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       Client Detail Form
This form is going to let us know little more about you, and your requirements in an employee. This allows us to profile you, and your requirements, so that we can find an employee as suitable as possible for you:
	Name and Surname:                                              Expected Starting Date:

	Telephone Home:
	Telephone Work:



	Cell Number:
	Fax Number:

	Email Address:

	Address: 
	Requirements (please mark with ‘X’):

Domestic:                Nanny:              Both:


Night Nurse/ Night Nanny:

	
	

	
	

	
	

	
No of Adults in Household:                             Any elderly/frail people:


No of Children in Household:                        Ages: 
Pets:  Dogs:                        Cats:                         Other:                               

	Your Home Languages:


English                   Other, please specify:

Living Arrangements:                                         Work Hours:


Will the employee be required to do overtime/weekend work:                                     Please specify:
(please note that Labour Law requires additional pay for weekends and overtime)

Salary offered:                                     Christmas Bonus?                                  

How often will the salary be reviewed:

	Basic Duties You Will Require The Employee To Perform:

NANNY DUTIES:

Dressing Baby                               Changing Nappies                                   Bathing


Washing bottles                          Sterilizing Bottles                              


Sleep Routine                               Administering medication


Bottle Feeding                              Starting/Feeding Solid food


Potty Training                              Making Baby food/Toddler food

Play and Mental Stimulation                            Discipline without smacking

First Aid/CPR knowledge                                 Washing Baby Clothes

Cleaning Baby Room and Equipment                    


Other Duties

AU PAIR DUTIES:

All of the above, plus:

Extra Emphasis on Mental Stimulation

Development of Communication


Driving Children around                       


Basic Knowledge of Child Psychology


Other



	DOMESTIC WORKER
Making Beds                                          Vacuuming Carpets/Upholstery


Dusting                                                    Wipe down appliances, TV etc…


Cleaning walls                                       Cleaning light switches 


Cleaning ornaments                             Cleaning bathrooms, tiles, toilets

Continued…………………….

Cleaning/Mopping floors                   Cleaning cupboards

Cleaning oven/stove                             Cooking

Setting table                                           Laundry – machine wash

Laundry – hand wash                          Hanging out laundry

Ironing                                                     Washing and ironing curtains

Mending                                                  Defrost/clean fridge and freezer


Cleaning windows                                Cleaning equipment used (vacuum…)


Packing away groceries                       Emptying and cleaning dustbins


Cleaning brass/silver                            Cleaning outside room/cloakroom


Other



	Any other characteristics you are looking for:


	Please tell us how you found us:

If website, please specify:

On a scale of 1-10 (1 being “Horrid” and, 10 being “Terrific”), please rate your view of our services, 1st contact, website:          
 Why:

*PLEASE READ AND SIGN AGREEMENT ON NEXT PAGE

Banking details (Only due upon accepting a candidate):

Ruth Kloppers T/A Help At Home

ABSA Bank Florida

Branch number: 632005

Account Number: 4068192376

Please use your Name and Surname as your reference.

Please scan & email, or fax this form back to us, once you have completed it. Please note that Help At Home cannot assist you if the Agreement overleaf is not signed.
Terms And Conditions For Utilizing Help At Home Services
1.1 I hereby agree to use the services of Help At Home, in order to recruit personnel for my own personal use, and not on behalf of a third party. 
1.2 I agree to all the terms and conditions of the company, as they currently are, and in view that they may change from time to time. The Terms and Conditions are available to view on the Client form displayed on the Help At Home website. 
1.3 I understand that by undertaking to use the services of Help At Home. I will bide by the Terms and Conditions that Help At Home has in place. 

1.4 I understand that Help At Home does their best to screen, pre-interview, and place high standard employees. 
1.5 Help At Home cannot be held liable for any loss, theft, damage, injury or death caused by the employee recruited through Help At Home. I understand that Help At Home does not and will not willingly place Illegal Immigrants, and tries to make sure that all candidates placed are legitimately in South Africa. I understand that Help At Home does their best to check the legal status of candidates, and cannot be held responsible for any candidate placed that misleads both Help At Home and the employer about their legal status. 

1.6 I understand that it is for this reason that I register the employee with UIF as soon as possible. Help At Home also cannot be held liable for any abscondment of an employee. 
1.7 I also understand that Help At Home is under no obligation to find a candidate for me, and Help At Home’s rights are fully reserved. 
1.8 I understand that I have a replacement period of 30 or 90 days (depending on agreement with Help At Home and fee paid per pricing structure in point 1.2 below) in which to decide if I am happy or not happy with a candidate. This period is applicable from the date of commencement of the employee working for me for the first time. If, within this period, I am not happy with the candidate, and place this in writing to Help At Home, Help At Home will attempt to find a new candidate for me– by going through the interview process again, with a maximum of 2 rounds of interviews. If the second candidate is also not suitable, I understand that Help At Home is under no obligation to replace the candidate again for me. The 30 day replacement period is part of the normal placement fee of R2200. The 90 day replacement period increases the placement fee payable to R2500. I understand that this replacement period is agreed upon prior to the employee commencing, and cannot be increased after the employee begins employment.. If I do not choose to take a replacement candidate at all from Help At Home, I understand that Help At Home will not refund my placement fee in full, and only a portion of 50% will be refunded. The replacement period may also become null and void should the placement fee not be paid per Help At Home’s Billing terms (see point 1.13).
1.9 I understand that all other monies paid to Help At Home is non-refundable, unless as stated in point 1.8 .
1.10 I also understand that the recruited employee will work for me, and I will manage the work relationship accordingly. From the moment of placement, it is up to me to manage and maintain the relationship with my employee. 

1.11 I understand that should I enforce a Probationary period upon my employee, which is longer than the agreed Help At Home 30 or 90 day replacement period, Help At Home is not obliged to replace the employee if I terminate the employees contract after the 30 or 90 day period (from date of acceptance of a candidate) as agreed upon placement with Help At Home. 
1.12 I agree to adhere to all Labour Law regulations in my dealings with my employee, including an employment contract, payment of UIF, salary increases. If my employee is Non-South African, I agree to abide by all labour regulations thereto, such as work permits, regular asylum stamps etc…

Please continue on following page:

Please Initial on line below:

_____________________________

Page 2…. Terms and Conditions for HELP AT HOME
1.13 BILLING AND PAYMENT TERMS: I will pay the Help At Home placement fee, as per applicable service (fees indicated in Section 1.8 of this clause) within 48 hours (or, 2 working days) of acceptance of a candidate, unless the employee’s start date is sooner, in which case payment is due PRIOR to the employee commencing work. In other words, payment is due within 48 hours of invoicing or upon the employee commencing work, whichever is sooner, in order to secure the placement of the candidate. I understand that if the placement fee is not paid within this time, or an arrangement for payment is not made with Help At Home Management, Help At Home will take legal action against me to recover the fees, and I will also be liable for all costs incurred by Help At Home to recover payment from me. I also understand that if the placement fee is not paid within the 2 day time frame, Help At Home reserves the right to place the candidate (prospective employee) with another client. Help At Home will also charge interest on all outstanding monies, at the legal rate of 15,5%. Defaulters are also handed over for collection, and I the client will be liable for all fees, disbursement costs, and interest charged at the legal rate. I also understand that my 30 or 90 day employee replacement period with Help At Home may be deemed null and void should the placmement fee not be paid in accordance with the company’s Billing and Payment Terms.
1.14 I also understand that if, Help At Home introduces me to a prospective employee, and, within a two year period, from the time of my introduction to the candidate, I attempt to bypass Help At Home and recruit the employee privately, or I introduce the employee to a third party for employment, or I attempt to, or do, find other work for the employee, I will be liable to pay Help At Home a full placement fee, as per Help At Home’s fee structure. I ALSO UNDERSTAND THAT I MAY NOT CONTACT ANY INTERVIEWEES OR CANDIDATES DIRECTLY, OR REQUEST THEIR CONTACT DETAILS FROM THEM AT INTERVIEWS, OR PRIOR TO THEM BECOMING EMPLOYED BY ME. ALL COMMUNICATION AND ARRANGEMENTS WILL BE MADE VIA HELP AT HOME, IN NORMAL BUSINESS HOURS. If I do require this info, I can request it from Help at Home staff who will may or may not disclose this information to me.
1.15 ALL placements done by Help At Home will include 1 Criminal Clearance Certificate at no additional cost. One check is provided free per client, and should the client replace the chosen candidate (who has a clean criminal record) during the replacement/probation period, any further checks on new candidates will be at an additional cost. However, in the highly unlikely event that the candidate does have a criminal record, Help At Home will replace the candidate, and provide a new Criminal Clearance Check on the new candidate, at no extra cost to our client. 
1.2. Applicable Service Fees are for the service used. I understand that should I indicate to use a specific service, and then utilize a different service, I will pay for the service utilized, not indicated. Service Fees are as follows: 

1.2.1. Training Course (Child Minding)                                                                        R1200
1.2.2. Training Course (Mental Stimulation)                                                               R1200

1.2.3. Training Course Combo (BOTH Child Care and Mental Stimulation)     R2000

1.2.4. Placement fee for a Help At Home Trained Nanny (30 day probation)     R2200
1.2.5. Placement fee for a Help At Home Trained Nanny (90 day probation)     R2500
1.2.6. Placement fee for a Full-time Domestic worker (3 or more days p/w)        R2500

1.2.7. Placement for a Part-time Domestic Worker (2 days or less p/w)*             R1250
1.2.8. Criminal Clearance – additional checks or staff (excl travel to client)       R285

I ___________________________________ (Full name) with Identity Number ____________________________, accept these Terms and Conditions as stated above.
Signed on this day ________ of ____________________ 20___, in the area of _________________________. 

Signature: __________________________      
* Where candidate is placed as a part time Domestic worker, the placement fee is reduced, as Help At Home will then place the employee in alternate work for the remaining available work days. The reduced rate does not apply where the employee will commence employ as a part timer, with the view of becoming a full time employee, in which case the Full-time placement fee applies (R2200 with a 30day replacement period, or R2500 with a 90 day replacement period). 
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Help At Home Contact Details:


Ruth Kloppers


Landline: 087 808 9433


Cell: 084 870 8544


Fax: 086 601 HELP (4357)


Email: � HYPERLINK "mailto:ruth@helpathome.co.za" ��ruth@helpathome.co.za�


Website: www.helpathome.co.za 











Y





N





OUT





IN








PAGE  
5

