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BASIC TERMS AND CONDITIONS FOR

 TEMPORARY EMPLOYEES

SUB-CONTRACTED TO OUR CLIENTS

1.
Termination:

Contracts may be terminated by either party giving 1 (one) 

week, if the employee has been employed for 6 (six) months or less; 2 (two) weeks, if the employee has been employed for more than 6 (six) months but not more than 1 (one) year; 4 (four) weeks, if the employee has been employed for 1 (one) year or more.  

2.
Expenses:

The rate is an “all inclusive rate”.  Traveling costs, leave, 

sick leave,  living out allowances, site insurance and out of 

pocket expenses incurred during the contract period will be 

for the account of the contractor, unless otherwise agreed 

upon between the client / temporary employee and or the  

contractor.

3.
Invoicing:

Our invoicing arrangements are as follows:





Invoices are submitted on a monthly basis up to and 

including the last Friday of the month, payment is expected within 14 days of the invoice.  Expenses within 7 days of invoice.

4.
Restraint:

A 3 (three) month restraint of direct employment by the 

client will apply from the termination of the contract.

5.
Time sheets:

Time sheets will be provided by the Agency which will be 




completed and approved by the client for proof of 

payments, on a weekly basis.

6.
Working hours: 
The actual number of hours (or days) that are required to 

be worked per week will be mutually determined by the 





Client/Contractor and will largely depend on production 

needs.

Daily starting and finishing times are flexible within reason 




and are to be mutually agreed with the Manager/s or 


appointed nominee.

7. Medical Aid 

Clients / Temporary Employee Services are not eligible to 

And Pension:

provide for these facilities.  Compensation for these are 

included in the basic hourly contract fee.

8.
Transport:

Contractors are responsible for providing their own 

transport, but a special fixed travel allowance may be agreed on should site trips be necessary.

9.
Copyright:

All copyrights and other intellectual or immaterial 

proprietary rights shall be ceded and assigned to the Client relating to the Contractors work undertaken for the Client

10.
Special:

Contractors are not eligible for any special payments made 

for any special payments made to permanent employees of the Company.  Keystone Project Recruitment (Pty) Limited is not liable for any insurance claims of any nature whatsoever on behalf of the Company or the contractor.

11.
Insurance:

Should the Contractor be required to work on site, the 

client will be liable for any special site insurance costs and the Agency will only provide Workmen’s’ Compensation.

12.
Keystone Project 
Reserves the right to amend conditions of employment as 

Recruitment (Pty) 
required by the Labour Relations Act (1996), Basic 

Limited / Labour
Conditions of Employment (1997), Employment Equity Bill

Laws:
(1997), Employment Equity Bill (1998) and Development and Skills Act (1999).


Keystone Project Recruitment (Pty) Limited is obliged to conform to all the Labour Relation Act and Basic Condition of Employment Act.  Clients are expected to assist in complying with these Acts even though the services are sub-contracted to them.

TERMS AND CONDITIONS FOR PERMANENT PERSONNEL

Any engagement of a candidate introduced by Keystone Project Recruitment (Pty) Limited will be deemed to be an acceptance of our terms of business.

If you engage a candidate introduced by Keystone Project Recruitment (Pty) Limited, in any capacity within your Company, OR you introduce the candidate to any other Person or Body who subsequently engages the candidate within a period of 12 months from date of initial introduction, you become liable for the full fee.

The “trial period” for the client / candidate contract is considered to be the “guarantee period” in the Keystone Project Recruitment (Pty) Limited / Client contract.

The fee must be paid to Keystone Project Recruitment (Pty) Limited not later than 7 (seven) days after the date of commencement of the candidate’s employment, in order to validate the guarantee.

Keystone Project Recruitment (Pty) Limited reserves the right to charge interest at a rate of 2,5% per month on overdue balances.

If an assignment is abandoned / cancelled after briefing, for any reason unconnected with our consultancy service, Keystone Project Recruitment (Pty) Limited reserves the right to charge a fee covering costs incurred.

Some assignments require a more extensive advertising campaign.  This will be developed in conjunction with you, and expense in this manner will be charged to your organisation.

If due to the client’s breach of any of the terms, Keystone Project Recruitment (Pty) Limited is forced to institute legal proceedings against the client, the client shall be held liable for all legal costs, tracing fees and collection of commission incurred by our Company.

Whilst every care is taken by us and every endeavor has been made with regard to assessing the capabilities, the competence and the honesty of the candidates to meet your requirements, we cannot give a warranty in this regard, nor can we accept any responsibility of any nature whatsoever and howsoever it may arise, for the fidelity of employees introduced by us, or of any damage howsoever arising out of any action of our candidates.

INTERVIEW PROCEDURES

1. On receipt of a job specification Keystone Project Recruitment (Pty) Limited   would access its databank of resumes to check whether any suitable applicants are available for the position.

2. Prior to placement of any advertisement Keystone Project Recruitment (Pty) Limited would discuss and review the job specification with the client and give an indication of cost and duration.  Approval by the client would be required prior to any commitments.

3. Placing of approved advertisements in suitable media in the Republic of South Africa at Keystone Project Recruitment (Pty) Limited’s discretion.

4. Screening resumes of all applicants received by our Senior Consultants.

5. Interviewing suitable applicants and short listing.

6. Forwarding short listed applicants to the client for review and feedback.

7. Performing psychometric tests and the required medical examinations on the chosen applicants by the client (psychometric tests and medicals will be limited to 2 (two) applicants per job specification, at additional costs).

8. Reviewing all the above results and forwarding to the client for final selection.

9. Providing assistance to the client in setting up final interviews at a convenient venue.

Administration and control of all costs, charges, invoicing, etc.
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