Regency Recruitment and Resources Limited

Terms of Business — JANUARY 2026

RECRUITMENT & RESOURTCES

1. Engagement

1.1 Parties: These Terms of Business (“Terms”) are between Regency Recruitment and Resources Limited
(“we/us/our”) and The Company, when you accept our services as a Client (“you/your”).

1.2 Applicatior. These Terms will apply to all candidates presented by us.

1.3 Agreement. You will be regarded as having agreed to these Terms if you sign these Terms, give us
written, email or verbal instructions to supply candidate(s), interview a candidate introduced by us, employ
or otherwise engage a candidate introduced by us, or refer our candidate to a third party who then employs
or engages that candidate.

1.4 Other Documents. These Terms shall be read in conjunction with the proposal / quotation provided by
us, all written / email confirmations outlining details of the engagement, and other relevant information

pertaining to that engagement.

2. Direct Hire / Permanent Recruitment

2.1 Notificatior: You agree to notify us immediately and in writing if a candidate introduced by us accepts
your offer of employment.

2.2 Your Employee. Any candidate employed directly by you and in accordance with these Terms, is your
employee and you are responsible under any law for all of the entitlements of the candidate, including but
not limited to payment of salary, and all of the obligations of an employer, including but not limited to
obligations contained in relevant industrial relations legislation.

2.3 Fees: Fees shall be provided in a proposal / quotation tailored to meet your specific recruitment needs.
2.4 Salary. Defined as the candidate’s fixed monthly salary, not including benefits, bonuses, commissions, or

other compensation.

3. Temporary / Contract Recruitment

3.1 Obligations. You must ensure that all applicable legislation is complied with in relation to our candidate
while on assignment at your premises, or at any other premises as you may direct. This includes OSH and
provision of PPE, induction and training, accepted industrial relations protocols, and compliance with equal
opportunity legislation, including in relation to discrimination and harassment.

3.2 Supervisiorn: You are responsible for the direct supervision and management of the candidate in the
performance of the assignment, and achievement of outcomes required of the assignment.

3.3 Performance. Regency must be advised of any dissatisfaction with candidate performance within a

reasonable timeframe.
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3.4 Fees. We shall charge a monthly administration fee which shall be applicable to a full calendar month or
any part thereof worked, and added to employer National Insurance contribution and candidate salary. Fees
may be negotiated for groups of 5+ candidates.

3.5 Additional Payments. Payments that are additional to the salary of the candidate, including but not
limited to, maternity leave, retrenchment, bonuses, commission, overtime, allowances, expenses and paid
leave, shall be an additional cost to you, if and when applicable. These are not included in our fees unless
specifically negotiated by the parties. These payments shall only be remitted to the candidate and / or
authorities when you have paid our invoice.

3.6 Assignment Completior: If Regency is unable to confirm, or has not been informed, whether a
candidate has completed an assignment, on or before the scheduled end date and as a result of failure of
the Client to communicate such, we accept no liability for overpayments of salary or recovery of same.

3.7 Transition to Direct / Permanent Hire: In the event that a candidate introduced by us is engaged by you
directly, a placement fee shall become payable.

3.8 Terminatior: You may terminate an assignment by giving us forty (40) days notice in writing. We may
terminate an assignment without notice if you are in breach of these Terms and fail to remedy the breach
within fourteen (14) days of us notifying you in writing. Where the assignment is terminated for any
reason, you will be liable to pay all fees in respect of all time worked by the candidate up to and including
the time of termination. This will include the notice period(s) that the candidate is subject to, or which is
required to be given.

3.9 Assignment Variatior: You shall not at any time during an assignment require the candidate to
undertake work that falls materially outside their original job brief and specification unless we have given

consent in writing.

4. Refund Policy
4.1 Eligible. Clients may claim a refund once all of the following conditions are met:
(i) The candidate introduced by Regency is employed for less than four (4) weeks with the Client.
(ii) The Client has paid all related invoices.
(iii) Regency has been unable to source a suitable replacement candidate.
(iv) The Client has notified Regency in writing that a candidate is no longer working for them, within
five (5) working days.
(v) The Client is still actively seeking to fill the position.
(vi) Regency failed to meet Client requirements as stated in signed proposal / quotation.
4.2 Ineligible. Refunds are not applicable if the candidate is retrenched by the Client or resigns because the
Client significantly modified job duties, assigned them to another position, or in any other way

misrepresented the original job and related terms.
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4.3 Calculatior: Any part of a week worked is deemed to be a full week.

4.4 Refund Schedule. The refund schedule will depend on the fee agreed with the Client:

Contingency Fee - 1 week worked = 90% refund
- 2 weeks worked = 80% refund
- 3 weeks worked = 70% refund

- 4 weeks worked = 60% refund

Retained Fee - Commissioning Fee — Non refundable
- Shortlist Fee — Non refundable
- Closing Fee — 50% refund

5. General Provisions

5.1 /ndemnities. Although we shall screen and submit details of candidates we believe are appropriate to
the job specifications you provide, we make no warranty as to the suitability of any candidate to a particular
position. You are responsible for ensuring the candidate is suitable to the position to which they are
appointed. We are not liable for any loss suffered by you arising from the introduction of any candidate,
any delays in the recruitment process, any errors, omissions or inaccuracies in the information provided to
us by third parties, including (but not limited to) information as to a candidate’s qualifications and
experience and information contained in a candidate’s reference, the failure of a candidate to accept an
offer of employment, the failure of a candidate to perform their obligations under your employment or
control, or any actions or omissions of a candidate. We shall have no liability (whether for breach of
contract, under indemnity, negligence, common law, or on any other legal or equitable basis) to you for loss
of use, profit, revenue, business, data, contract or anticipated benefit or saving, or for any delay, financing
costs or increase in operating costs or for any special, indirect or consequential loss. Otherwise, our
maximum aggregate liability (whether for breach of contract, under indemnity, negligence, common law,
under statute, or on any other legal or equitable basis) to you is limited to the fees paid to us by you.

5.2 Confidentiality and Privacy. Introductions made by us are confidential, and you may not disclose to any
other party any information relating to the introduction, the candidate or their subsequent employment
without our express written consent, which shall result in payment of our fee as per clause 2.3.

5.3 Value Added Tax. VAT at 12.5% shall be added to all invoices except those paid outside Trinidad and
Tobago and in any other currency.

5.4 Payment. All invoices shall be paid within seven (7) days unless otherwise agreed.

5.5 Default Interest. Interest of 10% per month may be charged on unpaid invoices more than sixty (60)
days past due date.

5.6 Variatior: This Agreement may only be amended or supplemented in writing signed by the Parties.

5.7 Force Majeure: We shall not be liable for our failure to perform hereunder due to contingencies
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beyond our reasonable control, including but not limited to strike, riot, war, fire, act of God, accident,
pandemic or plant breakdown not caused by the fault or neglect of Regency, our staff or candidates,
compliance with any law, regulation or order, whether valid or invalid, of the Republic of Trinidad and
Tobago or any other governmental body or of any instrumentality thereof, whether now existing or
hereafter created.

5.8 Governing Law: These Terms are governed by the laws of the Republic of Trinidad and Tobago.

5.9 Intellectual Property. These Terms were authored, edited and approved by Lara Quentrall-Thomas,
Chairman of Regency Recruitment and Resources Limited, on 15t September 2025 and replace all previous
Terms. They are the sole property of Regency and may not be altered or copied in any way without the
express permission of Regency. Intellectual property created, made, or originated by Regency shall be the
sole and exclusive property of Regency except as they may voluntarily choose to transfer such property, in
full, or in part. All rights are reserved, including any disposal, exploitation, reproduction, editing and
distribution including the applications for property rights.

5.10 Governance. Regency stated policies on Data Privacy, Human Rights, Ethics and ESG can be found at

www.regencytrinidad.com

SIGNED IN ACCEPTANCE OF REGENCY TERMS OF BUSINESS DATED 15 SEPTEMBER 2025:

Company Name Company Representative Name
Representative Signature Representative Position
Date Company Stamp
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