“Unlocking the Potential of a Skilled and Motivated Workforce”
[image: image16.jpg]The insurance under this policy is extended to cover the following risks.
Personal Accident (OFF DUTY) Cover, Strike Riot & Civil Commotion
cover,

Special Condition : Strike Riot & Civil Commotion Cover is applicable only
for WCI Act Liability.

LAW(S) : WORKMENS COMPENSATION ORDINANCE OF 1934 AND SUBSEQUENT
AMENDMENTS INCLUDING, ACT NO.15 OF 1990, ACT NO. 10 OF 2005 ACT NO. 10
F 2022 OR TO THE DATE OF ISSUE OF THE POLICY OR AT COMMON LAW

Place : COLOMBO Sri Lanka Insurance Corporation Ltd
Date : o June 243008

AGM/Director Authorized

Please read this policy document carefully and ascertain it is accordance
with your proposal / requirement.

SCHEDULE
Estimated Total Earnings(12)
Estimated No. Occupation of Employee
IRs.
il SPERVISOR 300000
10 CLEANER 2700000

Date : June 2
2025
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Your Staffing Partner





         Your Trusted Partner in Workforce Management
No.72/1, Sangabodhi Mawatha, Attanagalla, Sri Lanka
[image: image6.png]



    Hot Line :   071-9593400                             
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      Tele             : 033-2286696                        
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   Email          : keystoneservices2@gmail.com              
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Company Overview
Key Stone Services is a trusted service provider in Sri Lanka which offers comprehensive manpower and professional cleaning services to organizations and companies across various sectors. Founded on the promise of quality and customer satisfaction, we take pride in our ability to supply efficient, effective, and customized services which meet every client's unique demands.

We acknowledge that human resources are the backbone of any successful venture. It is because of this fact that our manpower department focuses on connecting businesses with skilled, experienced, and quality manpower. Short-term staffing or long-term employment, we ensure that every candidate is thoroughly vetted and aligned with our clients' values and expectations.

Aside from our experience in staffing, we also offer specialized cleaning services that can maintain hygienic, safe, and welcoming environments. From offices and commercial establishments to residential complexes and post-construction properties, our cleaning experts are equipped with the tools, training, and dedication needed to deliver sparkling results every time.

At Key Stone Services, we believe in the ethos of building long-term associations based on trust, openness, and sustained performance. We are driven by professionalism, high degree of attention to detail, and proactive attitude towards meeting challenges—always going that little extra for our customers.
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                         Our Mission

To deliver dependable staffing and top-quality cleaning services that support the success and well-being of our clients.

                         Our Vision

To become a leading name in Sri Lanka for integrated manpower and facility cleaning services.
💬 Message from the Owner
We started Key Stone Services with one simple concept — to connect individuals and companies with reliable manpower and professional cleaning solutions they can count on. And through the years, we have become a homegrown brand here in Sri Lanka, thanks to the dedication of our employees, the loyalty of our clients, and the values we uphold every day.

Our purpose has always been service with integrity, quality, and concern. Whether it's placing qualified workers in a job or making an environment clean and safe, we believe that we should do it right — the first time and every time.

We appreciate that our clients have the confidence in us to keep their operations running smoothly at all times. This is why we make it our business to establish long-term relationships based on trust, transparency, and dependable service.

We appreciate you considering Key Stone Services as your trusted partner. We look forward to growing with you and assisting you in achieving your success through dependable manpower and cleaning services.

Warm regards,

M.P.M.S. Thenuwara
Founder 

Key Stone Services
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Professional Outsourcing Job Categories …

🔹 Manpower Solutions

· Local Staffing & Recruitment

· Temporary & Permanent Placement

· Industry-Specific Workforce
· Workforce Segments …. 
1. Production Supervisors

2. Labour Supervisors

3. Seasonal Clerks
4. Quality Controllers 

5. Computer Operators

6. Secretaries

7. Executives/ Managers  

8. Electricians

9. Technicians

10. Welders & Fitters

11. Lathe Machine Operators

12. Forklift Operators

13. Drivers (Heavy & Light)

14. Production Employees
15. Manual Workers (Skilled/Unskilled)
🔹 Cleaning Services

· Commercial & Office Cleaning

· Residential & Apartment Cleaning

· Post-Construction Cleaning

· Janitorial Services

· Customized Cleaning Contracts
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      Resource delegation system … …
[image: image13.jpg]!

—"‘-i ——
1' F EMPLOYEES' PROVIDENT FUND DEPARTMENT OF LABOUR

|
v = ; © 22 052025 f
|

M.P.M.S. THENUWARA
S.AM.W.WICRAMANAYAKA

KEY STONE SERVICES

NO.72/t;SANGABODHI MAWATHA

HALPANDENIYA

'{ ATHTHANAGALLA

’\Dear Sir / Madam, o

S : CERT!FICATE OF EMPLOYER REGISTRATION
E.P.F. ACT NO. 15 OF 1958

74 01. The reglstratlon number allocated to your establishment / estate namely .
KEY STONE SERVICES Of NO.72/1,SANGABODHI MAWATHA, HALPANDENIYA|#i

ATHTHANAGALLA is 32862/1/

4 02. Please quote your registration number in your future correspondence with this Department as well as
q with the Central Bank of Sri Lanka.

# 03. You and your employees are liable to contribute to E.P.F. with effect from 21 04 2025

Ifitis revealed that you had employed any other persen in this establishment / estate prior
to this date you will be held liable for that. :

§ 04.Thisregi steation is null and voidif this establishment / estate was registered under your name prior to
. [ thisdate. ‘
f 05. Please note.that hereaf: a1 all your correspondence to this Department with regard to E.P.F.
v ’ should be address to As.istant commissioner of Labour, District Labour Office / Officer-in-
Charge , Labour Office GAMPAHA quoting this registration gumbzr,

06. Cheques and Money Order for payment of E.P.F. contributions should be drawn in favour of :
| Superintendent E.P.F. , Central Bank of Sri Lanka and should be sent to him with respective
| "C" Returns.

Yours Faithfully ,

}
|
¢ } Assistant Commissioner of Labour
: For Commissioner General of Labour

C. &. Amarawickrama
i : X Assistant Commissioner of Labour
1 . : g N . District Labour Office
F ; Gampaha.
: \..tmmnqdq(' waﬁmm‘a w1508, v 05, o

B o D ooy Hfub, Asegd m w00 1508, Saadguby 05. S,
7 Eiuployess’ Provident Fund . Labour Secretariat. P.0. Bux 1508. Colombo 05.

1&,&.»:0!1-258&146 011-2581142. 0112368916 Fax 011-2368914

e e




   ‘’
01.We offer continuous services focused on building long-term    business partnerships, secured through annual legal agreements with year-to-year renewals. This approach promotes strong employee retention, as all statutory and compliance requirements are fully met, ensuring a stable and motivated workforce.
2. We efficiently handle short-term workforce needs based on client requests, swiftly deploying trained personnel with transportation support to the worksite. This ensures quick mobilization, high service efficiency, and minimal downtime for the client’s operations.
3. At the client’s request, we provide services under a piece-rate system, designed to maximize daily productivity through performance-driven motivation. This model not only exceeds client output expectations but also boosts employees' daily earnings, fostering greater job satisfaction and engagement.
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SCHEDULE FOR WORKMENS COMPENSATION SHRAMA
SUREKUMA) INSURANCE POLICY

W/010/W/62011 Date of Signature of Proposal

and Declaration : 02/06/2025

Policy Number

Insured’s Name : KEY STONE SERVICES

Address NO. 72/1
SANGABODI MAWATHA
HALPANDENIYA
ATTANAGALLA
Business :SUPPLY OF MANPOWER
Period of

From 02/06/2025 To 02/06/2026 (Both days inclusive)
Insurance

Any subsequent period for which the insured shall pay and the Company shall
agree to accept a renewal premium.

Total Estimated Wages Rs 3, 000, 000. 00 (Schedule Attached)

Premium Rs 19, 995. 00 RCC Premium 1, 500. 00
Administration Rs 597. 29
Policy Fee Rs 500. 00
Taxes Rs 3, 796. 61
Total : Rs 24, 888. 90

( Subject to adjustment in terms of Condition 6. The estimated amount
of wages, salaries and other earnings which premium is based
on Rs. 3,000,000.00 ).

Place/s of Employment : KELANI CABLE PLC
KELANIYA

Pronto Lanka (Pvt) Ltd
Narahenpita

6. 21, edrdeald B8x, eme® 02, B @otd. SODOD (94-11) 2357000, 2357457 ceaded: (94-11) 2447742
8. 21, GanaGagned off, Ganapiby 02, uf somisT. GpTeaBLA: (94-11) 2357000, 2357457 Quierd: (94-11) 2447742
No. 21, Vauxhall Street, Colombo 02, Sri Lanka, Tel: (94-11) 2357000, 57 Fax: (94-11) 2447742

2808 gomo: PB 5208 swuall uPelevdsid: PB 5208 Company Regist n No: PB 5208

- www.srilankainsurance.com





· Our Distinguished Services
1. Fast, efficient, quality & flexible service:
We pride ourselves on delivering services that are fast, efficient, high in quality, and highly flexible, ensuring that every client’s specific needs are met with professionalism and excellence.

2. Workmen’s compensation scheme:
We provide comprehensive workmen’s compensation schemes, offering vital protection and peace of mind to both employers and employees in the event of any workplace accidents or injuries.

3. Employee orientation and awareness programs towards the productivity and 5S:
We conduct regular employee orientation and awareness programs focused on boosting productivity and promoting the 5S principles, which help maintain an organized, clean, and efficient workplace.
4. Employee recreational programs to motivate workforce:
To keep the workforce energized and motivated, we organize a variety of recreational programs that build team spirit and create a positive working environment.
5. Employee short term loans & easy payment schemes:
Understanding employees' financial needs, we offer short-term loan facilities along with convenient and easy payment plans to support them during unexpected or urgent expenses.

6. Providing enormous support to our clients to achieve quality standards through continuous training:
We are committed to supporting our clients in achieving their desired quality standards by offering continuous training programs tailored to their specific needs and requests.
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                      Our Unique Value Propositions for Customers
1. Hassle-Free Cleanliness and Environmental Maintenance:
Our customers no longer need to allocate additional workforce to maintain a clean, organized, and pleasant factory environment. We ensure that the premises are kept to the highest standards without burdening your core team.

2. Free Provision of Equipment, Chemicals, and Cleaning Materials:
All necessary equipment, cleaning agents, and other operational materials required for cleaning tasks are provided entirely free of charge, saving our clients significant investment and management effort.

3. End-to-End Employee Management Without Customer Involvement:
Clients are freed from the complex and time-consuming process of searching, interviewing, and hiring workers. We handle all staffing requirements seamlessly, ensuring a ready workforce when needed.
4. Immediate Labour Support for Contingencies:
In situations requiring urgent manpower, we promptly supply additional labor resources. After the specific task is completed, we also take full responsibility for the removal of temporary workers, ensuring smooth transitions without disruption.

5. Full Responsibility for Production Targets:
We not only supply manpower but also assume full responsibility for meeting the production targets. Our management strategies are aligned with your organizational goals, offering complete peace of mind.

6. Managing Employee Discipline on Behalf of Customers:
We handle all aspects of employee discipline, maintaining high standards of behaviour and performance. Customers are relieved from the burden of conducting disciplinary inquiries or handling HR issues related to workforce management.

7. Rapid Recruitment Through Island-Wide Network:
With our extensive, island-wide network of staffing resources, we are capable of conducting fast and effective recruitment. This ensures that any vacancies or additional manpower needs are filled swiftly without affecting production timelines.

8. Transparent Handling of Statutory Employee Payments:
We manage all correspondence related to employee statutory payments and legal obligations, ensuring full transparency. Clients can have total confidence that all payments for deployed employees are handled properly and ethically.
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                                             AGREEMENT 

	AGREEMENT NO.
	 ……. ……….


This agreement is made and entered into on the …… OF ……. TWO THOUSAND TWENTY ………………………………………… a Company duly incorporated in the Democratic Socialist Republic of Sri Lanka  (Company Registered. No. ……………….) and having its registered office at No. ……………………………………………………….. (Herein after called and referred to as the “Company”) of the FIRST PART. 

AND KEY STONE SERVICES a duly incorporate company under laws of the Democratic Socialist Republic of Sri Lanka and (Company Registered No. WP/GAM/AT2024/00225) having its registered office at No.  NO 72/1, Sangabodi Mawatha, Attanagalla Herein after referred to as the “Contractor”) of the OTHER PART., 

This contract will be valid for a period of one year commencing from …..20….to …/….20….

1. The Contractor hereinafter known as the labour service supplier will supply and make available the necessary labour services as and when required by the Company to carry out the said work at different locations in the factory as required by the Company subject to the terms and conditions hereinafter set forth.
2. The Contractor will supply workers for a continuous period of one year commencing …./….20…to …/…/20…..
3. The Company will engage the workers on 09 hours shift/ 08 hours roster shift (from  .../.00 am to ../..Pm from Monday to Friday and ../.00 am to../.30 pm on Saturday) with an interval of one hour for meal & rest.
4. The Company agrees to pay a daily wage to the Contractor as per the ANNEXTURE -01
5. The Company agrees to revise the rate when gazetted from time to time by the Government with the mutual understanding of Contractor.
6. All payments given in ANNEXTURE -01 are inclusive of EPF & ETF.
7. All labour services supply invoices addressed to financial manager should be sent at the end of each month and the Company will settle the payments due on or before 07 days upon final invoice submission
8. The Company agrees and considers to revise the given rate annually with mutual understanding by sufficient amount at the time of renewal of the agreement.
9. Employees of the contractor are not entitled any Annual leave during the first year and if the contract continues further and after completing one year they shall be entitled to 14 days Annual leave each year. Leave must always be utilized with the mutual agreement with the Company and as the given rates are not inclusive the cost of annual leave the Company agrees reimburse actual cost of leave to Contractor and the Contractor shall maintain leave entitlement, should forward to the Company.
10. The Company shall agree to reimburse the cost of the payment of gratuity case by case of the employee of contractor when the employment is ceased after five years continuous service at Company
11. The Company will inform the Contractor in writing details of the required employees in advance. In the event cadres need to changed, then the Contractor should be informed in advance   
12. The Company shall not recruit any workers who are under the Contractor, to permanent cadre without notice to the Contractor during the period of Contract.
13. The Contractor shall maintain attendance records of all workers and check with Company nominated officer who should assure accuracy of all records before invoicing and wage preparation.
14. The Company shall provide tea for the workers during the period of work free of Charge.
15. The Contractor shall pay wages to all workers who have reported for duty   that are not below the minimum wages prescribed by any law or by any Wages Board set up for any trade of the relevant workers.

16. The Contractor shall pay wages to such workers within the time limits stipulated under the Wages Board Ordinance.
17. The Contractor also undertakes to prepare wages and pay to his workforce usually on or before the 10th of the following month (the previous month’s salary).
18. The Contractor also undertakes to ensure that its workers supplied to the Company conduct themselves in disciplined and proper manner and will not act in a manner that will disrupt the business of the Company. If any complaint of misconduct is lodged by the Company with the Contractor in respect of the Contractor’s workers the Contractor hereby agrees to replace such person, with another suitable person with immediate effect. The Contractor shall ensure that its workers supplied to the Company in terms hereof, shall not be under eighteen (18) years of age or over forty five (45) years of age and shall be sound physically in health, and mind, and shall not be suffering from any disability whatsoever.
19. The Company's instructions regarding the work to be carried out shall be conveyed direct to Contractor's workers by the authorized Company representatives. When the Contractor's workers are more than Fifty  (50) on duty at any given time there will be an implied condition that there shall be a Supervisor or a representative from the Contractor to be present at the office who will discuss the  administrative matters as and when it is necessary. The Company shall agree to provide a suitable place equipped along with a table & chair to Supervisor for the documentation work.
20. The Contractor agrees to cover Workmen’s Compensation Insurance for work related. Accidents / injuries which may arise in the performance of his/her work within the factory Premises such WCI should provide comprehensive coverage as required under the Workmen’s Compensation ordinance.
21. In case of an accident during working hours; the Company shall take necessary actions to hospitalize the patient and inform the Contractor.  Thereafter the Contractor will look after the patient
22. The Contractor shall be responsible for payment of pay EPF & ETF in respect of the workers as per the statutory regulations. Furthermore, Copies of such payments should be forwarded to the company before the end of each month.
23. The Contractor will not transfer a worker to another establishment while being in Employment with the company without any complaint against him/her.

24. This contract could be terminated by either party by giving one-month notice or by giving one month salary to the number of workers employment by the contractor at the time of such termination of the contract or by violation of any of the terms and conditions of this agreement.

25. The Company agrees to inform and educate all workers supplied by the Contractor, about the principles, policies and practices of the Company before deploying to the operation.
26. The contractor is required to ensure all its employees adheres to all safety rules as per the Company and other applicable regulations and company will not be responsible for any damage caused to the contractor’s employees due to their negligence. The contractor ensures its deployed personnel’s   adherence to safe working practices, rules and regulations.
27. The Company and Contractor both undertake to educate all employees to prevent making any theft and, in any case, if an incident of such nature occurs both parties should submit the offender to the local Police for legal action under civil law
28. In case of a change in the business name/ownership or change into the corporate changes of the Contractor, the Contractor undertakes to inform the Company in writing of such changes and any change with regards to its registered address.
29. All communication and notices between the Company and the Contractor pursuant to or in connection with this Agreement shall be marked with the Company contract number ………….
IN WITNESS WHERE OF THE PARTIES HAVE HEREINTO SET THEIR HANDS ON THIS …….. DAY OF ……………..TWO THOUSAND AND TWENTIFY ………AT ……………..(20…….)

The Common seal of this said 
                       The Common seal of this said


………………………………                                  KEY STONE SERVICES   


   …………………………                                        ………………………………………

Authorized Signature




Authorized Signature

Name:……………………………….                     
Name:…………………………………                          

Date: …………………………………                      Date :-…………………………………

In the presence of




In the presence of

WITNESSES:




WITNESSES:
01.Name:………………….                                          01. Name:…………………….

  Signature:……………….                                             Signature :……………………

Date     :…………………


                 Date  :………………………
ANNEXTURE -01 

VALIDITY PERIOD FROM ON …/…/20…. TO …./…20…
	Category
	09 Hours Rate
	Normal OT
	Double OT

	
	
	
	


NOTE :

   Company agrees to pay an extra payment to the Contractor for overtime calculated as follows.

   (a) Weekdays – 1.5 hourly rates beyond the normal shift (Rs……) per worker

   (b) Poya Day – 1.5 hourly rates of the normal shift hours (Rs…..) per worker

   (c) Sunday / Mercantile holiday – double the each working hour of the shift (Rs……) per worker

   (e) Saturday – Rs……..00 is for first 5.5 hours and beyond extra hour 1.5 hourly rate charges per worker

Authorized Signature                                                      Authorized Signature                                                                                                                               ……………………  (Pvt) Ltd                                        KEY STONE SERVICES
Date :-................................                                              Date :-..........................................                                

දිනය :………………………………………………………………
සේවක/සේවිකාවගේ නම :……………………………………..

ලිපිනය :……………………………………………………………

               :……………………………………………………………
මහත්මයාණනි/මහත්මියනි,
                                                                          සේවා ගිවිසුම
පහත දක්වා ඇති නියමයන් සහ කොන්දේසිවලට යටත්ව, ඔබව කී ස්ටෝන් සර්විසස් ආයතනයේ සේවයට බඳවා ගන්නා අතර, ඔබගේ රාජකාරිය සඳහා ඔබව අප සමාගම සමඟ නීත්‍යානුකූලව සේවා සැපයීමට ගිවිසුම්ගත වූ සමාගම වෙත අනුයුක්ත කරනු ඇත.
01. තනතුර: .................................................
 02. පත්වීමේ දිනය: .......................................
 03. වැටුප් ගෙවීම:
වැඩ භාර ගත් දින සිට දිනකට පැය 09ක් සඳහා (ආහාර සහ විවේක කාලය ඇතුළුව):
· වැඩ කරන පැය 08 ක් සඳහා  දෛනික ඒකාබද්ධ වැටුප රුපියල් ………..

· වැඩ කරන පැය 08 ක් සඳහා  දෛනික දීමනාව රුපියල්...............
· වැඩ කරන පැය 08 ක් සඳහා  සම්පූර්ණ වැටුප රුපියල්..............
· සාමාන්‍ය අතිකාල: පැය 01කට රුපියල් ....................
· ද්විත්ව අතිකාල: පැය 01කට රුපියල් ......................
04. අතිකාල ගෙවීම:
සතියේ දිනවල පැය 08කට පසු වැඩ කරන පැය සඳහා සාමාන්‍ය අතිකාල ගෙවීමද, සෙනසුරාදා දිනවල පළමු පැය 05කට පසු වැඩ කරන පැය සඳහා සාමාන්‍ය අතිකාල ගෙවීමද, පෝය දිනවල වැඩ කරන සියලුම පැය ගණන් සඳහා සාමාන්‍ය අතිකාල ගෙවීමද, ඉරිදා සහ වෙළඳ නිවාඩු දිනවල වැඩ කරන සියලු ම පැය ගණන් සඳහා ද්විත්ව අතිකාල ගෙවීම් සිදු කෙරේ
05. වැටුප් ගෙවීම:
සෑම මසකම 01 වැනි දින සිට 31 වැනි දින දක්වා අදාළ වැටුප ගණනය කර ඊළඟ මස 10 වැනි දින හෝ ඊට පෙර වැටුප් ගෙවීම සිදු කරනු ලැබේ.
06. සේවා කාලය: ....................................... දින සිට ....................................... දින දක්වා වේ
07. ඉටු කළ යුතු කාර්යයන්:
කළමනාකාරිත්වය විසින් ඔබට පවරනු ලැබිය හැකි සියලුම කාර්යයන්, නිවැරදිව  සහ විශ්වාසවන්තව ඉටු කළ යුතු අතර, ඔබගේ ඉහළ නිලධාරීන් විසින් නීත්‍යානුකූලව ලබා දෙන සියලුම උපදෙස් අනුව කටයුතු කළ යුතුය.
08. රාජකාරි/වගකීම්:
ඉහත සඳහන් තනතුරට අදාළ සේවා සහ වගකීම්, කළමනාකාරිත්වයේ අභිමතය පරිදි පිළිගත හැකි අයුරින් ඉටු කිරීමට ඔබ බැඳී සිටී. මෙම සේවා සහ වගකීම් සමාගමේ අවශ්‍යතා අනුව විටින් විට වෙනස් විය හැකිය.
09. වැටුප් වර්ධක:
වැටුප් වර්ධක ගෙවීම ද්විත්ව කළමනාකාරිත්වයේ අභිමතය පරිදි සිදු කරන අතර, ඔබගේ වැඩ කටයුතුවල තත්ත්වය, නියමිත වේලාවට පැමිණීම සහ කාර්යසාධනය මත පදනම් වේ.
10. වැඩ කරන වේලාව සහ ස්ථානය:
ඔබ අනුයුක්ත කරන ලද සේවා ස්ථානයේ සේවා කටයුතු ඉටු කිරීම සඳහා, කළමනාකාරිත්වය විසින් නියම කරනු ලබන වේලාවන් තුළ රාජකාරියේ නිරත විය යුතුය.
11. සේවක අර්ථ සාධක අරමුදල:
ඔබගේ වැටුපෙන් 12%ක සමාන මුදලකින් අප සමාගමේ කළමනාකාරිත්වය සේවක අර්ථ සාධක අරමුදලට දායක වන අතර, ඔබගේ වැටුපෙන් 8%ක සමාන මුදලකින් ඔබ ඊට දායක වේ.
12. සේවක භාරකාර අරමුදල:
කළමනාකාරිත්වය ඔබගේ දෛනික ඒකාබද්ධ වැටුපට 3%කට සමාන මුදලකින් සේවක භාරකාර අරමුදලට දායක වේ.
13. අතිකාල සේවය:
කළමනාකාරිත්වයට අවශ්‍ය යැයි සලකනු ලබන අවස්ථාවල දී දිවා සහ රාත්‍රි කාලයේ දී සාධාරණ කාල වේලාවක් අතිකාල සේවා ඉටු කිරීමට ඔබට සිදු වේ. එම සේවා සඳහා නීතියෙන් නියම කර ඇති පරිදි අතිකාල දීමනා ගෙවනු ලැබේ.
14. ස්ථාන මාරු කිරීම:
ශ්‍රී ලංකාව තුළ දැනට මෙම සමාගම යටතේ ක්‍රියාත්මක වන හෝ ඉදිරියේ දී ක්‍රියාත්මක කරනු ලැබිය හැකි ඕනෑම සේවා ස්ථානයකට, ඔබගේ තත්ත්වයට සමාන හෝ සමාන කළ හැකි තත්ත්වයකට සාධාරණ හේතු සහිත ව ඔබව ස්ථාන මාරු කිරීමට අවශ්‍ය වුවහොත්, එසේ ස්ථාන මාරු කිරීමට ඔබ යටත් වනු ඇත.
15. රැකියාව අවසන් කිරීම:
ඉහළ නිලධාරීන්ට අවනත නොවීම, අකීකරු කම,  විෂමාචාරය, වංචනික බව, දූෂණය, අකාර්යක්ෂමතාව හෝ සමාගමේ රීති සහ නියෝග කඩ කිරීම සිදු කළ අවස්ථාවක දී, විධිමත් විනය පරීක්ෂණයකින් පසු ඔබ වරදකරු බව පෙනී ගියහොත් ඔබව ස්ථාන මාරු කිරීමට හෝ සේවය අවසන් කිරීමට යටත් වනු ඇත.
16. ඉල්ලා අස්වීම:
ඔබ ස්වේච්ඡාවෙන් ඉල්ලා අස්වන විට මාසයකට පෙර ලිඛිත දැනුම් දීමක් කළ යුතුය.
17. සේවයෙන් විශ්‍රාම ගැනීම:
ඔබගේ වයස අවුරුදු 60 සම්පූර්ණ වූ විට විශ්‍රාම යා යුතු ය, ඉන් පසු සේවය දීර්ඝ කරන්නේ නම් එය අප කළමනාකාරිත්වයේ අභිමතය අනුව සිදු වනු ඇත.
18. පොදු කොන්දේසි:
18.1 කී ස්ටෝන් සර්විසස් ආයතනයේ මානව සම්පත් ප්‍රතිපත්තිවලට අනුව සේවයේ නිරත වීමට සහ එම ප්‍රතිපත්තිවලට අනුව කටයුතු කිරීමට ඔබ බැඳී සිටී. 
18.2 අසතුටුදායක සෞඛ්‍ය තත්ත්වයක් ඔබගේ සේවා කටයුතුවලට බලපාන බව කළමනාකාරිත්වයට පෙනී ගියහොත්, සේවා කටයුතු ඉටු කිරීම සඳහා ඔබගේ ශාරීරික යෝග්‍යතාව තහවුරු කිරීම සඳහා පිළිගත් වෛද්‍ය නිලධාරියෙකු වෙත ඔබව යොමු කරනු ඇත. 
18.3 සේවයට බැදුණු මුල් දිනවල සේවයට වාර්තා කිරීමේ දී සහ පිටවීමේ දී අත්සන් ලේඛනයේ නිවැරදිව නම ලියා වේලාව සඳහන් කළ යුතුයි. ඇඟිලි සලකුණු ලියාපදිංචියෙන් පසුව  සේවයට වාර්තා කිරීමේ දී සහ පිටවීමේ දී  ඇඟිලි සලකුණු  යන්ත්‍රය ලබා දෙන උපදෙස් අනුව නිවැරදිව භාවිතා  කල යුතුයි.  
18.4 සේවයට වාර්තා කිරීමේ දී නියමිත වේලාවට ප්‍රථම පැමිණි සේවයට සූදානම් වී ඔබගේ සේවා ස්ථානයේ නියමිත වේලාවට සිටිය යුතුයි. 
19.5 පිළිගත හැකි සාධාරණ හේතුවක් නොමැතිව, කලින් දැනුම් දීමකින් තොරව අදාළ සේවා මුර මඟ හැරීම නො කළ යුතු ය.
18.6 නිවාඩු ලබා ගැනීමේ දී කලින් දැනුම් දීමක් කර නිලධාරීන්ගේ අවසරය ලබා ගත යුතු ය. 

18.7 ප්‍රමාණවත් දැනුම් දීමකින් පසු මෙම සේවා කොන්දේසි සහ නියමයන් අවශ්‍යතා අනුව විටින් විට වෙනස් කළ හැක.
මෙයට විශ්වාසී,
කී ස්ටෝන් සර්විසස්
................................... 
පාලන කළමනාකරු


ඉහත සඳහන් කොන්දේසි සහ නියම යන්ට යටත් ව තනතුර මෙයින් භාර ගතිමි.
සේවකයාගේ නම: ...........................................................
හැඳුනුම්පත් අංකය: ..........................................................
අත්සන: ........................................................................
දිනය: ......................................................................
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