VALID FROM JANUARY 2011

TERMS OF BUSINESSFOR THE INTRODUCTION
OF PERMANENT OR CONTRACT STAFF

TO BE DIRECTLY EMPLOYED BY THE CLIENT
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3.3

3.4

DEFINITIONS

In these Terms of Business the following dgfins apply; RECRUITMENT

"Applicant” Means the person introduced by the Agency to thenCfor an Engagement including any offiger
or employee of the applicant if the applicant isngited company and members of the Agency’s
own staff;

"Client" Means the person, firm or corporate body togeth#r any subsidiary or associated company as
defined by the Companies Act 198bwhom the Applicant is introduced;

"Agency" Means WP RECRUITMENT LTD, CORNER HOUSE, 68/70 LLEY STREET, NEWPORT
ISLE OF WIGHT PO30 5ET;

"Engagement” Means the engagement, employment or use of thd&oapp by the Client or any third party on|a

permanent or temporary basis, whether under aacnif service or for services; under an agency,
license, franchise or partnership agreement; oradingr engagement; directly or through a limited
company of which the Applicant is an officer or dayge

"Introduction” Means the Client's interview of an Applicant in gm@r or by telephone, following the Client's
instruction to the Agency to search for an Applicar the passing to the Client of a curriculym

vitae or other information which identifies the Ajgant and which leads to an Engagement of that
Applicant;

"Remuneration” Includes base salary or fees, guaranteed and/acipateéd bonus and commission earnings,
allowances, inducement payments, the benefit @hapany car and all other payments and taxable
(and, where applicable, non-taxable) emolumentslplayto or receivable by the Applicant for
services rendered to or on behalf of the Clienthe¥® a company car is provided by the Client, a

notional amount will be added to the salary in otdecalculate the Agency’s fee.

Unless the context requires otherwise, refagma the singular include the plural and referenoghe masculine include
the feminine and vice versa.
The headings contained in these Terms of Bssiaee for convenience only and do not affect ih&érpretation.

THE CONTRACT

These Terms constitute the contract betweeAdeacy and the Client and are deemed to be aatbgtthe Client by virtue
of an Introduction to, or the Engagement of an Agpit or the passing of any information about thmplcant to any third
party following an introduction.

Theses Terms contain the entire agreement batthe parties and unless otherwise agreed inngritiy the Agency, these
Terms of Business shall prevail over any other seofrbusiness or purchase conditions put forwarthbyClient.

No variation or alteration of these Terms shallvalid unless the details of such variation ageeed between the Agency
and the client and are set out in writing and ayaufithe varied Terms is given to the Client stgtihe date on or after which
such varied terms shall apply.

NOTIFICATION AND FEES

The Client agrees:

(&) to notify the Agency immediately of any offdram Engagement which it makes to the Applicant,

(b) to notify the Agency immediately that its offef an Engagement to the Applicant has been aatepid to provide
details of the Remuneration to the Agency; and

(c) to pay the Agency's fee within 14 days of theedbf invoice.

Except in the circumstances set out in clauséélow, no fee is incurred by the Client unt# tApplicant commences the

Engagement when the Agency will render an invaiciné Client for its fees.

The Agency reserves the right to charge intemesnvoiced amounts unpaid for more than 14 deys date of invoice at

the rate of 2.0% per month, or part month theremhfthe due date to the date of payment.

The fee payable to the Agency by the Clientafointroduction resulting in an Engagement iswdated in accordance with

the accompanying Fee Structure on the Remunerafiplicable during the first 12 months of the Engaget. VAT will be

charged on the fee if applicable.
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3.5

3.6

4.2

4.3

6.2

SCHEDULE OF FEES

Salaries Per Annum Fee Salaries Per Annum Fee
Salaries up to £8000 7% Salaries of £15,001 -GEXD, 12%
Salaries of £8001- £10,000 8% Salarie26f@01 - £30,000 14%
Salaries of £10,001 - £15,000 10% Salaries36f@0 and above 16%

Minimum fee £495.00. All fees are subject to VAT28%

In the event that the Engagement is for a fbegth of less than 12 months, the fee in clausevBl&pply pro-rata. If the
Engagement is extended beyond the idikatl term or if the Client re-engages the Appticaithin 3 months from the date
of termination of the first Engagemehg Client shall be liable to pay a further feedshsn the additional Remuneration
applicable for the period of Engagemeitibfving the initial fixed term up to the terminati of the second Engagement or
the first anniversary of its commencemaeittichever is the sooner.

If the Client or any subsidiary or associatethpany of the Client subsequently re-engages thdiégpyt within the

period of 6 calendar months from the adteermination of the Engagement or withdrawaltd offer, a full fee calculated in
accordance with the Clause 3.4 aboverhesgayable.

REFUNDS

In order to qualify for the following refundhe Client must pay the Agency’s fee within 14 daj¢he date of the invoice
and must notify the Agency in writing of the termafion of the Engagement within 7 days of its teiation.

If the Engagement terminates before the exgfid2 weeks from the commencement of the Engagef(esnept where the
Applicant is made redundant) the fee will be rebateaccordance with the accompanying Scale of iRkf&et out in the
schedule to these Terms of Business.

SCALE OF REFUND

The following scale of Refund only applies in #eent that the Client complies with the provisiafi<lause 3.1 of theses
Terms of Business.

Where the Applicant leaves during the first 12 kgeef the Engagement, a partial refund of the ohition fee shall be paid
to the Client in accordance with the scale sebeldw, subject to the conditions in clause 4.1

Week in which the Applicant leaves % of introduction fee refunded
1-2 90%
80%
60%
40%
0 20%
12 10%

''RPOOO N

3
5
7
9
11

There will be no refund where the Applicant leadesing or after the I8week of Engagement. There is no refund where
the client has been charged the minimum fee of £49plus VAT.

In the event of the Client canceling the Engagdnater an offer of Engagement has been made toApmicant the
minimum fee specified in clause 5 shall become playa

In circumstances where clause 3.6 appliesutdele stated in clause 3.4 is payable and theall e no entitlement to a
refund.

CANCELLATION FEE
If, after an offer of Engagement has bmexe to the Applicant, the Client decides for amspn to withdraw it, the Client
shall be liable to pay the Agency a minim fee £495.00 plus VAT.

INTRODUCTIONS

Introductions of Applicants are confidentialheTl disclosure by the Client to a third party of aistails regarding an
Applicant introduced by the Agency which result@mEngagement with that third party within 6 maentif the introduction
renders the Client liable to payment of the Agen&g® as set out in Clause 3.4 with no entitlerteany refund.

An introduction fee calculated in accordancéhv@lause 3.4 will be charged in relation to anypigant engaged as a
consequence of or resulting from an introductiorobyhrough the Agency, whether direct or indiregthin 6 months from
the date of the Agency's introduction.
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6.3

7.2

7.3

7.4

7.5

7.6

10.

Where the amount of the actual Remuneratiamotsknown the Agency will charge a fee calculatedaccordance with
clause 3.4 on the minimum level of remunerationliapple for the position in which the Applicant hlasen engaged with
regard to any information supplied to the Agencitiy Client and/or comparable positions in the reeagenerally for such
positions.

SUITABILITY AND REFERENCES
The Agency endeavours to ensure the suitalofigny Applicant introduced to the Client by obiag confirmation of the
Applicants identity; that the Applicant has the esipnce, training, qualifications and any authdigsawhich the Client
considers necessary or which may be required bylaly any professional body; and that the Applidarwilling to work
in the position which the client seeks to fill.
At the same time as proposing an Applicant eoGtient, the Agency shall inform the Client of unatters in clause 7.1 as
they have obtained confirmation of. Where suchrimfation is not given in paper form or by electromeans it shall be
confirmed by such means by the end of the thirdnass day (excluding Saturday, Sunday and any poblBank holiday)
following save where the Applicant is being promgbser a position which is the same as one in whiah Applicant has
worked within the previous five business days amthdgnformation has already been given to the Clien
The Agency endeavours to take all such stepseaseasonably practical to ensure that the CliedtApplicant are aware of
any requirements imposed by law or any professibndly to enable the Applicant to work in the pasitwhich the Client
seeks to fill.
The Agency endeavours to take all such stepreseasonably practical to ensure that it wouldh®detrimental to the
interests of either the Client or the Applicant floe Applicant to work in the position which théecit seeks to fill.
Notwithstanding clauses 7.1, 7.2, 7.3 and 7avalthe Client shall satisfy itself as to the shiltty of the Applicant and the
Client shall take up any referenges/ided by the Applicant to it or the Agency bef@ngaging such Applicant. The
Client is responsible éntaining work permits and/or such other permisstmowork as may be required, for the
arrangement of medicalmeixeations and/or investigation into the medicatdrig of any Applicant, and satisfying any
medical and other requieats, qualifications or permission required by tahe country in which the Applicant is
engaged to work.
To enable the Agency to comply with its obligas under clauses 7.1, 7.2, 7.3 and 7.4 above libat@ndertakes to
provide the Agency details of the position whick tlient seeks to fill, including the type of wdhat the Applicant would
be required to do; the location and hours of wahle experience, training, qualifications and antharisation which the
Client considers necessary or which is requirethiyor any professional body for the Applicant tispess in order to work
in the position; and any risks to health and saketgwn to the Client and what steps the Client ta&&n to prevent or
control such risks. In addition the Client shalbyide details of the date the Client requires tipplant to commence, the
duration or likely duration of the work; minimumteaof remuneration and the length of notice thatApplicant would be
entitled to give and receive to terminate the emmplent with the Client.

SPECIAL SITUATIONS

Where the Applicant is required by law, oy @rofessional body to have any qualificationsaothorisations to work in the
position which the Client seeks to fill; or the Wadnvolves caring for or attending to one or moeggons under the age of
eighteen, or any person who by reason of ageniitfiror who is otherwise in need of care or atemtithe Agency will take
all reasonable practicable steps to obtain and tdf@rovide copies of any relevant qualificatiarsauthorisations of the
Applicant, two references from persons not relatethe Applicant who have agreed that the referetioey provide may be
disclosed to the Client and has taken all reasgraalcticable steps to confirm that the Applicansuitable for the position.
If the Agency is unable to do any of the aboveénilkinform the Client of the steps it has takemkain this information in
any event.

LIABILITY

The Company shall not be liable under any circamsts for any loss, expense, damage, delay, costengoensation
(whether direct, indirect or consequential) whichynbe suffered or incurred by the Client arisingniror in any way

connected with the Agency seeking an Applicanttii@r Client or from the Introduction to or Engagemehany Applicant

by the Client or from the failure of the Agencyitdroduce any Applicant. For the avoidance of doti¢ Agency does not
exclude liability for death or personal injury anig from its own negligence.

LAW
These Terms are governed by the law of EngéantdWales and are subject to the exclusive jutisdiof the courts of
England and Wales.
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VALID FROM OCTOBER 2011

TERMS OF BUSINESS FOR THE SUPPLY

OF AGENCY WORKERS

1.

DEFINITIONS & INTERPRETATION

1.1 Inthese Terms of Business the following dé&binis apply: RECRUITMENT
“Agency Worker” Means the individual who is Introduced by the Enypient Business to provide
Services to the Hirer;
“Agency Workers Means the Agency Workers Regulations 2010;
Regulations”
"Assignment” Means assignment services to be performed by tlemé&gWorker for the Hirer for a

period of time during which the Agency Worker ispplied by the Employment
Business to work temporarily for and under the suip@n and direction of the Hirer;

“Assignment Details Form”

Means written confirmation of the assignment dstaijreed with the Hirer prior to
commencement of the Assignment;

“AWR Claim” Means any complaint or claim to a tribunal or com@de by or on behalf of the
Agency Worker against the Hirer and/or the EmploytrBusiness for any breach of
the Agency Workers Regulations;

“Calendar Week” Means any period of seven days starting with tlmesday as the first day of the First
Assignment;

“Charges” Means the hourly charges of the Employment Busicefsulated in accordance with

clause 6.1 and as may be varied from time to tmeccordance with these Terms;

“Comparable Employee”

Means as defined in Schedule 1 to these Terms;

“Conduct Regulations”

Means the Conduct of Employment Agencies and Enmpéoyt Business Regulations
2003;

“Confidential Information”

Means any and all confidential commercial, finahciaarketing, technical or other
information or data of whatever nature relatinghe Hirer or Employment Business
or their business or affairs (including but notited to these Terms, data, records,
reports, agreements, software, programs, spedtfitat know-how, trade secrets and
other information concerning the Assignment) in dagm or medium whether in
writing, orally or by any other means, providedti® Agency Worker or any third
party in relation to the Assignment by the Hiretloe Employment Business or by any
third party on behalf of the Hirer whether befone after the date of these Terms
together with any reproductions of such informatiorany form or medium or any
part(s) of such information;

“Control”

Means (a) the legal or beneficial ownership, dlyect indirectly, of more than 50% of

the issued share capital or similar right of owhgrsor (b) the power to direct or
cause the direction of the affairs and/or generanagement of the company,
partnership, statutory body or other entity in dioes whether through the ownership
of voting capital, by contract or otherwise, andt@rols” and “Controlled” shall be

construed accordingly.

“ Data Protection Laws”

Means the Data Protection Act 1998, any applicatd&utory or regulatory provisions
and all European Directives and regulations inddrom time to time relating to the
protection and transfer of personal data;

"The Employment Business"

Means WP RECRUITMENT LTD, (registered company #653672) of CORNER
HOUSE, 68/70 LUGLEY ST., NEWPORT, ISLE OF WIGHTO30 5ET.

“Engagement"

Means the engagement, employment or use of thedgéforker by the Hirer or any
third party to whom the Agency Worker has beenomhticed by the Hirer, directly or
indirectly, on a permanent or temporary basis, imaetinder a contract of service or
for services, and/or through a company of which Ageency Worker is an officer,
employee or other representative, an agency, lgeffisanchise or partnership
arrangement, or any other engagement; and “Engdgetiages” and “Engaged” shall
be construed accordingly;

“First Assignment”

Means;
(@) The relevant Assignment; or
(b) If, prior to the relevant Assignment:
(i) The Agency Worker has worked in any assignmenhénsame role
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with the relevant Hirer as the role in which theefAgy Worker
works in the relevant Assignment; and

(i) The relevant Qualifying Period commenced in anjhsagsignment,
That assignment (an assignment being (for the perpaf this
defined term) a period of time during which the Agg Worker is
supplied by one or more Temporary Work Agencietherelevant
Hirer to work temporarily for and under the supsiwn and
direction of the relevant Hirer);

“Hirer”

Means the person, firm or corporate body togeth#n any subsidiary or associated
person, firm or corporate body (as the case mayd&hom the Agency Worker is
Introduced;

“Hirer's Group”

Means (a) any individual, company, partnershiptustay body or any other entity
which from time to time Controls the Hirer, incladi (but not limited) as a holding
company as defined in section 1159 of the Compahie2006; and (b) any company,
partnership, statutory body or other entity whiobnf time to time is Controlled by or
is under common Control with the Hirer, includidgu{ not limited to) as a subsidiary
or holding company as defined in section 1159 efGlompanies Act 2006.

“Introduction”

Means (i) the passing to the Hirer of a curriculdtae or information which identifies
the Agency Worker; or (ii) the Hirer's interview tfie Agency Worker (in person or
by telephone or by any other means), following tHeger's instruction to the

Employment Business to supply a temporary worke(jip the supply of the Agency

Worker; and, in any case, which leads to an Engagémwf the Temporary Worker or
the Agency Worker; and “Introduced” and “Introdugin shall be construed
accordingly;

“Losses”

Means all losses, liabilities, damages, costs, mesg® whether direct, indirect, special
or consequential (including without limitation, amgonomic loss or other loss of
profits, business or goodwill, management time r@adonable legal fees) and charges
including such items arising out of or resultingrfr actions, proceedings, claims and
demands;

“ Qualifying Period”

Means 12 continuous Calendar Weeks during the wbolgart of which the Agency
Worker is supplied by one or more Temporary WorleAgjes to the relevant Hirer to
work temporarily for and under the supervision aiection of the relevant Hirer in
the same role, and as further defined in Schedtdetiese Terms;

“Relevant Period”

Means (a) the period of 8 weeks commencing on #yeatfter the last day on which
the Agency Worker worked for the Hirer having bemmpplied by the Employment
Business; or (b) the period of 14 weeks commenoinghe first day on which the
Agency Worker worked for the Hirer having been digwp by the Employment
Business or 14 weeks from the first day of the mesént Assignment where there has
been a break of more than 6 weeks (42 days) simgpravious assignment;

“Relevant Terms and
Conditions”

Means the terms and conditions relating to:

(a)pay; (b) the duration of working time; (c) nighrk; (d) rest periods; (e) rest
breaks; and (f) annual leave; that are ordinarigjuded in the contracts of employees
or workers (as appropriate) of the Hirer whethercblfective agreement or otherwise
and including (for the avoidance of doubt and withémitation) such terms and
conditions that have become contractual by virtieustom and practice, including
copies of all relevant documentation;

“Remuneration”

Includes gross base salary or fees, guaranteedorarmdhticipated bonus and
commission earnings, allowances, inducement paysném benefit of a company car
and all other payments and taxable(and where aipéic non-taxable) emoluments
payable to or receivable by the Agency Worker fwiges provided to or on behalf of
the hirer or any third party.

“Temporary Work Agency”

Means as defined in Schedule 1 to these Terms;

“Terms”

Means these terms of business together with anljcapje Assignment Details Form;

“Transfer Fee”

Means the fee payable in accordance with clausktiBese Terms and Regulation 10
of the Conduct Regulations;

“Vulnerable Person”

Means any person who by reason of age, infirmitgess, disability or any other
circumstance is in need of care or attention, actldes any person under the age of
eighteen; and

“Working Time Regulations”

Means the Working Time Regulations 1998.
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1.2

13
14

2.2

2.3

2.4

3.2

3.3

3.4

Unless the context otherwise requires, refea®mne the singular include the plural and referenoghe masculine include the
feminine and vice versa.

The headings contained in these Terms areoforemience only and do not affect their interpretat

Any references, express or implied, to an enewt includes a reference to that enactment as firoe to time amended,

modified, extended, re-enacted, replaced or applear under any other enactment (whether befoedter the date of these
Terms) and all subordinate legislation made (beforafter these Terms) under it from time to time.

THE CONTRACT

These Terms constitute the contract between thdd@ment Business and the Hirer for the supply ef gency Worker’s
services by the Employment Business to the Hirer @@ deemed to be accepted by the Hirer by visflies request for,
interview with or Engagement of the Agency Workertlee passing of any information by the Hirer abthé Agency
Worker to any third party following an introduction

These Terms contain the entire agreement bettteeparties and unless otherwise agreed in \grityn the Employment
Business, these Terms prevail over any terms dhbss or purchase conditions (or similar) put facway the Hirer.
Subject to clause 6.2, no variation or alterato these Terms shall be valid unless the dethitsich variation are agreed
between the Employment Business and the Hirer aadet out in writing and a copy of the varied teris given to the
Hirer stating the date on or after which such \éitexms shall apply.

The Employment Business shall act as an empoyivusiness (as defined in section 13(3) of thelByment Agencies Act
1973) when Introducing Agency Workers for Assigntsenith the Hirer.

HIRER OBLIGATIONS
To enable the Employment Business to compli W obligations under the Conduct RegulationsHiiver undertakes to
provide the Employment Business with details ofghsition which the Hirer seeks to fill, includitige following:
3.1.1. the type of work that the Agency Worker Vdoloe required to do;
3.1.2. the location and hours of work;
3.1.3. the experience, training, qualificationd any authorisation which the Hirer considers ne@gsor which are
required by law or any professional body for ttgeeAcy Worker to possess in order to work in thétjpos
3.1.4. any risks to health or safety known tollirer and what steps the Hirer has taken to presenbntrol such risks;
3.1.5. the date the Hirer requires the Agency Wit commence the Assignment;
3.1.6. the duration or likely duration of the Agsinent.
3.1.7. the minimum rate of pay, expenses and #rgr denefit that would be offered.
The Hirer will assist the Employment Businassamplying with the Employment Business’ dutieglenthe Working Time
Regulations by supplying any relevant informatidiowt the Assignment requested by the EmploymeninBaes and the
Hirer will not do anything to cause the EmploymBuisiness to be in breach of its obligations undes¢ Regulations. If the
Hirer requires the services of an Agency Worker rfaore than 48 hours per week in any week duringcthese of the
Assignment, the Hirer must notify the EmploymentsBiess of this requirement before the commencemérthe
Assignment or at the very latest, where this isreasonably practicable, before the commencemehieofveek in which the
Hirer requires the Agency Worker to work in excet48 hours.
The Hirer will comply with its obligations undBegulation 12 (Rights of Agency Workers in redatto access to collective
facilities and amenities) and 13 (Rights of AgeMggrkers in relation to access to employment) of Algeency Workers
Regulations.
To enable the Employment Business to comply vtg obligations under the Agency Workers Regalaj the Hirer
undertakes as soon as possible prior to the comenet of each Assignment and during each Assign(asrappropriate)
and at any time at the Employment Business’ request
3.4.1. to inform the Employment Business of anje@dar Weeks since 1 October 2011 in which thesegieAgency
Worker has worked in the same or similar role wWlith Hirer via any third party prior to the date of
commencement of the relevant Assignment and/ondutie relevant Assignment which count or may count
towards the Qualifying Period;
3.4.2. if since 1 October 2011, the Agency Wolkas worked in the same or a similar role with theeiHvia any third
party prior to the date of commencement of theuvaaht Assignment and/or works in the same or dainmole
with the Hirer via any third party during the redex Assignment to provide the Employment businats all
the details of such work, including (without lintitan) details of where, when and the period(s) miyisvhich
such work was undertaken and any other detailsestgd by the Employment Business;
3.4.3. to inform the Employment Business if, sihid®ctober 2011, the Agency Worker has prior todhe of
commencement of the relevant Assignment and/dngtine relevant Assignment:

3.4.3.1. completed two or more assignments \kighHirer.

3.4.3.2. completed at least one assignment wétHirer and one or more earlier assignments withraember
of the Hirer's Group; and/or

3.4.3.3. worked in more than two roles duringaasignment with the Hirer and on at least two docasworked

in a role that was not the same as the prevides ro
3.4.4 Save where the Agency Worker will not cortgptbe Qualifying Period during the term of the i§ament, to;
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3.5

3.6

3.7

3.8

3.9

4.2

3.4.4.1. provide the Employment Business withitemi details of the basic working and employmemiditions
the Agency Worker would be entitled to for doihg same job if the Agency Worker had been
recruited directly by the Hirer as an employee orker at the time the Qualifying Period commenckd o
with those of a Comparable Employee, such basi&iwgrand employment conditions being Relevant
Terms and Conditions;

3.4.4.2. inform the Employment Business in wgtimhether the Relevant Terms and Conditions pravate
those of a hypothetical directly recruited empkogpe worker or those of a Comparable Employee;
3.4.43. if the Relevant Terms and Conditions/jgied are those of a Comparable Employee, provide t

Employment Business with a written explanation fué basis on which the Hirer considers that the
relevant individual is a Comparable Employee and;
3.4.4.4 inform the Employment Business in writingamy variations in the Relevant Terms and Condgio
made at any time during the relevant assignmeaet #fe Qualifying period commenced, and,;
3.4.5 Save where the Agency Worker will not cortgptbe Qualifying Period during the term of the i§ament, to
provide the Employment Business with written dstalil its pay and benefits structures and appramalsess and any
variations of the same.
In addition, for the purpose of awarding anpumto which the Agency Worker may be entitled unile Agency Workers
Regulations, the Hirer will:
3.5.1. integrate the Agency Worker into its relgvaerformance appraisal system;
3.5.2. assess the Agency Worker’s performance;
3.5.3. provide the Employment Business with copfesll documentation relating to any appraisathef Agency
Worker, including without limitation written detailof the outcome of any appraisal and the amourtngfbonus
awarded; and
3.5.4. provide the Employment Business with dlleotassistance the Employment Business may refgueshnection
with the assessment of the Agency Worker's perfoicedor the purpose of awarding any bonus.
The Hirer will comply with all the EmploymenuBiness’ requests for information and any otheuiregnents to enable the
Employment Business to comply with the Agency Woskeegulations.
The Hirer warrants that:
3.7.1. all information and documentation supptiethe Employment Business in accordance with eads4, 3.5 and
3.6 is complete, accurate and up to date; and
3.7.2. it will, during the term of the relevantsdgnment, immediately inform the Employment Busgigswriting of
any subsequent change in any information or doctatien provided in accordance with clauses 3.4aB® 3.6;
Without prejudice to clauses 14.7 and 14.8, theshall inform the Employment Business in writofgany:
3.8.1. oral or written complaint the Agency Workeakes to the Hirer which is or may be a complaimrnected with
rights under the Agency Workers Regulations; and
3.8.2. written request for information relatingthe Relevant Terms and Conditions that the Hireeires from the
Agency Worker.
As soon as possible but no later than 7 calendgs @tom the day on which any such oral complanniade to or written
complaint or request is received by the Hirer dreHirer will take such action and give such infation and assistance as
the Employment Business may request, and withintiamgframe requested by the Employment Businesstder to resolve
any such complaint or to provide any such infororatin a written statement to the Agency Worker itB8 days of the
Hirer's receipt of such a request in accordancé \Regulation 16 of the Agency Works Regulations #rel Hirer will
provide the Employment Business with a copy of sungh written statement.
The Hirer undertakes that it knows of no reasbwy it would be detrimental to the interests of thgency Worker for the
Agency Worker to fill the Assignment.

INFORMATION TO BE PROVIDED
When introducing an Agency Worker to agiithe Employment Business shall inform the Hirer:
4.1.1. of the identity of the Agency Worker.
4.1.2. that the Agency Worker has the necessargauired experience, training, qualifications ang authorisation
required by law or a professional body to workhea Assignment;
4.1.3. that the Agency Worker is willing to workthe Assignment.
4.1.4. the Charges; and
4.1.5. the length of notice that the Hirer woulddngitled to give and receive to terminate the gssient.
Where such information is not given ipgmaform or by electronic means it shall be conéidy such means by the end of
the third business day (excluding S#yr Sunday or any public or Bank holiday) follogjsave where the Agency
Worker is Introduced for an Assignmignthe same position as one in which the AgencyR#&iohad previously
been supplied within the previous flugsiness days and such information has already ¢y@en to the Hirer, unless the
Hirer requests that the information be resubmitted.

TIME SHEETS
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5.1

5.2

5.3

6.2

6.3
6.4

6.5
6.6

6.7
6.8

8.2

At the end of each week of an Assignment (¢hatend of the Assignment where it is for a penbdne week or less) the
Hirer shall sign the Employment Business' time shveefying the number of hours worked by the Aggeigorker during
that week.

Signature of the time sheet by the Hirer isficoration of the number of hours worked. If the étfiis unable to sign a time
sheet produced for authentication by the Agencyk&tobecause the Hirer disputes the hours clainmedHtrer shall inform
the Employment Business as soon as is reasonadtyigable and shall co-operate fully and in a tyrfalshion with the
Employment Business to enable the Employment Basirte establish what hours, if any, were workedthi®y Agency
Worker.Failure to sign the time sheet does not absolve tlérer's obligation to pay the charges in respect the hours
worked.

The Hirer shall not be entitled to declineignsa timesheet on the basis that it is dissatisfigh the work performed by the
Agency Worker. In the event that the Hirer is ditsdied with the Agency Worker the provisions ofete 10.1 below shall
apply.

CHARGES
The Hirer agrees to pay the Charges as notifiemhd agreed with the Hirer. The Charges areutakd according to the
number of hours worked by the Agency Worker (tortearest quarter hour) and comprise the following:
6.1.1. the Agency Worker’s hourly rate of pay;
6.1.2. an amount equal to any paid holiday leawstich the Agency Worker is entitled under the Wiog Time
Regulations and, where applicable, the Agencykéts Regulations and which is accrued during these of
an Assignment.
6.1.3. any other amounts to which the Agency Woikentitled under the Agency Workers Regulatiavisere
applicable;
6.1.4. employer’s National Insurance contributjons
6.1.5. any travel, hotel or other expenses ashmag been agreed with the Hirer or, if there isach agreement, such
expenses as are reasonable; and
6.1.6. the Employment Business’ commission, wingatalculated as a percentage of the Agency Wakesurly rate.
The Employment Business reserves the righaty the Charges agreed with the Hirer, by givingtam notice to the Hirer:
6.2.1. in order to comply with any additional li&ly imposed by statute or other legal requiremenéntitlement,
including but not limited to the Agency Workers R&gions; and/or
6.2.2. if there is any variation in the Relevaetis and Conditions.
The charges are invoiced to the Hirer on a Wydedksis and are payable upon receipt unless otbespecified.
In addition to the Charges, the Hirer will ghg Employment Business an amount equal to anystrai the Hirer awards
to the Agency Worker in accordance with clauseiBuediately following any such award and the Empient Business
will pay any such bonus to the Agency Worker. Far &voidance of doubt, the Hirer will also pay anyployer’s National
Insurance Contributions in addition to any bonugapée to the Agency Worker.
VAT is payable at the applicable rate on thié&rety of the Charges and all sums payable undersd 6.4.
The Employment Business reserves the righh#wge interest under the late Payment of CommebDzaks (Interest) Act
1998 on invoiced amounts unpaid by the due dateeatate of 2% per annum above the base rate framtb time of the
Bank of England from the due date until the datpayiment.
No refunds are payable in respect of the Clsanfthe Employment Business.
The Hirer's obligations under this clause 6lisha performed without any right of the Hire tovoke set-off, deductions,
withholdings or other similar rights.

PAYMENT OF THE TEMPORARY WORKER

The Employment Business assumes responsibilitpéging the Agency Worker and where appropriatettie deduction
and payment of National Insurance Contributions BAYE Income Tax applicable to the Agency Workerspant to
sections 44-47 of the Income Tax (Earnings andiBesgsAct 2003.

TRANSFER FEES
The Hirer shall be liable to pay a Transfer iF#ee Hirer Engages an Agency Worker Introducgdhe Employment
Business other than via the Employment Businegsimduces the Agency Worker to a third party andh introduction
results in an Engagement of the Agency Workethieythird party other than via the Employment Basgand:
8.1.1 where the Agency Worker has been suppliethéd¥mployment Business, such Engagement takes glaing
the Assignment or within the Relevant Period; or
8.1.2 where the Agency Worker has not been supymiech Engagement takes place within 6 months fhendate of
the Introduction to the Hirer.
The transfer fee will be calculated in accordanite the Schedule below.
Where prior to the commencement of the HirErigagement other than via the Employment Busires&mployment
Business and the Hirer agree that such Engagemikibie on the basis of a fixed term of less ti@&months, the
Employment Business may, in its absolute disanetieduce the Transfer Fee as calculated in agnoedwith the Schedule
below pro rata. Such a reduction is subject éoHrer Engaging the Agency Worker for the agrered term. Should the
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8.3

8.4

Hirer extend the Agency Worker’'s Engagement demgage the Agency Worker within 12 months fromdabmmencement
of the initial Engagement the Employment Businmesgrves the right to receive the balance of tlaasfer Fee.

No Refund of the Transfer Fee will be paidie évent that the Engagement of the Agency Wortkeardhan via the
Employment Business by the Hirer or by a thirdyto which the Hirer introduces the Agency Workeminates or
terminates before the end of the fixed term reféto in clause 8.2.

VAT is payable in addition to any Transfer Eee.

SCHEDULE OF TRANSFER FEES

Number of weeks supplied as a Temporary Workewvipos to Transfer

0 1 2 3 4 5 6 7 8 9 10 11 12
Salary/ annum: % % % % % % % % % % % % %
Up to £8,000 7 6.75 6.5 6.25 6 575 55 525 5 Mimh fee applies.
£8,001 -10,000 8 7.75 7.5 7.25 7 6.75 6.5 6.25 6 5.75 5.5 5.25 5
£10,001 - 15,000 10 9.75 9.5 9.25 9 875 85 825 8 7.75 7.5 7.25 7
£15,001 - 20,000 12 1175 115 11.25 11 10.75 1d6.25 10 9.75 9.5 9.25 8
£20,001 - 30,000 14 1375 135 1325 13 1275 128.25 12 11.75 115 11.25 11
£30,000 plus 16 1575 155 1525 15 1475 145 514214 13.75 135 13.25 13

9.0
9.1

9.2

9.3

9.4

10.
10.1

10.2

After twelve weeks our minimum fee applies. Minimdiee £495.00.

SUITABILITY CHECKS AND INFORMATION TO BE PROVID ED IN SPECIAL SITUATIONS
Where:
9.1.1 the Agency Worker is required by law , or any otpefessional body to have any qualifications dhatisations
to work on the Assignment, the Employment Busineiistake all reasonably practicable steps to abtaid offer to
provide to the Hirer copies of any relevant quedifions or authorisations of the Agency Worker; and
9.1.2. in addition, where the Assignment involvesking with, caring for or attending one or morelMrable Persons, the
Employment Business will take all reasonably pcadtle steps to obtain and offer to provide copiethe Hirer of
two references from persons who are not relatdfethe Agency Worker and who have agreed that ¢fierences
they provide maybe disclosed to the Hirer;
and such other reasonably practicable steps as@uéed to confirm that the Agency Worker is shiigafor the Assignment.
If the Employment Business has taken all reasonatalgticable steps to obtain the information albeve has been unable to
do so fully it shall inform the Hirer of the step$ias taken to obtain this information in any even
The Hirer shall advise the Employment Busirssthe time of instructing the Employment Businessupply and Agency
Worker whether during the course of the Assignmtire,Agency Worker will be required to work witltare for or attend
one or more Vulnerable Persons or engage in actiritotherwise be working in a position coveredtbg Safeguarding
Vulnerable Groups Act 2006 or the Protecting Vudtide Groups (Scotland) Act 2007 as applicable.
The Hirer shall assist the Employment Busirsproviding any information required to allow tBenployment Business to
comply with its statutory obligations under the &pfarding Vulnerable Groups Act 2006 or the ProtgcVulnerable
Groups (Scotland) Act 2007 as applicable and maathe Employment Business to select a suitablenggé&Vorker for the
Assignment.
In particular in the event that the hirer ree®wan Agency Worker from an Assignment in circumsta which would
require the Employment Business to provide inforamatto the Independent Safeguarding Authority (oe tquivalent
authority) under the Safeguarding Vulnerable GroAps2006 or the Protecting Vulnerable Groups (Beat) Act 2007, the
Hirer will provide sufficient information to the Eofoyment business to allow it to discharge itsudtaly obligations.

UNSUITABILITY OF THE AGENCY WORKER

The Hirer undertakes to supervise the Agenoykét sufficiently to ensure the Hirer's satisfactiwith the Agency
Worker’s standards of work. If the Hirer reasoyatinsiders that the services of the Agency Woskerunsatisfactory, the
Hirer may terminate the Assignment either by insing the Agency Worker to leave the Assignmenthadiately, or by
directing the Employment Business to remove thendgaNorker. The Employment business may, in itohle discretion,
in such circumstances reduce or cancel the Chéogése time worked by that Agency Worker, provddeat the Hirer has
notified the Employment Business immediately tihatythave asked the Agency Worker to leave the Assamt or the
Assignment terminates:

10.1.1 within 4 hours of the Agency Worker commegdhe Assignment where the Assignment is for ntlea@ 7 hours; or
10.1.2 within 2 hours for Assignments of 7 hoursess;

And provided that notification of the unsuitahjlitf the Agency Worker is confirmed in writing foet Employment Business
within 48 hours of the termination of the Assignmhe

The Employment Business shall notify the Himamediately if it receives or otherwise obtainfoimation which gives the
Employment Business reasonable grounds to belieteany Agency Worker supplied to the Hirer isuitable for the
Assignment and shall be entitled to terminate tesignment forthwith without prior notice and withdiability.
Notwithstanding, the Hirer shall remain liable f@harges incurred prior to the termination of theigsment.
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10.3

11.

12.

13.

14.
14.1

14.2

14.3

14.4

14.5

14.6

14.7

14.8

The Hirer shall notify the Employment Busingsmediately and without delay and in any eventinitl hour if the Agency
Worker fails to attend work or has notified thediithat they are unable to attend work for angoea

TERMINATION

Any of the Hirer, the Employment Business or ttgeAcy Worker may terminate an Assignment at ang tiithout

prior notice and without liability (except in thase of termination by the Hirer, who shall be lafdr any charges due under
clause 6 above).

CONFIDENTIALITY AND DATA PROTECTION

12.1 All information relating to an Agency Workargonfidential and subject to the Data Protectiaws and is provided
solely for the purpose of providing work-findingrsices to the Hirer. Such information must notibed for any
other purpose nor divulged to any third party #relHirer undertakes to abide by the provisionthefData
Protection Laws in receiving and processing the datll times.

12.2 The Employment Business undertakes to keefidential all Relevant Terms and Conditions that Hirer discloses
to the Employment Business and not to use suchnrgtion except for the purposes of compliance withAgency
Workers Regulations (including, for the avoidanéedaubt and without limitation, when dealing withyarequest for
information or complaint made by any Agency Workeany AWR Claim).

INTELLECTUAL PROPERTY RIGHTS

All copyright, trademarks, patents and other ietglial property rights deriving from the Assignrhehall belong to the
Hirer. Accordingly the Employment Business shak its reasonable endeavours to ensure that thecpd®orker shall
execute all such documents and do all such acsler to give effect to the Hirer’s rights pursutmthis clause.

LIABILITY

Whilst reasonable efforts are made by the I&ynpent Business to give satisfaction to the Hlgrensuring reasonable
standards of skills, integrity and reliability frotine Agency Worker and to provide themaiocordance with the Assignment
details as provided by the Hirer, no liability iscapted by the Employment Business for any logseese damage or delay
arising from any failure to provide any Agency Werkfor all or part of the Assignment or from neglnce, dishonesty,
misconduct or lack of skill of the Agency Workeribthe Agency Worker terminates the Assignmentdoy reason. For the
avoidance of doubt, the Employment Business doé¢exdude liability for death or personal injuryisaing from its own
negligence or for any other loss which it is natnpiéted to exclude under law.

Agency Workers supplied by the Employment Bess pursuant to these Terms are engaged undeaatsrior services.
They are not employees of the Employment Businaesate deemed to be under the supervision, direetia control of the
Hirer from the time they report to take up dutiesl dor the duration of the Assignment. The Hirere&g to be responsible
for all acts, errors or omissions of the Agency Wéor whether willful, negligent or otherwise as tigh the Agency Worker
was on the payroll of the Hirer.

The Hirer shall advise the Employment Busingsany special health and safety matters abouthviiie Employment
Business is required to inform the Agency Workedt about any requirements imposed by law or by apfepsional body,
which must be satisfied if the Agency Worker idiidhe Assignment.

The Hirer will also comply in all respects hvill statutory provisions as are in force fromdimo time including, for the
avoidance of doubt, but not limited to the Workimgne Regulations, Health and Safety At Work etct A874, the
management of Health & Safety At Work Regulatio889, by-laws, codes of practice and legal requirememtshich the
Hirer is ordinarily subject in respect of the Hisepwn staff (excluding the matters specificallyntiened in Clause 7
above), including in particular the provision ofegdate Employer's and Public Liability Insuranceercofor the Agency
Worker during all Assignments.

The Hirer undertakes not to request the supply Agency Worker to perform the duties normalgrformed by a worker
who is taking part in official industrial action duties normally performed by a worker who has beansferred by the
Hirer to perform the duties of the person on stokéaking official industrial action.

The Hirer shall indemnify and keep indemidifibe Employment Business against any Losses iediny the Employment
Business arising out of any Assignment or arisingad any non-compliance with, and/or as a bredcthese Terms by the
Hirer.

The Hirer shall inform the Employment Businesgrriting of any AWR Claim which comes to the ioat of the Hirer as
soon as possible but no later than 7 calendarfdaysthe day on which any such AWR Claim comekemotice of the
Hirer.

If the Agency Worker brings, or threatens iady any AWR Claim, the Hirer undertakes to taketsaction and give such
information and assistance as the Employment Bssimaay request, and within any timeframe requestgdthe
Employment Business and at the Hirer's own cosgvaid, dispute, resist, mitigate, compromise dedé any such AWR
Claim and to appeal against any judgment giveespect thereof.
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15. NOTICES
All notices which are required to be given in ademce with these Terms shall be in writing and rbaydelivered
personally or by first class prepaid post to tigistered office of the party upon whom the not&éoi be served or any other
address that the party has notified the other gartyriting, by email or facsimile transmission. YAsuch notice shall be
deemed to have been served: if by hand when dellyéf by first class post within 48 hours followgiposting and if by
email or facsimile transmission, when that emailamsimile was sent.

16. SEVERABILITY
If any of the provisions of these Terms shall le¢edmined by any competent authority to be uneefarte to any extent,
such provision shall, to that extent, be severethfthe remaining Terms, which shall continue tovlakd to the fullest
extent permitted by applicable laws.

17. GOVERNING LAW & JURISDICTION
These Terms are governed by the law of England &¥®and are subject to the exclusive jurisdiction af tbourts of
England & Wales.

Please sign and retain for your records:

SIGNED BY: DATE: [

PRINT NAME:

POSITION:

| hereby agree to adhere to these Terms of Busfoedise Introduction of Permanent or Contract Simbe directly
employed by the Client and Terms of Business wittirar for the Supply of Agency Workers for andloehalf of:

COMPANY:

ADDRESS:

Please note: these terms may be negotiable unéesfarred Supplier Agreement (excluding those preatain to the compliance
with law), contact our office for more information.
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SCHEDULE 1: COMPARABLE EMPLOYEE ", “QUALIFYING PERIOD " AND “TEMPORARY WORK AGENCY "

“Comparable Employeé means as defined in Regulation 5(4) of the Agewayrkers Regulations being an employee of the Hirer
who:

(a) works for an under the supervision of the Hirer anengaged in the same or broadly similar worthasAgency Worker
having regard, where relevant, to whether the epg@@nd the Agency Worker have a similar levelu#lification and
skill; and

(b) works or is based at the same establishment asgiecy Worker or, where there is no comparable eygd working or
based at that establishment who satisfies the nements of (a) above, works or is based at a diffeestablishment and
satisfies those requirements.

For the purpose of the definition atialifying Period” in clause 1.1 of these terms, when calculatingtivar any weeks
completed with the Hirer count as continuous towadhe Qualifying Period, where:
(a)the Agency Worker has started working during anigxesent and there is a break, either between assigts or during an
assignment, when the Agency Worker is not working;
(b)the break is:
i for any reason and not more than six Calendar Weeks

ii. wholly due to the fact that the Agency Worker isapable of working in consequence of sicknessjaryirand
the break is 28 Calendar Weeks or less; paragi@ptiaes not apply; and, if required to do so bgt
Employment Business, the Agency Worker has provaiedh written medical evidence as may reasonably be
required.

iii. related to pregnancy, childbirth or maternity as@t a time in a protected period, being a peregirining at the
start of the pregnancy and ending at the end c2éheeeks beginning with childbirth ( being thettiof a living
child or the birth of a child whether living or dkafter 24 weeks of pregnancy) or, if earlier, whige Agency
Worker returns to work;

iv. wholly for the purpose of taking time off or leawvehether statutory or contractual, to which the dageWorker
is otherwise entitle which is:

(i) ordinary, compulsory or additional maternity leave;

(i) ordinary or additional adoption leave;

(i) ordinary or additional paternity leave;

(iv) time off or other leave not listed in paragraph®,\ii) or (iii) above; or

(v) for more than one of the reasons listed in pardgrag(i), (ii), (iii) or (iv) above;

V. wholly due to the fact that the Agency Worker iguieed to attend at any place in the pursuanceitogb
summoned for the services as a juror and the bse2& Calendar Weeks or less;

Vi. wholly due to a temporary cessation in the Hiregguirement for any worker to be present at thablishment
and work in a particular role for a pre-determipediod of time according to the established cusaoih practices
of the Hirer;

Vii. wholly due to a strike, lock-out or other indudtaation at the Hirer’'s establishment; or

viii. wholly due to more than one of the reasons listgubiragraphs ii, iii, iv, v, vi or vii; and

(c)the Agency Worker returns to work in the same wath the Hirer, any weeks during which the Agencgér worked for
the Hirer before the break shall be carried forwand treated as counting towards the Qualifyingdderith any weeks
during which the Agency Worker works for the Hirafter the break. In addition, when calculating tumber of weeks
during which the Agency Worker has worked, whereAlgency Worker has started working in a role dyan
Assignment and is unable to continue working foeason described in paragraph (b)iii or (b)iv(i),dr (iii), for the
period that is covered by one or more such reasbasdgency Worker shall be deemed to be workinipat role with the
Hirer for the original intended duration or liketyration of the relevant Assignment, whichevehislbngerFor the
avoidance of doubt, time spent by the Agency Workeworking during an assignment before October 2011aks not
count for the purposes of the definition of “Qualifying Period”.

“Temporary Work Agency” means as defined in Regulation 4 of the Agencyk#s Regulations being a person engaged in
the economic activity, public or private, whethemnot operating for profit, and whether or not garg on such activity in
conjunction with others of:
(a) supplying individuals to work temporarily for andder the supervision and direction or hirers; or
(b) paying for, or receiving or forwarding payment fthre services of individuals who are supplied takstemporarily for
and under the supervision and direction of hirers.
Notwithstanding paragraph (b) of this definitioperson is not a Temporary Agency Worker if the peiis engaged in the
economic activity of paying for, or receiving omfearding payment for, the services of individuagardless of whether the
individuals are supplied to work for hirers.
For the purpose of this definition, a “Hirer” meamperson engaged in economic activity, publicrorpe, whether
operating for profit, to whom individuals are supgl to work temporarily for and under the supeorisand direction of that
person.
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VALID FROM OCTOBER 2011
TERMS OF BUSINESS FOR THE INTRODUCTION OF PERMANENT OR CONTRACT STAFF TO BE DIRECTLY
EMPLOYED BY THE CLIENT AND TERMS OF BUSINESS WITH A HIRER FOR THE SUPPLY OF AGENCY

W

WORKERS

RECRUITMENT

SIGNED BY: DATE: [

PRINT NAME:

POSITION:

| hereby agree to adhere to these Terms of Busfoes#ise Introduction of Permanent or Contract Stabe directly
employed by the Client and Terms of Business wittirar for the Supply of Agency Workers for an oghllf of:

COMPANY:

ADDRESS:

Please sign and return to: WP Recruitment Ltd,
68 — 70 Lugley Street,
Newport,
Isle of Wight,
P0O30 5ET

or fax back to: 01983 520650

Please Note: WP Recruitment Ltd is unable to supplstaff unless we
have a signed copy of this document on our reais
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