
TERMS OF BUSINESS FOR THE INTRODUCTION OF PERMANENT STAFF

1 Interpretation

1.1 In these Conditions the following expressions shall be given the following meanings:
1.1.1 ”Candidate” – any person Introduced by the Company to the Client for the purposes of an
Engagement regardless of whether otherwise known to the Client.
1.1.2 “The Client” – any person, firm, company or organisation to whom the Candidate is
Introduced.
1.1.3 “The Company” – Ketco Limited (an Employment Agency).
1.1.4 “Engagement/Engaged/Engages” – the employment or other use of a Candidate by the
Client whether directly or indirectly, on a permanent or temporary basis, whether under a contract
of service or for services or under an agency, licence, franchise or partnership agreement or
otherwise.
1.1.5 “Introduction/ Introduces” – the communicating by any means by the Company of the
identity of a Candidate to the Client.
1.1.6 “Remuneration” – the base salary or fees, guaranteed and/or bonus and commission
earnings, allowances, inducement payments and all other payments and emoluments which
would be payable to or received by the Candidate for services rendered to or on behalf of the
Client or any third party for the first year of the Engagement.
1.2 In these Conditions words importing the singular shall include the plural and vice versa.
1.3 The paragraph headings in these Conditions shall be for convenience only and shall not affect
the interpretation of these Conditions.

2 Impact of conditions

2.1 These Conditions shall be deemed to be accepted by the Client from the earliest moment
when the Client interviews or requests or accepts services or work from a Candidate.
2.2 Once the Client is deemed to have accepted these Conditions in connection with one
Candidate, the Conditions are deemed incorporated into all future agreements between the
Company and the Client in connection with the introduction of Candidates.
2.3 No variation to these Conditions shall be valid unless the details of such variation are agreed
between the Company and the Client and are set out in writing and a copy of the varied terms is
given by the Company to the Client stating the date on or after which such varied terms shall
apply.
2.4 The complete or partial invalidity or unenforceability of any provision herein for any single
purpose shall in no way affect the validity or enforcement of such provision for any other purpose
or of the remaining provisions. Any such provision shall be deemed to be severed for that
purpose subject to such consequential modification as may be necessary for the purpose of such
severance.
3 The position and information to be provided by the Client
3.1 To enable the Company to comply with its obligations under Condition 4 the Client undertakes
to provide the Company with the following information at the earliest possible opportunity and in
any event before the Client agrees to consider any Candidate the Company seeks to Introduce:
3.1.1 details of the position which the Client seeks to fill, including the type of work that the
Candidate would be required to do;
3.1.2 the location and hours of work;
3.1.3 the experience, training, qualifications and any authorisation which the Client considers
necessary or which are required by law or any professional body for the Candidate to possess in
order to work in the position;
3.1.4 any risks to health or safety known to the Client and what steps the Client has taken to
prevent or control such risks;
3.1.5 details of the date the Client requires the Candidate to commence, the duration or likely
duration of the work;
3.1.6 the minimum rate of Remuneration, expenses and any other benefits that would be offered
and details of any expenses the Candidate is expected to incur;



3.1.7 the intervals of payment of Remuneration;
3.1.8 the length of notice that the Candidate would be entitled to give and receive to terminate the
Engagement with the Client.
4 Suitability and information to be provided by the Company
4.1 The Company endeavours to ensure the suitability of any Candidate introduced to the Client
by obtaining confirmation of:
4.1.1 the Candidate’s identity;
4.1.2 that the Candidate has the experience, training, qualifications and any authorisations which
the Client considers necessary or which may be required by law or by any professional body; and
4.1.3 that the Candidate is willing to work in the position which the Client seeks to fill.
4.2 When the Company Introduces a Candidate to the Client the Company shall inform the Client
of such matters in Condition 4.1 as they have obtained confirmation of. Where such information is
not given in paper form or by electronic means it shall be confirmed by such means by the end of
the third business day (excluding Saturday, Sunday and any public or Bank holiday) following
save where the Candidate is being Introduced for a position which is the same as one in which
the Candidate has worked within the previous 5 business days and such information has already
been provided to the Client.
4.3 The Company endeavours to take all such steps as are reasonably practicable to ensure that
the Client and the Candidate are aware of any requirements imposed by law or any professional
body to enable the Candidate to work in the position which the Client seeks to fill.
4.4 The Company endeavours to take all such steps as are reasonably practicable to ensure that
it would not be detrimental to the interests of either the Client or the Candidate for the Candidate
to work in the position which the Client seeks to fill.
4.5 Where the Candidate is required by law, or any professional body, to have any qualifications
or authorisations to work in the position which the Client seeks to fill or the work involves working
with any one or more persons under the age of 18 or any person who by reason of age, infirmity,
or any other circumstances is in need of care or attention, the Company will take all reasonably
practicable steps to obtain copies of any relevant qualifications or authorisations of the
Candidate, 2 references from persons not related to the Candidate who have agreed that the
references they provide may be disclosed to the Client and has taken all reasonably practicable
steps to confirm that the Candidate is suitable for the position. If the Company is unable to do any
of the above it shall inform the Client of the steps it has taken to obtain this information in any
event. Copies of any documents referred to in this Condition which have been obtained by the
Company are available upon request.
4.6 Notwithstanding the Company’s obligations under this Condition 4 the Client shall satisfy itself
as to the suitability of the Candidate and the Client shall take up any references provided by the
Candidate to it or the Company before Engaging such Candidate save where the Company has
already provided the Client with such references in accordance with its obligations under
Condition 4.5. The Client is responsible for obtaining work permits and/or such other permission
to work as may be required and for arranging medical examinations and/ or investigations into the
medical history of any Candidate, and satisfying any medical and other requirements,
qualifications or permission required by law.
4.7 The Company shall notify the Client without delay if it receives or otherwise obtains, within 3
months of an Introduction of a Candidate, information which gives it reasonable grounds to
believe that the Candidate is or may be unsuitable for the position.
5 Notification and fees
5.1 The Client agrees:
5.1.1 to notify the Company immediately of any offer of an Engagement which it makes or intends
to make to the Candidate
5.1.2 to notify the Company immediately of any acceptance by the Candidate of any offer of an
Engagement and to provide details of the Remuneration to the Company.
5.2 The Client shall pay an Introduction fee upon the acceptance of an offer of an Engagement by
a Candidate or otherwise upon the commencement of an Engagement (whichever first occurs).
The Introduction fee shall be a percentage of the Candidate’s projected Remuneration. Where
any vehicle or live-in accommodation is provided to the Candidate in any Engagement the value
ascribed to each such benefit shall be no less than would increase the Remuneration by an



additional £2,000. Where the amount of the actual Remuneration is not known the Company will
charge a fee based on the minimum level of remuneration applicable for the position in which the
Candidate has been engaged with regard to any information supplied to the Company by the
Client and/or comparable positions in the market generally for such positions. In any event, the
total Introduction fee shall not be less than £2,000.
5.3 The Introduction fee shall be calculated as follows:

Emoluments Charge

Up to an including £24,999
£25,000 to £44,999
£45,000 and above

£2,000 or 15% (whichever is the
greater)
17.5%
20%


