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Refund and / or Replacement 
 

 
We understand your concerns surrounding refunds and / or replacements and we appreciate these situations do happen from 
time to time. Therefore, we have a tried and tested approach to this eventuality. 
 
Your trust and confidence in us is our utmost priority, so we will always endeavor to replace the candidate first (at no additional 
cost to you). In the unlikely event we have been unsuccessful within 2 weeks from the date we were first notified of the leaver, we will 
revert to our rebate terms and offer a refund (back-dated to when you first advised us) 
 
Our rebate terms are pretty straight forward and are detailed in section 4 of our Standard Terms of Business but here’s an 
extraction:- 
 

4. REFUNDS 

4.1. In order to qualify for the following refund, the Client must pay the Agency’s fee within 14 days of the date of invoice and must 
notify the Agency in writing of the termination of the Engagement within 7 days of its termination. 
 
4.2. If the Engagement terminates before the expiry of 12 weeks from the commencement of the Engagement (except where the 
Applicant is made redundant) the fee will be refunded in accordance with the accompanying Scale of Refund set out in the 
schedule to these Terms of Business. 
 
4.3. In circumstances where clause 3.6 applies the full fee stated in clause 3.4 is payable and there shall be no entitlement to a 
refund. 
 

SCHEDULE: SCALE OF REFUND 
 
1. The following scale of refund only applies in the event that the Client complies with the provisions 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. 
 
3. Week in which the Applicant leaves, % of introduction fee refunded 
 

 Week 1 - 2 = 90% 
 Week 3 - 4 = 80% 
 Week 5 - 6 = 60% 
 Week 7 - 8 = 40% 

 Week 9 - 10 = 20% 
 Week 11 - 12 = 10% 

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


