All our Services

www.jigsaweyrecruitment.com

What is included in our Services
Who are we?
Jigsaw Early Years Recruitment specialises in finding the right candidate for the right post from
Nursery Managers, Deputy Managers, Room leaders as well as practitioners.
We take pride in ourselves for ensuring we get the right fit for your setting. Finding the right team
member can be very stressful and this is where we come in. We will remove all of the recruitment
stress away from you so you are able to concentrate on your own setting.
We excel ourselves in having a vast range of experience in Early Years including inspections and
understand the importance of getting it right.

What is the service we provide?
The Jigsaw recruitment team use their knowldege and experience of the Early Years Sector and
provide a service that covers the following:
• Advertising the post
• Sourcing the right candidate and providing screening interviews via zoom
• Sending candidates suitable CV’s and help you to shortlist for interview
• Collecting and verifying two written references prior to employment start date
• Arranging first interviews and all subsequent meetings
• Managing the negotiating stage between the candidate and yourselves
• Confirming the package with both parties
• Providing Universal Safeguarding training for all delegates
• Providing Induction training on work ethics, values - this must be completed by all junior candidate
• Providing a mentoring monthly package for 3,6 or 9 months
We pride ourselves in having the experiences and knowledge to provide an exceptional recruitment service and having the heart of Early Years present at all times.

www.jigsaweyrecruitment.com

Fees for the introduction of permanent staff
Permanent Early Years Staff
All permanent Early Years staff will be subject to a one off recruitment fee of 9% of agreed annual salary

What else do we offer?
If you are looking for a senior member of staff for your team we will provide a service where we will
source the right candidate. We ensure confidentiality and discretion is of the highest priority and
help you find the perfect team member who would be an asset for you to have on your team.
This includes the following:

Operations Manager
Group Manager
Area Manager
Quality Manager
Compliance Manager
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Client Terms and Conditions of Business (Permanent
1

DEFINITIONS

1.1

In these Terms of Business the following definitions apply:

“Applicant”

means the person introduced by the Agency to the Client for the purposes
of the Applicant becoming engaged as an employee on a permanent basis.

“Client” 		
			
			

means the person; firm or corporate body together with any subsidiary
or associated Company or Trust as defined by the Companies Act 1985 to
which the Applicant is introduced

“Agency” 		
		
“Engagement”
			
			

means Jigsaw Early Years Recruitment
means the engagement, employment or use of the Applicant by the Client
or any third party on a permanent basis, directly or through a limited compa
ny, or trust of which the Applicant is an officer or employee

“Introduction”
means (i) the Client’s interview of an Applicant in person or by telephone,
			
following the Client’s instruction to the Agency to search for an Applicant;
			
or (ii) the passing to the Client of a curriculum vitæ or information which
			
identifies the Applicant; and which leads to an Engagement of that Appli
			cant
“Remuneration”
			
			
			
			

includes base salary or fees, guaranteed and/or anticipated bonus and com
mission earnings, allowances, inducement payments, the benefit of a 		
company car and all other payments and taxable (and, where applicable,
non-taxable) emoluments payable to or receivable by the Applicant for services rendered to or on behalf of the Client

“Induction Training” means confirmation that the agency has carried out any specific induction
			
training, as agreed and directed by the client, which are required so that the
			
Applicant is deemed able to carry out the preliminary responsibilities of the
			role.
1.2			
			

Unless the context requires otherwise, references to the singular include
the plural.

1.3			
			

The headings contained in these Terms of Business are for convenience only
and do not affect their interpretation.

2

THE CONTRACT

21.

These Terms constitute the contract between the Agency and the Client and are deemed
to be accepted by the Client by virtue of an Introduction to, or the Engagement of an 		
Applicant or the passing of any information about the Applicant to any third party follow
ing an Introduction.

2.2.

These terms contain the entire agreement between the parties and unless otherwise 		
agreed in writing by the director of the Agency, these Terms of Business prevail over any
other terms of business or purchase conditions put forward by the Client.

2.3

No variation or alteration to these Terms shall be valid unless the details of such variation
are agreed between the Agency and the Client and are set out in writing and a copy of the
varied terms is given to the Client stating the date on or after which such varied terms shall
apply.

3.

NOTIFICATION AND FEES

3.1.

The Client agrees:

a)

To notify the Agency immediately of any offer of an Engagement which it makes to the
Applicant;

b)

To notify the Agency immediately that its offer of an Engagement to the Applicant has
been accepted and to provide details of the Remuneration to the Agency; and

c)

To pay the Agency’s fee within 7 days of the date of invoice or start date of Candidate.

3.2.

Except in the circumstances set out in clause 5.1 below, no fee is incurred by the Client un
til the Applicant commences the Engagement when the Agency will render an invoice to
the Client for its fees.

3.3

The Agency reserves the right to charge interest on invoiced amounts unpaid for more 		
than 7 days at the rate of 8% per annum above the base rate from time to time of HSBC
from the due date until the date of payment.

3.4

The fee payable to the Agency by the Client for an Introduction resulting in an Engage		
ment is calculated in accordance with the attached Fee Structure – please see below:

3.5

If the Client subsequently engages or re-engages the Applicant within the period of 6 cal
endar months from the date of termination of the Engagement or withdrawal of the offer,
a full fee calculated in accordance with clause 3.4 above becomes payable.

4

REFUNDS

4.1.

In order to qualify for the following refund, the Client must pay the Agency’s fee within
7 days of the date of invoice and must notify the Agency in writing of the termination of
the Engagement within 7 days of the candidate’s termination of employment with your
selves.

4.2.

If the Engagement terminates before the expiry of 12 weeks from the commencement of
the Engagement, the fee will be refunded in accordance with the accompanying Scale of
Refund set out in the schedule to these Terms of Business.

5.

CANCELLATION FEE

5.1

If, after an offer of Engagement has been made to the Applicant, the Client decides for any
reason to withdraw it, the Client shall be liable to pay the Agency a £500 admin fee.

6.

INTRODUCTIONS

6.1.

Introductions of Applicants are confidential. The disclosure by the Client to a third party of 		
any details regarding an Applicant introduced by the Agency which results in an Engagement 		
with that third party within 12 months of the Introduction renders the Client liable to payment
of the Agency’s fee as set out in clause 3.4 with no entitlement to any refund.

6.2.

An introduction fee will be charged in relation to any Applicant engaged as a consequence 		
of or resulting from an introduction by or through the Agency, whether direct or indi			
rect, within 6 months from the date of the Agency’s Introduction.

7.

SUITABILITY AND REFERENCES

7.1.

The Agency endeavours to ensure the suitability of any Applicant introduced to the Client by 		
obtaining confirmation of the Applicant’s identity; that the Applicant has the experi			
ence, training, qualifications and any authorisation which the Client considers necessary 		
or which may be required by law or by any professional body; including at least two references
and that the Applicant is willing to work in the position which the Client seeks to fill.

7.2.

The Agency will take up references to confirm suitability of the applicant for its own purposes.
However, the Agency, for the purposes of data protection and regulation will not share the 		
detail of such references with the Client directly, and will encourage the Client as part of its 		
due diligence and HR processes, to seek any such references once a conditional offer of 		
employment is made to the Applicant, unless the Applicant gives explicit consent for 			
this information to be shared directly with the Client.

7.3.

The Agency 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 Applicant for the 			
Applicant to work in the position which the Client seeks to fill.

7.4.

The Agency 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 Applicant for the 			
Applicant to work in the position which the Client seeks to fill.

7.5.

Notwithstanding clauses 7.1, 7.2, and 7.3 above the Client shall satisfy itself as to the suitabil		
ity of the Applicant and the Client shall take up any references provided by the Applicant to it 		
or the Agency before engaging such Applicant. The Client is responsible for obtaining 			
DBS, work permits and/or such other permission to work as may be required, for the 			
arrangement of medical examinations and/or investigations into the medical history of 		
any Applicant, and satisfying any medical and other requirements, qualifications or 			
permission required by law of the country in which the Applicant is engaged to work.

7.6.

To enable the Agency to comply with its obligations under clauses 7.1, 7.2, and 7.3 above, the 		
Client undertakes to provide to the Agency details of the position which the Client seeks to 		
fill, including a job description outlining the type of work that the Applicant would be required
to do; the location and hours of work; the experience, training, qualifications and any authori-		
sation which the Client considers necessary or which are required by law or any 			
professional body for the Applicant to possess in order to work in the position; and any risks 		
to health or safety known to the Client and what steps the Client has taken to prevent 		
or control such risks. In addition, the Client shall provide details of the date the Client requires
the Applicant to commence, the duration or likely duration of the 				
work; the minimum rate of remuneration, expenses and any other benefits that 		
would be offered; the intervals of payment of remuneration and the length of notice that the 		
Applicant would be entitled to give and receive to terminate the employment with the Client.

8.

INDUCTION TRAINING

8.1

The Agency will supply basic induction training to the Applicant in an online format, which
will comprise of supervised workbook completion, and six modules of training. Applicants
supplied to the Client will have completed the workbook provided to a standard deemed
acceptable by the Agency, and will be presented to the Client on the basis they have com
pleted the modules and the workbook to an acceptable standard.

8.2.

The Agency confirms that the induction training supplied by it is standard, and compliant
with current regulations, and maintains the training material as such.

8.3

The Agency is open to modifying its basic induction training to suit the Client’s require		
ment, at additional cost, to be discussed separately with the Client

8.4

The Agency will, with the Applicant’s consent, supply the Client with a copy of the com		
pleted workbook once a conditional offer of employment has been made to the Applicant
by the Client.

8.5

As part of the Recruitment package the Agency is able to offer Mandatory training such
as First Aid, Safeguarding level 3 and Designated Safegaurding Lead training at a dis		
counted rate for 12 weeks after the applicant has started employment with Client
9.

CONFIDENTIALITY AND DATA PROTECTION

9.1

All information relating to a Candidate is confidential and subject to the Data Protection
Laws and is provided solely for the purpose of providing work-finding services to the 		
Client. Such information must not be used for any other purpose nor divulged to 		
any third party and the Client undertakes to abide by the provisions of the Data 		
Protection Laws in receiving and processing the data at all times. In addition, information
relating to the Agency ’s business which is capable of being confidential must be kept 		
confidential and not divulged to any third party, except information which is in the 		
public domain. Please see the Company website for further information about data protec
tion and privacy notices.

10.

LIABILITY

10.1

The Agency shall not be liable under any circumstances for any loss, expense, damage, 		
delay, costs or compensation (whether direct, indirect or consequential) which may 		
be suffered or incurred by the Client arising from or in any way connected with the 		
Agency seeking a Candidate for the Client or from the Introduction to or Engagement of
any Candidate by the Client or from the failure of the Agency to introduce any Candidate.
For the avoidance of doubt, the Agency does not exclude liability for death or personal
injury arising from its own negligence or for any other loss which it is not permitted to 		
exclude under law.

11.

NOTICES

11.1

All notices which are required to be given in accordance with this Agreement shall be in
writing and may be delivered personally or by first class prepaid post to the registered 		
office of the party upon whom the notice is to be served or any other address that the par
ty has notified the other party in writing, by email or facsimile transmission. Any such no
tice shall be deemed to have been served: if by hand when delivered, if by first class post
48 hours following posting and if by email , when that email is sent.

12.

SEVERABILITY

12.1

If any of the provisions of these Terms shall be determined by any competent authority to 		
be unenforceable to any extent, such provision shall, to that extent, be severed from the 		
remaining terms, which shall continue to be valid to the fullest extent permitted by applicable
laws.

13.

GOVERNING LAW AND JURISDICTION

13.1

These Terms are governed by the law of England & Wales and are subject to the exclusive juris		
diction of the Courts of England & Wales.

Client Name: __________________________________________________________________
Signed for and on behalf of the Client: __________________________________________
Dated: _______________________________________________________________________
Position in Business: ___________________________________________________________
Address of Business: __________________________________________________________

Schedule: Fee Structure

Positions and % of Annual Salaries

Permanent Placement Fees

Level 2 or unqualified Nursery Assistant

8%

Admin or Catering Staff

10%

Qualified Level 3 or Above Nursery Practitioners

10%

Room Leader/ Manager/Senior Nursery Nurse

11%

Early Years Teacher

11%

Nursery Manager/ Deputy Manager *

11%

All other Senior Management*

12%

For all Senior Management roles (*) there is a 2 stage payment structure due to the Amount of
time and work involved on these roles, and the interview process;
First stage payment of £500.00 is required before 2nd interview is arranged (non-refundable)
Final payment is due on successful engagement of Candidate

					SCALE OF REFUND
1.

The following scale of refund ONLY applies in the event that the Client complies with the provi
sions of clause 3.1 of these Terms of Business.

2.

Where the Applicant leaves during the first 12 weeks of the Engagement, a partial refund of the
introduction fee shall be paid to the Client in accordance with the scale set out below, subject to
the conditions in clause 4.1.

Week in which the Applicant leaves			
% of introduction fee refunded
		
1 - 2									
75%
		
3 - 4									
50%
		
5 - 8									
10%
		
9 - 12									
5%
3.

There will be no refund where the Applicant leaves during or after the 13th week of the Engage
ment.

4.

In the event of the Client cancelling the Engagement after an offer of an Engagement has been
made to the Applicant the minimum fee specified in clause 5 shall become payable, which shall
be calculated as £500.00 Admin fee

