum use of teleconferencing and video conferencing facilities to avoid travel. 

Please refer to the details in the policy, and ensure compliance as ignorance of the policy will not be an excuse for any infringement.

3.8
Tax Consideration

Equant is responsible for deducting taxes from employees’ salaries according to the local law.

4.
Duties And Responsibilities

4.1
Place of Work 

The main place of work for each employee is stated in his or her Offer Letter. However, the Company reserves the right to expect employees to relocate offices as may be required. In addition, employees may be required from time to time in pursuance of their duties to work at or travel to (by air if necessary) other Company, Group or client offices based locally or globally.

4.2
 Hours of Work

The Company reserves the right to reorganise the working hours and the break periods, as the worker shall not be employed in actual labor for more than forty eight hours a week. The working hours shall include one hour break for meals and rest.

4.3
Holidays and Vacations 

The period of the annual leave shall be 21 working days with full pay for those spending one complete year in the service. The leave shall be increased from 21 days to 30 days once the employee has completed 10 years of service, or for employees over the age of fifty years. The holidays, the official occasions days off, and the weekly days off shall not be counted as part of the leave days unless stated.

If the employment service is less than one year, the employee shall be entitled to a leave in proportion to the period he has spent in work.

The manager shall determine the dates of the annual leave according to work conditions, and shall not interrupt the leave except for strong reasons related to work interest. In all cases, the employee shall obtain an annual leave of fifteen days, including at least six continuous days.

If it is established that the employee worked during the leave with another employer, this will lead to a Disciplinary Action.

4.3.1
 Public Holidays

In addition to the annual holiday entitlement, employees are entitled to full pay for all published statutory public holidays in Egypt (as stated in the labor law). Any additional holiday not included amongst the local public holidays must be taken as part of the annual holiday entitlement unless stated to the contrary by an official decree. The company may require the employee to attend to work on these days, if so necessitated by work conditions. In this case, the employee is entitled to double his wage for that day.

4.3.1
New Employees

In the first calendar year of employment, holiday entitlement is calculated on a pro rata basis from the date that employment commenced to the last day of that current leave year. Any existing holiday arrangements that are to be taken after commencing employment must be agreed in writing prior to joining the Company. Any unused holiday entitlement accrued during any unsuccessful probationary period will be paid pro-rata upon leaving the organization.

4.3.2
Official Holidays

New Year




(one day)

Coptic Christmas day     


(one day)                                 

Eve of 2nd Bairam  (Arafat)   


(one day)
          

Bairam Feast (Eid El Adha)                  
(two days) 

Hijri New Year                                          
(one day)

Prophet Mohamed’s Birthday                
(one day)

Sinai Liberation Day                            
(one day)

Labor Day                 



(one day)

Sham El-Nessim



(one day)

Revolution Day                                          
(one day)

Armed Forces Day
(one day)

1st Bairam (Eid El Fitr)


 (two day)

4.4
Leaves in the Company

4.4.1
Special Leave of Absence

There are certain circumstances when employees may wish to take additional leave of absence. Any requests for paid or unpaid leave should be discussed and approved by management and Human Resources in advance and should be requested and recorded using the Leave Record Form.
4.4.2
Medical Appointments

Reasonable paid time-off will be granted for visits to the doctor, dentist, hospital, etc. However, employee should arrange such appointments for a time causing least disruption to the department and Management should always be consulted in advance of booking any appointment. Appointment cards should be produced to HR upon request.

4.4.3
Compassionate Leave

The employee may abstain from work for a casual reason for a period not exceeding six days during the year, with a maximum of two days each time. The casual leave shall be counted as part of the annual leave determined for the employee.

4.4.4
Call for Military Service

Any ex-serving member of the Armed Forces who fulfilled/accomplished his duty military service may take additional paid leave when called to attend training. A certificate of attendance is mandatory upon his return.

4.4.5
Court Attendance

Any employee, who is requested to attend court for jury service or as a witness, must notify management immediately and a copy of the official notice should be passed to the Human Resources Department. In these circumstances, additional paid leave will be granted but any jurors allowance will be deducted from salary. In exceptional circumstances, a deferral of service may be requested.

4.4.6
Maternity Leave and Benefits

The Company operates a Maternity Leave and Benefits Policy. Any female employee having spent ten months or more in the service, shall have the right to a maternity leave of ninety days, with a compensation equal to her comprehensive wage, comprising the period before and after delivery.

4.4.7
Absence from Work due to Sickness and Sickness Pay

All employees are expected to attend work in accordance with their terms and conditions of employment. However, in cases where an employee is unable to attend due to sickness the following policy and procedure applies.

Sickness Reporting

Subject to the provision of compassionate leave, on the first day of any absence due to sickness/incapacity, the immediate manager should be contacted by or on behalf of the employee within half an hour of the usual starting time with details of the nature of the illness and likely duration of the absence. Only in exceptional circumstances will it be acceptable for this notification to be delayed beyond the first day of absence. If the employee is unable to make contact, they should arrange for someone else to do this on their behalf. Employees are also expected to keep immediate management advised regularly both of their progress and likely date of return.

For absences between 1 and 7 continuous calendar days (including weekends and Bank Holidays), a Self-Certification Form should be obtained from and returned, completed, to the Human Resources Department. If a period of absence due to sickness/incapacity exceeds 5 continuous calendar days (including weekends and Statutory Holidays), a medical certificate(s) covering the whole period of absence must be submitted to the Human Resources Department in addition to a Self-Certification Form as described above. 

The Company reserves the right to request the employee to undergo a medical examination or to request a medical certificate for any period of absence through a physician selected by the Company. Any expenses incurred in this respect will be borne by the Company.

If the above procedure is not followed, payment of Company Sick Pay may be withheld and the matter become subject to the Company Disciplinary/ Performance Procedure.

Sickness Pay

Salary will be paid for any period of absence due to sickness/incapacity, during that period, the employee shall have the right to a compensation for the wage as shall be determined by the Social Insurance Law.

This payment is inclusive of Statutory Sick Pay. Payment is made at the discretion of management and Human Resources and is subject to adherence to the Sickness Reporting procedure above.

The employee may benefit from his frozen annual leaves, besides the sick leave to which he is entitled. He may also request transferring the sick leave into an annual leave if he has a balance allowing for doing so.

4.4.8
Change in Personal Circumstances

Employees are responsible for notifying the Human Resources Department of any change in personal details and status i.e. name, address, telephone number, etc. This information is important to ensure that the employee records are accurate and up to date, particularly in the event of an emergency. Also, the employee is responsible for updating their information in connection.

4.4.9
Employee Records

In holding and processing both manual and computer-based employee records in order to fulfill the terms of their contracts of employment with its employees, the Company follows the principles set out in the Global Data Protection Policy. Please read the Equant Employee Data Protection Policy on the HR Section of the Company Intranet.

4.4.10
Manual Information

Documents relating to each employee are held in paper form on personal files under the confidential care of the Human Resources Department. Employees may view these documents by appointment with the Human Resources Department and copies of documents will be made available on request.

The employer shall draw up a labor contract in Arabic writing, in three copies, of which one copy shall be kept with the employer, one copy to be delivered to the employee, and the third copy to be deposited with the concerned social insurance office.

4.4.11
Computer-based Information

The Human Resources Department maintains a confidential database of personal data including sensitive personal data about its employees. This information is obtained from information provided by employees (e.g. address and phone number, former employers, nominated beneficiaries for benefits, nationality, criminal convictions) and from internal processes (e.g. tax codes, salary, performance review, benefits and bonus information).

Employees who wish to obtain copies of their database records held by the Company may make an appointment do so upon application to HR. 

Managers may have access to some or all of the data relating to any subordinate employee or those who are being considered for transfer into their team strictly according to the need to know.

The personal data held or transmitted to third parties is only used for lawful purposes for the purposes of fulfillment of the terms of employees’ contracts of employment, for progress monitoring affecting the entitlement to bonus or for the provision of benefits ancillary to the contract of employment such as pensions or medical insurance. Employees who do not wish their personal information to be supplied to third parties must inform Human Resources as this may affect their entitlements to benefits.

4.5
Work Behavior        
4.5.1
Tidiness

For aesthetic, security, and hygiene reasons, workstations must remain clean, and as clutter-free as possible and employees should make use of available storage space to keep paperwork and other occasionally used items off his/her desk.

Workstations, break rooms, common areas, and meeting rooms must be left in a clean and tidy condition after use (i.e. chairs returned, cups, paper and other materials removed, whiteboards cleaned, etc). Employees should never block walkways between workstations and common areas with items such as:

furniture, boxes or files. Personal wardrobes should remain within the workstation. Personal wardrobes in the walkways or in the common areas are not permitted.

4.5.2
Overhead Bins

Since overhead bins are generally visible throughout an open-plan environment, no plants, files, or other objects should be placed on top of the overhead bins.

4.5.3
Plants

Employees may maintain small plants within their workstation or private office. However, hanging plants from the ceiling and in the common areas is not permitted. When bringing plants within their workstation or private office, employees should make sure these plants are always taken care of (i.e. no dead stems/stumps). The Company may remove any dead or non- maintained plant from the workplace.

4.5.4
Pictures and Posters

Employees may place a limited number of pictures, plaques, etc., within their workstations or private offices. Employees shall not post or hang pictures, articles, and other items of a political, sexual or personally offensive nature or that are commercially or aesthetically inappropriate. The Company, through local Human Resources, reserves the right to define what is a politically, religious, sexually or personally offensive nature or commercially or aesthetically inappropriate at any time and without notice.

In addition, no personal items may be placed in the common area. The building facilities manager will establish options for decorating the common areas in a suitable manner.

4.5.5
Noise

---Individuals

Employees are expected to keep their voice volumes reasonably low, with all conversations taking place inside an employee’s workstation. Any other activity causing noise in the open space should be kept to the minimum. Where noise levels are hard to control because of the nature of the business being conducted, the Company will strive to implement white noise (noise cancellation system).

---Phones

Desk and mobile phone ringer volume should be turned down so as not to be unreasonably loud. When employees are at their workstation, desk and mobile phones should be answered promptly. When employees are out of the office for an extended period, the volume on their desk phone should be set to silent mode, allowing unanswered calls to go directly to voicemail. Alternatively, calls can be forwarded to a receptionist or a colleague. Mobile phones should not be left behind in a workstation without first turning them off or setting them to vibrate.

Meeting rooms or headsets should be used for all conference calls so as not to disturb other employees

---Music

Listening to music while working is permitted provided it does not interfere with productivity and efficiency at work and that a headset is always used.

---Social Gathering

Social gatherings are not permitted in open-space workstations. When social gatherings are appropriate, they must take place in hard-wall areas (e.g., break rooms, conference rooms, front reception, etc.).

Employees should not congregate outside of individual workstations. Clients and external visitors should never be brought to individual workstations. External visitors should be met with in designated meeting rooms.

---Computers

Computer volumes should be set to the off position while not in use or to a low level, when needed. Screensaver sound effects are not permitted.

4.5.6
Organizing Office Space

Rearranging filing bins and reconfiguring shelving should only take place before or after the end of normal business hours, or on a weekend.

4.5.7
Strong Odors

Strong odors of any sort (e.g., strong perfumes, certain food, etc.) should be avoided to respect the comfort of other employees.

4.5.8
Food

Eating hot food at one’s desk should be systematically avoided as food odors can bother other employees. Employees should eat in designated break rooms or cafeteria, if provided. Snacking in open space should be kept to a minimum. The smell, noise, and mess of snack foods may be offensive to others. In any circumstances, one should eat quietly and dispose of any wrappers, crumbs or other waste appropriately.

 4.5.9
Pets

No pets or animals are allowed in Equant premises. Fish tanks in open-space workstations, private offices, or common areas are not permitted.

4.5.10
Privacy

A ‘Do Not Disturb’ sign should be placed on workstation wall if one does not want to be disturbed. Alternatively, a meeting room may be booked for privacy.

4.5.11
Equipment and Data Protection

Confidential information should be stored in locked cabinets. 5 Special cases such as service animals accompanying blind/disabled employees will be treated by local HR on a case by case basis which will take into consideration local constraints.

At the end of each workday, all employees should clear their desks of any valuables and unnecessary clutter. It is mandatory to lock away laptop PC’s at the end of each day, as stolen laptops may not be covered by the Company’s insurance..

Password-protected screensavers should be used on all computers and enabled while employees are away from their desks. Employees are encouraged to work with the Company’s local security professionals to ensure proper techniques are followed and contact Corporate Security when more information is needed.

4.5.12
Identification

Equant intends to provide all of its employees’ visitors and contractors, with an Identification Badge in all buildings. As soon as these badges have been provided, employees, visitors and contractors must wear their ID badge at all times while in the office.

4.5.13
Meeting Rooms

Meeting rooms should only be booked for discussions and phone calls that employees are unable to conduct at their desk (e.g. confidential or personal discussions with staff).

Due to the limited number of meeting rooms, employees should only use a room if he/she has reserved it, and employees should only book a room if he/she intends to use it. Rooms should be booked only for the period of time required, versus blocking out a larger period. If a booked room is no longer required, it is the employee’s responsibility to cancel the reservation in the applicable reservation system.

When using a meeting room, it is the employee’s responsibility to vacate it at the appropriate time to allow the next party to use it. If one has not reserved a meeting room and is still using it when the individual(s) who have made a booking arrive, he/she must 

vacate it immediately. Meeting rooms should be cleared of used cups, plates, paperwork, etc. at the conclusion of meetings and left clean and tidy for the next user.

4.5.14
Bulletin Boards

Bulletin boards for employees to post information (e.g., retirement notices, donations, personal notices, special occasions, meetings, etc.) will be available in a specific location in each building. No posting is permitted in any other area without prior approval from the building facilities manager's office. The Company, through local Human Resources, reserves the right to define what posting is appropriate by corporate and local standards, and may restrict posting accordingly. If needed, local Management (e.g. Site Leader) and/or local HR may decide to systematically approve documents prior to posting.

Glass-enclosed and locked bulletin boards should be used and will be provided for the posting of legal notices.

4.5.15
 Appliances
Refrigerators, toasters, coffee pots, and microwaves are usually available in the kitchens or replaced by vending machines or cafeterias. No appliances may be maintained in open-space workstations, private offices, meeting rooms, or file rooms due to occupational health and safety regulations.

4.5.16
 Heaters

The air temperature within Equant buildings is usually centrally controlled. In the event that the temperature is too warm or cool, the building facilities manager's office should be contacted. Personal heaters in the workstations or private offices cannot be utilized due to potential circuit failures and safety regulations.

4.5.17
Convection Units, Vents

Convection units or vents providing centrally controlled air temperature in facilities should never be obstructed or blocked to allow conditioned air to circulate freely and to allow access for required maintenance.

4.5.18
Blinds

Most Company buildings are equipped with blinds to avoid bright light or excessive heat. Employees should not place anything on their windows or glass walls to replace faulty blinds or where no blinds are available. Instead, employees should alert the building facilities manager's office of their situation and work with them to find a suitable solution. Employees should not hang drapes, curtains, etc. at the entrance of their open space workstations.

4.5.19
Furniture

Furniture, including chairs and desks, will be allocated to all employee workstations and meeting rooms, as appropriate. This furniture should remain where it has been assigned and should not be removed or exchanged. In cases where furniture is broken or damaged, only the building facilities manager's office is allowed to replace or switch the furniture.

4.5.20
Asset and Energy Preservation

Proper use of the Company’s resources is every individual’s responsibility. This includes taking care of, using and maintaining the company’s assets with the utmost care and respect and protecting them against waste and abuse. Employees should strive to limit unnecessary consumption of energy, fuel, heat etc.

4.5.21
Light

When leaving unattended rooms (including restrooms) employees should turn the light off. Employees with individual desk lamps or halogen lamps should avoid unnecessary use of the lamps during daytime.

4.5.22
Printers and photocopiers

Color printing or copying should only be used for external communications and technical training documents or when the availability of color copies is the only solution in retaining the document’s full significance (e.g. complex project planning). Employees should systematically use the print-saving option on copiers and printers. PowerPoint presentation should only be printed and/or copied as an exception and then in black and white except when required for external communication.

4.5.23
Personal Computers Shut Down

PCs and peripheral equipment (printers, screens) should be shut down and deplugged before their dedicated user leaves the office at night and/or on weekends.

4.5.24
Smoking

Equant is committed to creating and maintaining a safe, healthy and clean working environment for all employees and therefore operates a No Smoking Policy. Smoking is restricted to designated Smoking areas e.g. outside of the rear door of the office, next to the car park, in order to protect non-smokers from the effects of passive smoking. Any smoking break should have minimal impact on an employee’s work responsibilities (and will be decided by the manager of the department on consideration of the nature of the role performance). Breach of this policy will lead to disciplinary action.

4.6
Attendance, Punctuality and Dependability

It is important that employees attend work as scheduled. Dependability, attendance, punctuality, and a commitment to do the job correctly are essential at all times. Employees are consequently expected at work on all regular workdays and during all scheduled work hours. 

An employee must notify his/her Supervisor or Manager or the Human Resources Department as far in advance as possible, if they will either be late for work or not able to attend work as scheduled.

An employee who fails to contact or notify his/her immediate Manager or Human Resources Department, after being absent for 10 consecutive days, may forfeit his end of service payout. Record of absenteeism and lateness may be kept by managers and will become part of the personnel record. As permitted by law, absenteeism and lateness lessen an employee's chances for advancement and may result in dismissal
4.7
Dress Code

It is essential that all employees strive to bring the highest level of professionalism to their work, both internally at Company office sites and externally with customers. An employee’s appearance contributes a great deal to the business image that the Company presents to customers, visitors, and colleagues. At the same time, the Company wishes to create a comfortable working environment for employees:

Key Principles

* As a standard, employees may dress in business casual or business formal attire, depending on individual preferences and using their judgment in order to ensure that they are dressed appropriately.

* In areas where a Company uniform exists, employees are expected to comply with the approved uniform guidelines at all times.

* Employees should dress in a manner that is considered to be professional and in keeping with the local culture and practices, they must be clean, tidy and presentable. 

* Employees are expected to use their judgment in respect of the clients, suppliers, etc. with whom they are interfacing in respect of their attire.

* When meeting with customers, vendors or other business clients, externally or internally, business casual attire may be worn unless the business client’s dress is formal and it would be appropriate to meet the same standard. 

Employees and managers are expected to use professional judgment in determining whether specific attire is appropriate.

Employees may be asked to return home if they are inappropriately dressed for the workplace. Continued occurrence of inappropriate dress will result in disciplinary action.

Examples of Appropriate and Inappropriate Dress

Without prejudice to the principles outlined above, the following lists of items

give non-exhaustive examples of appropriate and inappropriate dress.

	Attire Category 
	Men 
	Women 

	Business Attire 
	Suit 

Jacket and slacks 

Tie 

Dress shoes 

Business shirt 
	Business dress 

Business suit or pant 

Suit 

Dress slacks and blouse 

Dress Shoes 

	Business Casual 
	Shirt with collar (polo shirt acceptable) 

Tailored slacks/khakis 

Shoes with socks 

No tie required 

Turtleneck 

Sweaters worn with a collared or turtleneck shirt 
	Skirt, tailored 

Slacks/khakis with 

Blouse, sweater or knit 

Top 

Dress 

Flat shoes/Loafers 

Dress Sandals 

Jumpsuits 


5.
Communication Policy  

5.1
Company Telephone, Courier and Other Correspondence Policies

Unreasonable use of the telephone service for personal reasons may lead to disciplinary action with the employee being charged for the calls made. Private correspondence must not be conducted on the Company’s letterhead and the use of the Company’s courier service provider for outgoing private correspondence is prohibited. 

5.2
Email Policy 

As a global corporation, Equant faces a unique challenge to uphold consistent corporate standards of business conduct, while also respecting the laws, culture and varying business customs of every community and country in which it operates.

As e-mail plays a huge role in the Company’s communications processes, it has come to depend on e-mail as a mission-critical application.

The Equant E-Mail Policy complements the Technology and Internet Usage Policy [available on the Intranet], and details how employees can work to the highest standards within the e-mail environment globally, both internally and externally, as well as outlining the processes that have been established to support these standards.

The Company reserves the right to monitor employee use of its information systems in accordance with the law. Any material, which may be considered as offensive or contentious, is not permitted on the Company’s systems in any form, either to be sent, stored, or received. 

Broadcasting messages, distributing software, writing statements, pasting notices using the company intranet or others should be previously approved and authorized by the Department Head and the Human Resources Manager.

Any breach of the above will lead to disciplinary action.
6.
Training and Development 

Equant recognizes that the most important asset of any business is the people who work for it and that training and development is fundamental to continuing the efficiency and profitable development of the Company. therefore, Equant is committed to providing training and development to all employees to ensure that they can both meet the needs of the business and develop their own individual ability and talent.

Employees are encouraged to take responsibility for their own development with the active involvement of their respective line managers who have a significant role to play in the development of their team members.

The Equant policy is to approach training systematically, recognizing that training and development is a continuous process, with the following objectives:

*
To provide training, where necessary, for all new employees and for people being transferred or promoted to new positions;

* 
To ensure that training provided for new employees includes a period of induction.

   
Skilled instruction and on the job coaching will be provided to prepare employees for the jobs for which they were engaged. This will continue until they reach a predetermined level of efficiency and effectiveness;

* 
To involve managers actively in the development of their team members so that newly-  acquired knowledge and skills can be supported and encouraged in day to day activities;

* 
To encourage managers to develop their managerial and leadership skills and to ensure that the development of expertise is a continuous process, fully integrated with day-to-day business requirements;

* 
To provide a coherent framework of personal development within the context of organizational growth and profit objectives;

* 
To provide ready access to relevant learning and development opportunities (both

internal and external) with appropriate support and time release.

6.1
Further Educational Assistance

Educational Assistance is available to all regular employees of Equant regardless of business function, geographic location, and pay level, management level.

Employees are encouraged to obtain degree or certificate qualifications relevant or likely to be relevant to their career path within the company.

All regular full-time and part-time employees are eligible. It is recommended that the employee be with Equant for more than six months before beginning coursework.

* Regular part-time employees will receive pro-rated reimbursement for each course.

If a regular part-time employee, who works 50% of full-time status, takes an approved course, the employee would receive 50% of the total cost of tuition and books, etc., up to 50% of the annual limit.

* Equant temporary employees and contractors are not eligible for educational assistance.

* For more details please refer to the Educational Assistance Policy on

Connections>Human Resources>Training and Development>Policies>Education

Assistance. Otherwise please contact your Regional Training Head or local HR

Representative.

7.
Benefits and Insurances 

7.1
Medical Insurance Scheme

All employees may participate in the Company’s Private Medical Insurance scheme. Dependants, that is, spouse or partner, and children up to the age of 21 may be covered under this scheme. The Company meets the cost of providing this benefit in full to the employee and his dependents. The scheme covers hospital accommodation charges and specialist/consultancy fees in Egypt subject to the scheme rules. The Company meets the membership cost of providing this benefit but employees will be liable for income tax as private medical insurance is classified as a benefit in kind.

Further details of the scheme and application forms are available in the Group Employee Benefits Plan Booklet of Alico and/or the HR Department.

7.2
Medical Examination 

Certain designated broadband employees may be required to undergo a medical examination at the Company’s cost. These will normally be carried out at the Company’s appointed medical facility on an annual basis if required. Further details are available from Human Resources Department.

7.3
Permanent Total Disability (due to Accident and Sickness)

All employees are covered under the Company’s Group Life Insurance Scheme, subject to the scheme rules. This insurance covers incapacity to work by reason of Permanent Total Disability due to accident and sickness. The Company meets the cost of providing this benefit in full. Further details are available from the Human Resources Department.

7.4
Death Claim (Normal and Accidental)

On death in service, a lump sum benefit (as defined by the rules of the Group Life Insurance Policy) is payable together with a pension to the judicial heritors. To assist the Trustees in deciding to whom the benefit should be given, employees are requested to complete an “Expression of Wish” Form.

All employees are eligible for this benefit and the Company meets the cost of providing this benefit in full. For further details please contact the Human Resources Department.

7.5
End of Service Indemnity (EOSI)

Permanent employees only, are entitled for EOSI as prescribed in the internal company policy and in line with the Egyptian labor law. For further details please contact the Human Resources Department.
8.
Leavers Process

Employment with the Company will automatically terminate on the day an employee becomes eligible for State Old Age Pension. Employees wishing to terminate their employment otherwise than by automatic retirement should follow the procedure appropriate to their band.

8.1
Notice

Notice periods will be the statutory minimal unless otherwise stated in an employee’s offer Letter and Contract. The Company reserves the right to terminate employment summarily should it consider an employee to have committed an act of gross misconduct. The Company also reserves the right to make a payment in lieu of notice when terminating the employment of an employee on grounds of misconduct and to suspend any employee while full investigation of any alleged misconduct is taking place.

8.2
Resignation

Employees wishing to terminate their employment with the Company should do so in writing to their immediate managers who will send an endorsed copy of the letter to Human Resources for processing. 

Human Resources will then acknowledge the resignation in writing and arrange an exit interview.

8.3
Employee Separation Sheet

Employees resigning from the Company should obtain the appropriate Employee Separation Sheet (Release of Liability) and sign form 6 Social Security in order to apply to claim their end of service benefits. 

Should the employee fail to fulfill the above the Company will reserve the right to notify the competent authorities as appropriate. 
8.4
Benefits and Rights

All Company benefits in connection with employment will cease on the termination date. All Company Property must be returned to the Company immediately upon the termination of employment. 

The employee, upon his request may be entitled to a certificate of experience prescribing the date he joined the Company, his work experience, kind of work he performed, reason for leaving/disengagement, professional efficiency and the end of service date.

8.5
Re-employment

Former employees whose previous employment with the Company proved satisfactory may be re-employed. However, unless otherwise stated in the employee’s Offer Letter for re-employment they will not be able to claim continuous employment.

8.6
References

Any formal company reference request received in respect of a former employee must be passed to the Human Resources Department for response and not to any individual manager. Any response must adhere to legislation including Equant Global Data Protection Policy and the Company will not permit use of its name and notepaper for the provision of references otherwise than through the Human Resources Department
9.
Parking Policy 

The Company cannot guarantee that each employee will get a permanent parking slot due to building constraints, cost considerations, design and size of Equant’s various workplaces. 

10. Other Published Policies and Procedures

Please find below a list of other informative Equant Policies and Procedures that are detailed on the Equant Intranet site.

	Published Date
	Title

	17-May-04 
	Code of Ethical Business Conduct (Updated as of 06-Jun-05)

	22-Mar-0
	Corporate Newsletter Policy

	01-May-03
	Education Assistance  120.0 KB

	01-May-03
	Education Assistance - Professional Certification  

	29-Jan-03
	Employee Data Protection  78.0 KB

	29-Jan-03
	Employee Referral Form  31.0 KB

	29-Jan-03
	Employee Referral Policy  33.0 KB

	13-Jan-03
	Employee Service Charter

	12-May-03
	Employee User Guide - GOALS

	24-Apr-03
	GOALS - Manager User Guide

	30-Apr-03
	Global Business Card(s) Policy  4.640625 MB

	06-May-03
	Global Data Protection Policy

	29-Jan-03
	Global Performance Development  21.0 KB

	29-Jan-03
	Global Pre-Employment Background Screening Guidelines  40.0 KB

	29-Jan-03
	Global Recruitment Policy  32.0 KB

	30-Jan-03
	Global Titling Policy  4.526367 MB

	29-Jan-03
	Global Transfer Procedure  45.0 KB

	13-Jan-03
	Language Training

	17-Nov-03
	Manager's Guide to Using eAuthorize v.3

	29-Jan-03
	Mobility Policies - Global Business & Travel Expense Reimbursement  63.0 KB

	29-Jan-03
	Mobility Policies - Int'l Assignment for Long-Term Strategic Assignments  291.0 KB

	29-Jan-03
	Mobility Policies - Int'l Assignment for Short-Term Assignments  195.0 KB

	29-Jan-03
	Mobility Policies - Relocation - Permanent Strategic Transfers  243.0 KB

	12-Mar-04
	Organization Change Form  2.772461 MB

	29-Jan-03
	Organizational Structure Change Process  48.0 KB

	29-Jan-03
	Professional Certification  135.0 KB

	30-Jan-03
	Rewards & Recognition Policy  21.0 KB

	29-Jan-03
	TRIMS Link - Time Reptg Info Mgt. System

	30-Jan-03
	Technology & Internet Usage  198.0 KB

	01-Aug-03
	Training CoE Vision and Strategies

	05-Sep-02
	Training Policies

	30-Jan-03
	Travel & Business Expense Reimbursement Policy  232.0 KB


EMPLOYEE ACKNOWLEDGEMENT FORM 

I acknowledge that I have received a copy of the Equant Egypt Employee Handbook..

The employee handbook describes important information about Equant, and I understand that I should consult my immediate supervisor or a Human Resources representative regarding any questions not answered in the handbook.. 

The policies described in the handbook take effect immediately and supersede and replace all previous Egypt-based personnel practices, guidelines, and any oral or written representations made by any Company employee. I understand that the only exceptions to the above are express, written agreements between an individual employee and Equant that are signed by both the employee and an authorized agent of the Company. 

Because the information, policies, and benefits described in the handbook are necessarily subject to change, I acknowledge that revisions to the handbook may occur. All such changes will be communicated through official written notices, and I understand that revised information may supersede, modify, or eliminate existing policies. Any other alteration or modification of the policies must be in writing signed by an authorized representative. I acknowledge that this handbook is not a contract of employment and does not guarantee employment for a particular period nor does it guarantee any specific process prior to termination. I have received the handbook, and I understand that it is my responsibility to read and comply with the policies contained in this handbook and any revisions made to it. 

EMPLOYEE'S NAME (printed)
: _________________________________________________ 

EMPLOYEE'S SIGNATURE   
: _________________________________________________ 

DATE
: _________________________________________________ 

P.S. Please sign this page and return to the Human Resources Office
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