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[ON SCHOOL’S HEADED NOTEPAPER] 
 
[AGENCY NAME] 
[ADDRESS LINE 1] 
[ADDRESS LINE 2] 
[POSTCODE] 
 
[DATE] 
 
Dear Sirs 
Variation of contract 

1. As discussed, we value our relationship with you however we do not agree that [NAME OF 
SCHOOL] (the School) should be responsible for the payment of your fees where we 
recruit an individual whom you have previously provided to us ‘on supply’.   This letter, 
once countersigned and dated by you, will constitute a written agreement between us to 
address this issue.  It does not purport to implement any other contractual terms (if any) 
in respect of our relationship.  It is to be read in conjunction with any other agreement in 
place between us.  If there is a conflict between the terms of such agreement and the 
terms of this letter, the terms of this letter shall prevail. 

2. With effect from the date of this letter and in consideration for our agreement 1 to 
appoint you to provide services to us, you agree that if we employ an individual who you, 
or any member of your group of companies2, have introduced or supplied to the School as 
a temporary worker (i.e. a person introduced to us to provide services to us and not as an 
employee of the School) no introduction or transfer fees or other fees shall be payable in 
connection with our subsequent employment of that person.3   

3. No variation of this letter agreement shall be effective unless it is in writing, specifically 
references this letter agreement, and is signed by the parties (or their authorised 
representatives).4 

                                                
1 For any contract to be binding, there must be “consideration”.  In this case, it is possible that the appointment of the 
agency to provide services to the School is sufficient consideration to make this letter binding.  Alternatively the payment of 
a £1 (“in consideration of the payment of £1, receipt of which is acknowledged”…) wording would suffice. 
2 Watch out for this one – if this letter is signed by ‘Amazing Agency Limited’ but then ‘Amazing Agency Group Limited’ sends 
a cv to you and attaches their terms, they are a different legal person it may be difficult to argue that Amazing Agency 
Group Limited is bound by this letter.  Always check the full legal name of the company and get this letter resigned if its not 
a company you've dealt with before. 
3 This letter aims to prevent employment agencies from claiming a 'transfer fee’ in a situation where an employee was 
previously provided by the agency 'on supply'.  It does not prevent an agency from claiming a fee where an introduction was 
made in another way. 
4 Be wary of amending this agreement subsequently.  This clause aims to ensure that any variation of this letter has to be 
done with a clear reference to the letter. 
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4. This letter agreement and any dispute or claim (including non-contractual disputes or 
claims) arising out of or in connection with it or its subject matter or formation shall be 
governed by and interpreted in accordance with the law of England and Wales. 

5. The parties irrevocably agree that the courts of England and Wales have exclusive 
jurisdiction to settle any dispute or claim (including non-contractual disputes or claims) 
that arises out of, or in connection with, this letter agreement or its subject matter or 
formation. 

6. Please sign and return the enclosed copy of this letter to acknowledge your agreement to 
the terms of this letter. 

 
Yours faithfully, 
 
 
................................................................ 
for and on behalf of [NAME OF SCHOOL] 
We agree to the terms of this letter agreement. 
Signed ............................................................... 
for and on behalf of [AGENCY FULL NAME]5 
Name ................................................................ 
Position .............................................................. 
Date ........................................................ 
 

                                                
5 It is important to ensure that the signatory has authority to sign on behalf of the agency.  Ideally request that the signatory 
is a director. 
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