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Welcome New Employee!

On behalf of your colleagues, I welcome you to BCCUSA-MA, INC and wish you every success here.

BCC believes that the employees are their assets. Its growth and success depend upon building partnership with their employees.

This handbook was developed to help employees by providing some guidelines on the policies, programs, and benefits available to eligible employees. Employees should familiarize themselves with the contents of the employee handbook as soon as possible, for it will answer many questions about employment with BCC.

We hope that your experience here will be challenging, enjoyable and rewarding. Again, Welcome!

Sincerely,

Ramesh Raju
President / CEO
ORGANIZATION DESCRIPTION

Management Philosophy

BCC has the following fundamental beliefs: Provide the customer satisfaction with the excellent service. BCC’s two major assets are our employees and customers, attract and retain our staffs that are technically proficient, sincere and honest in all our relationship. We recognize and reward the excellence, effective consultant recruiting, sound work ethics, achieve quality in software development, deliver our product with guarantees and warranties. 

Goals

BCC main objective is to be a strong Information Technology Solution Provider. BCC will stay current with technology, track trends and meet our client needs. BCC will work hard to establish close working relationships with our customers. BCC encourages its employees to share the same goals.

INTRODUCTORY STATEMENT

This handbook is designed to acquaint you with BCC and to provide you with information about working conditions at BCC, employee benefits, and some policies affecting your employment. You should read, understand and comply with all provisions of the handbook. It describes many of your responsibilities as an employee and outlines the programs developed by BCC to benefit employees. One of our objectives is to provide a work environment that is conducive to both personal and professional growth.

No employee handbook can anticipate every circumstance or question about policy. As BCC continues to grow, the need may arise and BCC 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 and absolute discretion. Employees will, of course, be notified of such changes to the handbook as they occur.

EMPLOYEE ACKNOWLEDGEMENT FORM

The employee handbook describes important information about BCC and I understand that I should consult the Director or any other person appointed by him, regarding any questions not answered in the handbook.

Since the information, policies, and benefits described here are necessarily subject to change, I acknowledge that revisions to the handbook may occur. All such changes will be communicated through official notices. I understand that revised information may supersede, modify or eliminate existing policies. Only the Chief Executive Officer of BCC has ability to adopt any revisions of the policies in this handbook.

Furthermore, I acknowledge that this handbook is neither a contract of employment nor a legal document.  I have received this 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: ____________________________________________________

EMPLOYEE’S SIGNATURE: ____________________________________________________

DATE: ______/______/_______

101 Employee Relations

Effective Date: 06/01/01

BCC believes that the work conditions, wages and benefits it offers to its employees are competitive with those offered by other employers in the industry. If employees have concerns about work conditions or compensations, they are strongly encouraged to voice those concerns openly and directly to Management.

Our experience has shown that when employees deal openly and directly with Management, the work environment can be excellent, communications can be clear, and attitudes can be positive. We believe that BCC amply demonstrates its commitment to employees by responding effectively to employee concerns.

102 Equal Employment Opportunity

Effective Date: 06/01/01

In order to provide equal employment and advancement opportunities to all individuals, employment decisions at BCC will be based on merit, qualifications, and abilities. BCC does not discriminate in employment opportunities or practices on the basis of race, color, religion, sex, national origin, age or any other characteristics protected by law.

This policy governs all aspects of employment, including selection, job assignment, compensation, discipline, termination, and access to benefits and training.

Any employees with questions or concerns about any type of discrimination in the workplace are encouraged to bring these issues to the attention of Management.  Employees can raise concerns and make reports without fear of reprisal.  Anyone found to be engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and including termination of employment.

103 Business Ethics and Conduct

Effective Date: 06/01/01

The successful business operations and reputation of BCC is built upon the principles of fair dealing and ethical conduct of our employees. Our reputation for integrity and excellence requires careful observance of the sprit and letter of all applicable laws and regulations, as well as a scrupulous regard for the highest standards of conduct and personal integrity.

It is required that all employees shall sign an Employee Consent Agreement at the time they join BCC along with other documents.  A copy of your legal status to work such as Green cards/work permits must be submitted at the time of joining BCC. If you are a foreign worker with H1B visa coming from other country then you must submit your I-94 and visa within two days of your arrival to the US.

The continued success of BCC is dependent upon our clients’ trust and we are dedicated in preserving the same. Employees owe a duty to BCC, its clients, and shareholders to act in a way that will merit the continued trust and confidence of the public.

BCC will comply with all applicable laws and regulations and expects its officers, staff, and employees to conduct business in accordance with the letter, spirit, and intent of all relevant laws and to refrain from any legal, dishonest, or unethical conduct.

In general the use of good judgment, based on high ethical principles, will guide you with respect to lines of acceptable conduct. If a situation arises where it is difficult to determine the proper course of action, the matter should be discussed openly with your immediate recruiter and, if necessary, with the Director of Human Resources for advice and consultation.

Compliance with this policy of business ethics and conduct is the responsibility of every BCC employee

104 Immigration Law Compliance

BCC is committed to employing United States citizens and aliens who are authorized to work in the United States and does not unlawfully discriminate on the basis of citizenship or national origin.

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of employment, must complete the Employment Eligibility Verification Form I-9 and present documentation establishing identity and employment eligibility.  Former employees who are rehired must also complete the form if they have not completed an I-9 with BCC within the past three years, or if their previous I-9 is no longer retained or valid.

105 Conflicts of Interest

Effective Date: 06/01/01

Employees have an obligation to conduct business within guidelines that prohibit actual or potential conflicts of interest. This policy establishes only the framework within which BCC wishes the business to operate. The purpose of these guidelines is to provide general direction so that employee can seek further clarification on issues related to the subject of acceptable standards of operation. Contact the Director of Human Resources or any other person appointed by him/her for more information or questions about the conflicts of interest.

An actual or potential conflict of interest occurs when an employee is in a position to influence a decision that may result in a personal gain for that employee or for a relative or for a friend as a result of BCC’s business dealings.

The protection of confidential business information and trade secrets is vital to the interests and the success of BCC. Such confidential information includes, but is not limited to the following examples:

· Computer programs and codes

· Customer Lists/Details

· Financial Information

· Marketing Strategies

· Research and Development Strategies

· Employee data, such as: address, phone #’s and resumes

All employees may be required to sign a non-disclosure agreement as a condition of employment. Employees who improperly use or disclose trade secrets or confidential business information will be subject to disciplinary action, up to and including termination of employment, even if they do not actually benefit from the disclosed information.

106 Outside Employment

If BCC determines that an employee’s outside work interferes with performance or the ability to meet the requirements of BCC, as they are modified from time to time, the employee may be asked to terminate the outside employment if he or she wishes to remain with BCC.

Outside employment will present a conflict of interest if it has an adverse impact on BCC. 

107 Employment Categories

It is the intent of BCC to clarify the definitions of employment classifications so that employees understand their employment and benefit eligibility.

Each employee will belong to one of the employment categories listed below:

REGULAR FULL-TIME EMPLOYEES (CONSULTANTS) - are those who are not in a temporary or introductory status and who are regularly scheduled to work BCC’s full-time schedule.  Generally, they are eligible for BCC’s benefit package, subject to the terms, conditions, and limitations of each benefit program.

RATE CONTRACT FULL-TIME EMPLOYEES (CONSULTANTS) - are those who are not in a temporary or introductory status and who are regularly scheduled to work BCC’s full-time schedule. But these employees are paid on a hourly rate than on a fixed salary. Generally, they are eligible for BCC’s benefit package only when they purchase the needed benefits, subject to the terms, conditions, and limitations of each benefit program.

REGULAR FULL-TIME EMPLOYEES (STAFF) - are those who are not Consultants and are not in a temporary or introductory status and who work at one of the branch offices of BCC.  And are regularly scheduled to work BCC’s full-time schedule.  Generally, they are eligible for BCC’s benefit package, subject to the terms, conditions, and limitations of each benefit program.

PART-TIME EMPLOYEES are those who are not assigned to a temporary or introductory status and who are regularly scheduled to work 20 hours or less per week.  While they do receive all legally mandated benefits (such as Social Security and workers’ compensation insurance), they are ineligible for all of BCC’s other benefit programs.

INTRODUCTORY EMPLOYEES are those whose performance is being evaluated to determine whether further employment in a specific position or with BCC is appropriate.  Employees who satisfactorily complete the introductory period will be notified of their new employment classification.

INDEPENDENT CONTRACTORS are those who are not assigned to an employee status but who are regularly scheduled to work on a Hourly rate and paid on 1099.  While they do not receive all legally mandated benefits (such as Social Security and workers’ compensation insurance), they are ineligible for all of BCC’s other benefit programs.

The employment categories are described with Department Numbers as follows:



100 – REGULAR FULL TIME  SALARIED CONSULTANT 



200 – RATE CONSULTANT FULL-TIME 

300 - STAFF FULL-TIME



400 - INTRODUCTORY EMPLOYEES



500 - PART-TIME EMPLOYEES

202 Employment Reference Checks

To ensure that individuals who join BCC are well qualified and have a strong potential to be productive and successful, it is the policy of BCC to check the employment references of all applicants as required.

The Director of Human Resources will respond to all reference check inquiries from other employers. Responses to such inquiries will be limited to factual information that can be substantiated by BCC records.

203 Personnel Data Changes

It is the responsibility of each employee to promptly notify the BCC of any change in personnel data. Personal mailing addresses, telephone numbers, number and names of dependants, individuals to be contacted in the event of emergency, educational accomplishments, and other such status reports should be accurate and current at all times. Employee also can enter changes to his personal information by accessing BCCUSA-MA website as of 1/1/2007.  

Upon termination of employment, a change of address, if any, must also be reported immediately to facilitate BCC in sending appropriate forms at the end of the year as required by law.

204 Introductory Period

The introductory period of one month is intended to give new employees the opportunity to demonstrate their ability to achieve a satisfactory level of performance and to determine whether they meet the expectations at the new position. BCC uses this period to evaluate employee capabilities, work habits and overall performance.

All new employees work on introductory basis for the first month from the date of joining BCC.  Any significant absence will automatically extend an introductory period by the length of absence. If BCC determines that the designated introductory period does not allow sufficient time to thoroughly evaluate the employee’s performance, the introductory period may be extended for a specified period.

Upon satisfactory completion of the introductory period, employees enter the “regular” employment classification and considered for the benefits such as GC sponsorship.

205 Employment Applications

BCC relies upon the accuracy of information provided by the employee at the time of employment solicitation, as well as the accuracy of other data presented throughout the hiring process and employment. Any misrepresentation, falsifications, or material omissions in any of this information or data may result in BCC exclusion of the individual from further consideration for employment or, if the person has been hired, termination of employment.

206 Performance Evaluation

Management and employees are strongly encouraged to discuss job performance and goals on an informal basis. Additional formal performance evaluations are conducted at the end of client assignments to provide both BCC and employees the opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize strengths, and discuss positive, purposeful approaches for meeting goals.

Merit-based pay adjustments are awarded by BCC in an effort to recognize truly superior employee performance usually at the end of anniversary of each year or in rare cases at the start of new client assignments. The decision to award such an adjustment is dependent upon numerous factors, including the information documented by this formal performance evaluation process, client feed back, marketability of the employee and expected bill rates.

301 Safety

To assist in providing a safe and healthful work environment for employees, customers, and visitors, BCC has established a workplace safety program. This program is a top priority for BCC. Its success depends on the alertness and personal commitment of all.

BCC provides information to employees about workplace safety and health issues through regular internal communication channels such as supervisor-employee meetings, bulletin board postings, memos, or other written or electronic communications. 

Each employee is expected to obey safety rules and to exercise caution in all work activities. Employees must immediately report any unsafe condition to the appropriate supervisor. Employee who violate safety standards, who cause hazardous or dangerous situations, or who fail to report or, where appropriate, remedy such situations, may be subject to disciplinary action, up to and including termination of employment.

In the case of accidents that result in injury, regardless of how significant the injury may appear, employees should immediately notify the appropriate supervisor. 

302 Use of Telephones

Employees may be required to reimburse BCC or its clients for any charges resulting from their unnecessary personal use of the telephone. Employees are encouraged to limit their personal phone calls to emergency situation only.

To ensure effective telephone communications, all the staff employees should always use the approved greeting and speak in a courteous and professional manner. Please confirm information received from the caller and hang up only after the caller has done so.

303 Smoking

In keeping with BCC’s intent to provide a safe and healthful work environment, smoking is prohibited throughout the workplace.

This policy applies equally to all employees, customers and visitors.

304 Working Hours

STAFF EMPLOYEES: Works for five days a week. Working hours are as follows:

9:00 A.M to 5:30 P.M 
-
On all Weekdays


Half Hour is allowed for lunch


If one hour is required for lunch, then the working hours will be


9:00 A.M. to 6:00 P.M.

Everyone is expected to be in the office before 9:30 A.M. unless there is a pre-arranged meeting with a client or a vendor.

Anyone who cannot make it to the office before 9:30 A.M. is expected to call and notify the office of the delay.  BCC will expect the Staff member to make up any hours not worked due to the delay.

When operating requirements or other needs cannot be met during regular working hours, employees may be scheduled to work extra hours. When possible, advance notification of these mandatory assignments will be provided. 

An employee, will be eligible for a time off according to the extra hours, he has spent.   An Employee who works extra hours for BCC will be compensated with time-off the next day of extra work or within the closure of the week.  In the event of an employee works at a client site, the extra working hours will be compensated monetarily as per rule.

CONSULTANTS and Independent Contractors: Works normally five days a week, 8 hours a day.  However, working hours are to be followed according to the Clients specifications.

Should the Consultant be asked to work Overtime, he/she will be compensated for those hours worked over 40 hours at regular hourly rate, if approved by the Supervisor at the Client Site.

305 Use of Equipment and Vehicles

Equipment and vehicles essential in accomplishing job duties are expensive and may be difficult to replace. When using property, employees are expected to exercise care, perform required maintenance, and follow all operating instructions, safety standards and guidelines.

Please notify the supervisor if any equipment, machines, tools, or vehicles appear to be damaged, defective or in need of repair. Prompt reporting of damages, defects and the need for repairs could prevent deterioration of equipment and possible injury to employees or others. The supervisor can answer any questions about an employee’s responsibility for maintenance and care of equipment or vehicles used on the job.

The improper, careless, negligent, destructive or unsafe use or operation of equipment or vehicles can result in disciplinary action, up to and including termination of employment.

Vehicles owned, leased or rented by BCC should not be used for personal use.

306 Visitors in the Workplace

To provide for the safety and security of employees and the facilities at BCC, only authorized visitors are allowed in the workplace. Restricting unauthorized visitors helps in maintaining safety standards, protects against theft, ensures security of equipment, protects confidential information, safeguards employee welfare, and avoids potential distraction and disturbances.

All visitors should enter BCC at the main entrance. Authorized visitors will receive directions or be escorted to their destination. Employees are responsible for the conduct and safety of their visitors.

If an unauthorized individual is seen on BCC’s premises, employees should immediately notify the Director of Human Resources or, if necessary, direct the individual to the main entrance.

307 Computer and E-mail Usage

Computer, computer files, the e-mail system, and software furnished to employees are BCC’s property intended for business use. Employee should not use a password, access a file, or retrieve any stored communication without authorization. To ensure compliance with this policy, computer and e-mail usage may be monitored.

BCC strives to maintain a workplace free of harassment and sensitive to the diversity of its employees. Therefore, BCC prohibits the use of Computers and the e-mail system in ways that are disruptive, offensive to others, or harmful to morale.

E-mail should not be used to solicit others for commercial ventures, religious or political causes, outside organization, or other non-business matters.

BCC purchases and licenses the use of various computer software for business purposes and does not own the copyright to this software or its related documentation, unless authorized by the software developer.

Employees may only use software on local area networks or on multiple machines according to the software license agreement. BCC prohibits the illegal duplication of software and its related documentation.

Employees should notify their immediate supervisor, the Director or any member of management upon learning of violations of this policy. Employees who violate this policy will be subject to disciplinary action, up to and including termination of employment.

308 Workplace Monitoring

Workplace monitoring may be conducted by BCC, to ensure quality control, employee safety, security, and customer satisfaction.

Because BCC is sensitive to the legitimate privacy rights of employees, every effort will be made to guarantee that workplace monitoring is done in an ethical and respectful manner.

401 Employee Benefits

Effective Date: 06/01/01

Eligible employees at BCC are provided a wide range of benefits.  A number of the programs (such as Social Security, workers’ compensation, state disability, and unemployment insurance) cover all employees in the manner prescribed by law.

Benefits eligibility is dependent upon a variety of factors, including employee classification.  The Director of Human Resources can identify the programs for which you are eligible.  Details of many of the programs can be found elsewhere in the employee handbook.

The following benefit programs are available to eligible fulltime employees:

· Medical Insurance

· Dental Insurance

· Vision Insurance

· Life Insurance

· 401(k) Plan

· Short Term Disability

· Long Term Disability

· Relocation Assistance

· Paid Holidays

· Vacation Benefits

· Sick Leave Benefits

· Paid Time Off

Some benefit programs require contributions from the employee, but most are fully paid by BCC for full time salaried employees.

402 Vacation Benefits

Effective Date: 06/01/01
Vacation time off with pay is available to eligible employees to provide opportunities for rest, relaxation, and personal pursuits.  Employees in the following employment classification(s) are eligible to earn and use vacation time as described in this policy.

· Regular full-time salaried employees 

The amount of paid vacation time employees receive each year increased with their length of employment as shown in the following schedule:

· Upon initial eligibility, the employee is entitled to earn 10 vacation days that can be used after completing one year.

· After completing 5 years of eligible service, the employee is entitled to 15 vacation days each year.

· After completing 10 years of eligible service, the employee is entitled to 20 vacation days each year.

The length of eligible service is calculated on the basis of a “benefit year”.  This is the 12-month period that begins when the employee starts to earn vacation time (from the start date of your first payroll check).  (8 hours for every 192 regular hours worked).  An employee’s benefit year may be extended for any significant leave of absence.  All vacation time must be approved 30 days in advance, unless it is an emergency situation, in which case Management can make an exception.

Once employees enter an eligible employment classification, they begin to earn paid vacation time according to the schedule.  Earned vacation time is available for use in the year following its accrual, only.

If an authorized Company holiday falls within an employee’s vacation period, and the employee is eligible for paid holiday allowance for that particular day, it shall be counted as a holiday rather than a vacation day.

To use Vacation Time, all Employees must submit a Request for Vacation Approval Form to Management at least 15 days in advance. All requests will be reviewed based on a number of factors, including business needs and staffing requirements by BCC Management.  No more than 3 weeks (at one time) are allowed to be taken.  This also must be approved in advance.

In cases where an employee is in between projects over a period in excess of 15 days, BCC Management, at their discretion, may request the employee to take mandatory vacation accrued during that year.

Vacation time off is paid at the employee’s base pay rate at the time of vacation.  It does not include any special forms of compensation such as incentives, commissions, bonuses, or shift differentials.  Vacation hours shall not be considered “hours worked” in the calculation of overtime.

For the employees who are on site projects, at their request, can cash in their Vacation time if the following conditions are met:

· They should have worked on site projects for at least 2000 regular hours (not including overtime hours).

· They should be on the project at the time of their request.

· They should make their request 15 days in advance.

As stated above, employees are encouraged to use available paid vacation time for rest, relaxation and personal pursuits.  In the event that available vacation is not used by the end of the benefit year, employees may carry unused time to the next benefit year.   If the total amount of unused vacation time reaches a “cap” equal to two times the annual vacation amount, further vacation accrual will stop.  When the employee uses paid vacation time and brings the available amount below the cap, vacation accrual will begin again.

Upon termination of employment, employees will be paid for unused vacation time that has been earned through the last day of work.  However, if BCC, in its sole discretion, terminates employment for cause, forfeiture of unused vacation time may result.  If an employee resigns his position with BCC before completing one year, the employee is not eligible to receive any vacation pay.

BCC strongly recommends their employees to discuss vacation plans with their client’s supervisor before taking any vacation.

403 Holidays

Effective Date: 06/01/01
BCC will grant holiday time off to all employees on the holidays listed below:

· New Year’s Day (January 1)

· Memorial Day (last Monday in May)

· Independence Day (July 4)

· Labor Day (first Monday in September)

· Thanksgiving (fourth Thursday and Friday in November)

· Christmas (December 25)

· Three Floating Holidays 

If a holiday falls on a Saturday, the preceding Friday shall be considered the BCC holiday. If the holiday falls on a Sunday, the following Monday shall be considered the BCC holiday.

BCC will grant paid holiday time off to all eligible employees who have completed 1-month calendar days of service in an eligible employment classification.  Holiday pay will be calculated based on the employee’s straight-time pay rate (as of the date of the holiday).  Eligible employee classification(s).

· Regular full-time employees

If a recognized BCC holiday falls during an eligible employee’s paid vacation period, the employee is eligible for paid holiday allowance instead of a vacation day or the vacation can be extended by one day.

If eligible nonexempt employees work on a recognized BCC holiday, they will receive holiday pay plus wages at their straight-time rate for the hours worked on the holiday.

Paid time off for holidays will be counted as hours worked for the purposes of determining whether overtime pay is owed.

In some case, a Client may have additional Holidays than the BCC holiday schedule.  When this occurs, the employee will use their Floating Holidays for this time off.

The Three Floating Holidays are to be used for personal time off, and can be used anytime during the calendar, for such days as the observance of particular religious celebrations or if the company you are currently working at observes a holiday that BCC does not.  Employees are not entitled to carry over these floating holidays into the next calendar year.

404 Sick Leave Benefits

Effective Date: 06/01/01

BCC provides paid sick leave benefits to all eligible employees to assist you when you are absent due to illness or injuries.  Eligible employee classifications(s):

· Regular Full-time employees

BCC expects you to utilize the sick leave privilege only for its intended purpose and not to allow for extra time off for other reasons.  Eligible employees may use sick leave benefits for an absence due to their own illness or injury of that of a family member.

Eligible employees will accrue sick leave benefits at the rate of 3 days per year.  Sick leave benefits are calculated on the basis of a “benefit year”, the 12-month period that begins when the employee starts to earn sick leave benefits.

Employees, who are unable to report to work due to illness or injury, should notify their direct supervisor before the scheduled start of their workday and for every day they are unable to report to work.  This must also be noted on your time sheets when submitted.

Sick leave benefits will be calculated based on the employee’s base pay rate at the time of absence and will not include any special forms of compensation, such as incentives, commissions, bonuses or shift differentials.  Sick leave shall not be considered “hours worked” in the calculation of overtime.

Unused sick leave benefits will be allowed to accumulate until the employee has accrued a total of 6 calendar days worth of sick leave benefits.  If the employee’s benefits reach this maximum, further accrual of sick leave benefits will be suspended until the employee has reduced the balance below the limit.

Unused sick leave benefits will not be paid to employees when they are employed or upon termination of employment.

If the sick leave exceeds 8 days and the employee is disabled to come to work, then the Short Term and/or Long Term disability benefits will take effect.  Contact Human Resources should this occur so that proper forms may be filled out.

405 Bench Time Policy

Consultants:

The Consultant must be willing to work and report to duty at any client location or company site BCC finds him an assignment in order to receive bench salary benefits. 
BCC can request the following of the Consultant:

A. If BCC feels his/her skill sets are in demand, BCC will market his/her and pay his full base salary. However, at BCC’s discretion, the Consultant may be asked to use his/her unused vacation during Bench Time.

B. In special cases of economic downturn If the market does not require the Consultant’s skill set, then he/she may be asked to return to the original country from which his H-1B Visa is approved.
406 Over time:

At the request of Clients, Consultants may be scheduled to work overtime hours. When possible, advanced notification of any overtime will be provided.  All overtime work must receive the Client’s prior authorization.  

Only hours actually worked count in the calculation of overtime.  You must work 40 hours in a week to be eligible for Overtime.  BCC holidays hours are counted as time worked in computing overtime for the week.  Sick leave, vacation hours, personal holiday hours or any leave of absence are not counted in computing overtime.

Approved overtime compensation will be paid to Consultants for all hours worked over 40 hours for a particular month on the payroll of the following month.

407 Workers’ Compensation Insurance

Effective Date: 06/01/01

BCC provides a comprehensive workers’ compensation insurance program at no cost to employees.  This program covers any injury or illness sustained in the course of employment that requires medical, surgical, or hospital treatment.  

Employees who sustain work-related injuries or illnesses should inform Management immediately.  No mater how minor an on-the-job injury may appear, it is important that it be reported immediately.  This will enable an eligible employee to qualify for coverage as quickly as possible.

408 Health Insurance

Effective Date: 06/01/01

BCC offers temporary health insurance to those employees who have not as yet received their Social Security Number.  Once this number is obtained, the employee will be eligible to enroll in BCC’s regular health insurance.

BCC provides health insurance that includes, Medical, Dental, and Vision care benefits to its employees and their dependents.  Employees in the following employment classifications are eligible to participate in the health insurance plan:

· Regular full-time employees

Eligible employees may participate in the health insurance plan subject to all terms and conditions of the agreement between BCC and the insurance carrier.  

All eligible employees receive free health insurance.  Should you elect to include your family in BCC’s plan, a contribution from the employee will be as follows:

15% of Dependents Fee

A change in employment classification would result in loss of eligibility to participate in the health insurance plan may qualify an employee for benefits continuation under the Consolidated Omnibus Budget Reconciliation Act (COBRA).  Refer to the Benefits Continuation (COBRA) policy for more information.

Details of the health insurance plan are provided by the Human Resource Department.

409 Benefits Continuation (COBRA)

Effective Date: 06/01/01

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their qualified beneficiaries the opportunity to continue health insurance coverage under BCC’s health plan when a “qualifying event” would normally result in the loss of eligibility.  Some common qualifying events are resignation, termination of employment, or death of an employee; a reduction in an employee’s hours or a leave of absence; an employee’s divorce or legal separation; and a dependent child no longer meeting eligibility requirement.

Under COBRA, the employee or beneficiary pays the full cost of coverage at BCC’ group rates plus an administration fee.  BCC provides each eligible employee with a written notice describing rights granted under COBRA when the employee becomes eligible for coverage under BBB’s health insurance plan.  The notice contains important information about the employee’s rights and obligations.

410 Maternity Leave

Effective Date: 06/01/01

BCC will not discriminate against any employee who requests an excused absence for medical disabilities associated with pregnancy.  BCC may not dismiss, lay off or demote an employee because of her pregnancy or intention to take maternity leave.  The employer also may not use an employee’s pregnancy as grounds for denial of promotion or training.

An employee who gives birth is entitled to receive Short Term Disability (13 weeks including the initial 8 day waiting period for a total of 12 weeks compensation).   Contact Human Resources for further details.

Requests for time off associated with pregnancy and / or childbirth, such as bonding and child care, not related to medical disabilities for those conditions will be considered in the same manner as other requests for unpaid family or personal leave.

410 Short Term Disability

Effective Date: 06/01/01

A fulltime employee who is unable to perform his or her job due to a non-work–related injury or illness (including pregnancy-related disabilities) is eligible for Short Term disability benefits.

Following the first day of absence, there is a waiting period of 8 calendar days before short term disability benefits begin.

An eligible employee may receive short term payments through the 13th week following the first day of absence.  An employee is eligible for 60% of the weekly salary, to a maximum of $1,500.

(For more information contact Human Resources to obtain a booklet)

411 Long Term Disability

Effective Date: 06/01/01

A regular full-time employee who is benefits eligible, upon completion of three months of employment is eligible to participate.

An employee is eligible for 60% of his/her salary to a maximum of $6,000 per month.

An employee must be totally disabled for Long Term Disability (LTD).  For the first 24 months of disability, the employee must be unable to perform the material duties of his/her job.  

Employees are eligible to receive benefits after a 90-day elimination period starting from the first day of absence.

Initial and subsequent approval for benefit payments is the responsibility of BCC’s insurance carrier/underwriter.

For additional information, please contact Human Resources to obtain a booklet.

412 401 (k)

Effective Date: 06/01/01

BCC values their employees and is committed to providing you with a tax-advantaged retirement savings opportunity by offering a 401(k) plan.

The 401(k) offers you a variety of investment options with a wide range of investment objectives.  The plan if flexible in design and provides you with the opportunity to determine how you want your contributions invested.  You can customize your investment allocations at the GWL website or invest in a Money Market Fund.  Further details can be obtained from Human Resources.  

You are eligible to participate in the 401(k) plan after you have completed 30 days of employment on your first project.  

BCC also participates into your 401(k) plan.  BCC employees can contribute into 401K account to a maximum of 10% contribution amount.  

413 Life Insurance

Effective Date: 06/01/01

Life insurance offers you and your family important financial protection.  BCC provides a basic life insurance plan ($50,000) for eligible employees.  If an employee wishes additional life insurance, they may purchase it, at their own expense through the insurance company.

Employees in the following employment classifications are eligible to participate in the life insurance plan:

· Regular full-time employees

Eligible employees may participate in the life insurance plan subject to all terms and conditions of the agreement between BCC and the insurance carrier.  

Details of the basic life insurance plan including benefit amounts are described in the Summary Plan Description provided to eligible employees.  Contact Human Resources for more information about life insurance benefits.

414 Bereavement 

Effective Date: 06/01/01

A full-time employee is eligible for paid time off in the event of a death in your immediate and extended family.

1. You may be excused with pay for up to five working days in the event of the death of an immediate family member.

2. You may be excused with pay for up to three working days in the event of the death of grandchildren or grandparents.

3. You may arrange with Management to take two hours of paid time off to attend funeral services of other relatives and close friends.  

501 Timekeeping 

Effective Date: 06/01/01

Accurate records of time worked are the responsibility of every nonexempt employee.  Federal and state laws require BCC to keep an accurate record of time worked in order to calculate employee pay and benefits.  Time worked is all the time actually spent on the job performing assigned duties.  BCC can bill their clients only with an approved time sheet.

All time sheets must be submitted either by e-mail to Ramesh@BCCUSA-MA.com or faxed to 781-551-8493 every Monday of the week.  If time sheets are not received for more than two weeks, BCC, at its discretion, will run employee salary by can retain that employee’s salary check until such time sheets are received.

Staff employees should accurately record the time they begin and end their work, as well as the beginning and ending time of each meal period.  They should also record any time off for personal reasons, sick time or vacation.  The client must always approve overtime work.

Altering, falsifying, tampering with time records, or recording time on another employee’s time record may result in disciplinary action, up to and including termination of employment.

It is the employees’ responsibility to sign their time record and get it signed by their supervisor to certify the accuracy of all time recorded.

502 Paydays

Effective Date: 06/01/01

Salaries are paid twice a month, on the 1st and 15th of the Month.  

If a regular payday falls during an employee’s vacation, the employee’s paycheck will be available upon his return from vacation.

Employees may have pay directly deposited into their bank accounts if they provide the proper authorization form (obtainable from Human Resources) prior to the pay period.  Employees who choose direct deposit will receive an itemized statement of wages in lieu of a paycheck.

503 Pay Deductions and Setoffs

Effective Date: 06/01/01

The law requires that BCC make certain deductions from every employee’s compensation.  Among these are applicable federal, state and local income taxes.  BCC must also deduct Social Security taxes on each employee’s earnings up to a specified limit that is called the Social Security “wage base.”  BCC matches the amount of Social Security taxes paid by each employee.

Pay setoffs are pay deductions taken by BCC, usually to help pay off a debt or obligation to BCC or others.

If you have questions concerning why deductions were made from your pay check or how they were calculated, Human Resources can assist in having your questions answered.

BCC reserves the right to approve or deny or even delay any application of loan from the employees without giving any reason to the employees.

504 Business Travel Expenses

Effective Date: 06/01/01

BCC will reimburse employees for reasonable business travel expenses incurred while on assignments away from the normal work location.  Management must approve all business travel in advance.  All travel requested by the on site client must be approved and reimbursable by the client.

Employees, whose travel plans have been approved, should make all travel arrangements through BCC have designated travel agency.

When approve the actual costs of travel, meals, lodging, and other expenses directly related to accomplishing business travel objectives will be reimbursed by BCC.  Employees are expected to limit expenses to reasonable amounts.

Expenses that will generally be reimbursed include the following:

· Airfare or train fare for travel in coach or economy class or the lowest available fare.

· Car rental fees, for ONLY compact or mid-sized care.

· Fares for shuttle or airport bus service, where available; costs of public transportation for other ground travel.

· Taxi fares, only when there is no other less expensive alternative.

· Cost of standard accommodations in low to mid-priced hotels, motels, or similar lodgings.

· Cost of meals, no more lavish than would be eaten at the employee’s own expense.

· Use of personal car will be reimbursed as per IRS guidelines for mileage.

Employees who are involved in an accident while traveling on business must promptly report the incident to their immediate supervisor.  When travel is complete, employees should submit completed travel expense reports within 15 days.  Receipts for all individual expenses should accompany reports.

Vehicles owned, leased, or rented by BCC may not be used for personal use without prior approval. 

505 Employee Referral Program

Effective Date: 06/01/01

BCC employees play a very important role in the company growth.  The employees are strongly encouraged to refer consultants among their personal circles.  Since the referrals demonstrate the loyalty and dedication of the employee to the company, BCC highly appreciates those referrals.

Any candidate inside the USA, with Zero to less than 6 months experience, referred by an employee, the employee will receive a one-time fee of $500 after the referred candidate is on the project for at least 6 months.

Any candidate who has more than 6 months of US experience in the US, who is referred by an employee of BCC, the employee will receive $750 as a one time fee after the referred candidate completes at least 6 months on the project.

Any candidate irrespective of experience in the US but joins BCC with a project , who is referred by an employee of BCC, the employee will receive $1000 as a one time fee after the referred candidate completes at least 6 months on the project.

508 Relocation Benefits

Effective Date: 06/01/01

When BCC asks Regular full time salaried consultant employees to relocate to a new area, certain relocation benefits may be provided to facilitate the transition.  Relocation may be available to any eligible transferred or newly hired employee who must relocate.  Those employees eligible for relocation benefits are:

A. Travel

· Employees who have vehicles and willing to drive shall be as per IRS Guidelines.

· Travel arrangements will be made by BCC for the Employee and his/her family that has more than 6 hours travel time.

B. Accommodations

· One week Motel accommodations can be provided at the new location for one week.

· In the event the Employee doe not have a vehicle, transportation can be paid for by BCC for one week.

C. Moving Personal Belongings

· Employees will be given up to $1,000 toward moving their personal belongings with valid receipts.

D. Lease Breaking

· BCC employees are encouraged to take short-term leases due to the nature of their assignments.  Any lease breaking expenses are to be evaluated and may be shared at the discretion of BCC.

601 Employee Conduct and Work Rules

Effective Date: 06/01/01

To ensure orderly operations and provide the best possible work environment BCC expects employees to follow rules of conduct that will protect the interests and safety of all employees and the Organization.

It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. The following are examples of infractions of rules of conduct that may result in disciplinary action, up to and including termination of employment:

· Theft or inappropriate removal or possession of Company property.

· Working under influence of alcohol or illegal drugs.

· Negligence or improper conduct leading to damage of employer owned property.

· Insubordination or other disrespectful conduct.

· Smoking in Prohibited areas.

· Sexual or other unlawful or unwelcome harassment.

· Excessive Absenteeism or any absences without notice.

· Repetitive in late coming.

· Unauthorized relationship with the clients or any person appointed by the client.

· Unauthorized absence from workstation during the workday.

· Unauthorized use of telephones, mail system, or other employer-owned equipment.

· Unauthorized disclosure of business secrets or confidential information.

· Violation of personnel policies.

· Unsatisfactory performance or conduct.

602 Drug and Alcohol Use 

Effective Date: 06/01/01

It is BCC’s desire to provide a drug-free, healthful and safe workplace. To promote this goal, employees are required to reports to work in appropriate mental and physical condition to perform their jobs in a satisfactory manner.

While on BCC premises and while conducting business –related activities of BCC, no employee may use, possess, distribute, sell or be under the influence of alcohol or illegal drugs. The legal use of prescribed drugs is permitted on the job only if it does not impair an employee’s ability to perform the essential functions of the job effectively and in a safe manner that does not endanger other individuals in the workplace.

Violations of this policy may lead to disciplinary action, up to and including immediate termination of employment, and / or required participation in a substance abuse rehabilitation or treatment program. Such violations may also have legal consequences.

603 Attendance and Punctuality

Effective Date: 06/01/01

In BCC, Your punctuality is treated as a scale of your performance. Therefore, you are expected to be on time everyday.  Currently the working hours are as follows. The working hours can be changed according to Management’s discretion.

A Ten Minutes Grace time is given to the Employee for three days in a calendar month. If the employee happens to come to job late on the fourth day in a calendar month, it will be treated as One-Hour Permission. 

A Maximum of three hours permission can be availed for one calendar month.  On exceeding the limit, the management takes the permission availed as half-day leave.

In rare instances when employees cannot avoid being late to work or are unable to work as scheduled, they should notify their supervisor as soon as possible in advance of the anticipated tardiness or absence.

Poor attendance and excessive tardiness are disruptive. Either may lead to disciplinary action, up to and including termination of employment.

604 Resignation

Effective Date: 06/01/01

Resignation is a voluntary act initiated by the employee to terminate employment with BCC.  

BCC requests its employees to submit their written resignation at least 2 weeks before the actual date of relieving. 

BCC expects its employees to honor any written or agreed commitments they made with BCC or its clients before the actual date of relieving.

605 Solicitation

Effective Date: 06/01/01

In an effort to ensure a productive and harmonious work environment, persons employed by BCC may not solicit or distribute literature in the workplace at any time for any purpose.

BCC recognizes that employees may have interests in events and organizations outside the workplace. However, employees may not solicit or distribute literature concerning these activities during working time.  (Working time does not include lunch periods, work breaks, or any other periods in which employees are not on duty).

If employees have a message of interest to the workplace, they may submit it to the Director of Human Resources for approval. The Director of Human Resources will post all approved messages.

606 Personal Appearance

Effective Date: 06/01/01

Dress, grooming and cleanliness standards contribute to the morale of all employees and affect the business image BCC presents to the clients and community.

During business hours, employees are expected to present a clean and neat appearance and to dress according to the requirements of their positions.

Consult your supervisor or department head at the client site, if you have questions as to what dress code is required.
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