CONSULTANT’S  GUIDELINES                                     

The following topics are guidelines for contractors working on assignment at a client’s site.  Please review each of these so you know what the client generally expects of you.

The client expects quality work from its consultants.  You will perform all services in a safe, professional, and competent manner and agree to work at the client for the duration of the assignment.

You will respect the confidentiality of information that relates to the client.  You will 

not reveal any client sensitive information and will use it only for the purpose of 

completing your client’s work.  You shall protect the disclosed Confidential Information by using a reasonable degree of care, to prevent the unauthorized use, disclosure, dissemination, or publication of the Confidential Information.  You will respect the client’s confidentiality even after you complete this assignment.  This confidentiality clause imposes no obligations upon you with respect to Confidential Information that: (a) was rightfully in your possession before the start of the assignment at the client or (b) is or becomes a matter of public knowledge through no fault of yours.

You will use the telephone at the work location for client-related business only.

You will be liable for the cost of all unauthorized calls.

You will not receive mail or faxes at the client’s facilities.

You will not use client facilities in support of any outside activities including     employment.

You will abide by client’s cell phone policy.  Cell phones should be used on a limited and discreet basis so as not to cause a distraction for you or others.

You will adhere to the client’s safety procedures if any.

You will comply with the client’s security requirements as it relates to wearing a badge and otherwise.

You will adhere to the client’s posted policies including those related to waste removal, recycling and environmental policies.

You may use an electronic paging device.

You will not make or offer a gratuity to any employee or their family that could be 

viewed as an actual or potential business relationship with the client.

You understand any work done, while on assignment for the client, is the property of the client.

You will not intentionally write any code that will adversely effect programming code, data files, or hardware without prior written consent and intent of client management.

If the client previously employed you, you will inform eclaro international of when and where you worked with the client so eclaro international can inform the client.

By working with eclaro international, nothing will be construed as granting you any rights under any client employee benefit plan other than those which may now exist under the client retirement plan.

You will dress appropriately and consistent with the type of clothing worn in the area you will work.

You may not distribute any written, printed, or graphic information on the client’s premises other than for the conduct of official business in the performance of the contracted services.

You will be required to follow the client’s smoking guidelines for the location where you work.

You are not to affix any signs on doors or in the hallways unless the client provides them.

You understand the following statement on sexual harassment:

            “eclaro international is committed to providing a work environment free from sexual harassment.  Sexual harassment is unwelcome conduct that includes or may be perceived to include sexual content which has the purpose or effect of interfering with an individual’s work performance or that creates an offensive or hostile work environment.  If you feel you are being harassed or discriminated against, you are encouraged to immediately inform the alleged harasser that the behavior is unwelcome.  In most instances, the person is unaware that his/her conduct is offensive and, when so advised, can easily and willingly correct the conduct so it does not re-occur.  If the informal discussion with the alleged harasser is unsuccessful in remedying the problem, or if such an approach is not possible, you should immediately report the complained-of conduct to your immediate supervisor, manager, or, if preferable, to eclaro international.  This report should include all facts available to the employee regarding the harassment or discrimination.  All reports of harassment will be treated seriously.  However, absolute confidentiality is not promised nor can it be assured.  The company will conduct an investigation of any complaint which will require limited disclosure of pertinent information to certain parties, including the alleged harasser.”

Please acknowledge, by signing below, that you have read this statement and will conduct yourself in a proper and professional manner and will observe all rules and policies described above.

I acknowledge that I read and will observe the above policies and rules.

                                                  


____________________________

                                                                                                      Signature

                                                                              ____________________________

                                                                                                    Name (Print)

                                                                              ____________________________

                                                                                                         Date

Thank you in advance for your representation of eclaro international and please let us if when we can be of help to you in any way or if you would like to discuss a situation where you may be uncomfortable or uncertain about what you should do.
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