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HR PRODUCTS AND SERVICES

HR HEALTH CHECK FREE
(HR documents and practices compliance audit) (valued at £300)

e We will visit you at your premises for a short discussion about
your business and employment issues.

With your permission we will take copies of your employment
contracts, freelance agreements, staff handbook and policies.

We will provide you with detailed feedback on areas which

could be strengthened to protect your business and get
more from your staff.

CONTRACTS OF EMPLOYMENT

e Bespoke employment contract templates for all types of £300
Staff (Eg, employee, part-time, fixed term, casual, freelance)

(Contract Templates include Disciplinary and Grievance
Procedures and a letter to accompany new/revised contracts)

HANDBOOKS AND POLICIES

e Bespoke Staff Handbook £500
Tailored to your requirements but likely to include policies on:
Recruitment, Induction and Probation, Absence, Family Leave,
Pay, Expenses, Car, Email and Internet, Data Protection, Equal
Opportunities, Discipline, Grievance, Capability, Health and
Safety, Performance, Training and Development, Retirement,
Redundancy.

e Updating and Redrafting of an existing Staff Handbook

We will quote a fixed fee for this work based on the estimated time
involved.

e Additional HR policies £60
(Designed to your specific requirements)

All fees are subject to VAT. Fees quoted are current at time of printing and may be subject to
change after 1 June 2010.
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HR ADVICE AND SUPPORT

We want to develop long term relationships with our clients but do not believe in tying
you into long term contracts! Our services are flexible to allow you to choose the level of
support that is right for you and your business.

You can access our HR Advice and Support by choosing one of the following options:
1 PAY AS YOU GO

We provide access to a qualified and experienced HR Adviser as and when you need help
via telephone, email or at your premises. We can advise, draft letters and documents and
help you run difficult employee meetings. This service is ideal for a one off piece of advice,
such as how to handle the occasional disciplinary issue or support to carry out a
recruitment or redundancy exercise.

Our fee is £95 per hour and fees are invoiced on a monthly basis.
2 PREPAID BLOCK

Many of our clients prefer to buy a block of time which can be used for telephone, email or
on-site advice and support, as and when required. Time is deducted in 10 minute slots and
unused time is carried over to the next month, expiring after one year.

At £75 per hour, this option provides a cost-effective solution if you want to have the
comfort of knowing that you can pick up the phone to your named HR Adviser on a
regular basis.

3 HR ADVICE LINE

As a subscriber to our HR Advice Line you will benefit from unlimited telephone and
email advice from your named HR Adviser during office hours. On-site work at your
premises is available at a preferential hourly rate of £85 per hour or you may prefer to buy
a prepaid block of time (see 2).

The Advice Line protects your business from employment claims by providing access to our
Tribunal Costs Insurance (£500,000 per year) and specialist legal advice through our
insurers’ solicitors.

Your employment documents (contracts, policies and handbooks) will be reviewed at the
beginning of your subscription and kept up to date by our Advisers. You will also receive a
password to access a bank of HR templates, Employers’ Guides and best practice articles
from the client area of our website. Subscriptions are for one year and premiums start at
£97 per month, based on employee numbers.

All fees are subject to VAT. Fees quoted are current at time of printing and may be subject to
change after 1 June 2010.
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HR ADVICE LINE

As a subscriber to our retained HR advice line you will receive:

e A dedicated HR professional who will work with you to look after your staffing needs
and get the most from your staff.

e A free HR Health Check of your current HR documents and practices with a report on
the main employment risks.

e Unlimited access to qualified HR and employment law advice from 8.30 am to 5.30 pm
Monday to Friday, by telephone and email. Letters written for you to support you with
complex employee issues (eg discipline, grievance, absence, maternity, dismissal,
redundancy, capability, flexible working requests.)

e Access to our Tribunal Costs Insurance (£500,000 per year) to cover your legal fees and
compensatory awards in employment disputes.

e Preferential hourly and daily fee rates for all bespoke projects and work carried out at
your premises.

e An annual update of all documentation in line with new legislation.
e Regular newsletters and updates on HR practice and employment law.
e Access to a bank of HR templates, Employers’ Guides and best practice articles.

¢ HR meeting on-site to discuss your HR strategy and plans.

FEES FOR OUR RETAINED HR ADVICE LINE

Employees Monthly Fee Employees Monthly Fee
1-10 £97 81- 90 £255

11-20 £115 91-100 £275

21-30 £135 101 - 125 £300

31-40 £155 126 — 150 £330

41 -50 £175 151 -175 £360

51-60 £195 176 — 200 £390

61-70 £215 201 - 225 £420

71-80 £235 226 - 250 £450

The monthly HR Advice Line fee will not increase during the first two years of your
subscription unless your employee numbers move into the next banding. Any changes in
numbers will be discussed before the end of each subscription year and fees adjusted
according

All fees are subject to VAT. Fees quoted are current at time of printing and may be subject to
change after 1 June 2010.
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