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What is *Your HR?

In a nutshell it is just what it says - it’s all about you, your 
business and your people.

• This is not an “off the shelf” HR product. It is entirely 
bespoke advice and support service, provided by the 
Clarke Willmott Employment and HR Team.

• We understand that one size doesn’t fit all. *Your HR 
provides tailored HR and employment law advice 
and support to meet the needs of your business. 

• It is about you getting the HR support and 
employment advice that you need – not about what 
we want to sell you.

• It is about providing a genuinely holistic service with 
our HR consultants working hand in hand with our 
employment lawyers; truly joined up thinking that 
benefits you - the client.

How can we help you?

Whether your business is small, medium or large; 
whether it is just you or you have an HR Team, we can 
help.

• All things People Management – Our offering pack 
details a number of ways we can help you at various 
different stages of the employment life cycle from 
recruitment and induction to exit and outplacement 
programmes; helping you to attract, retain and 
motivate your team.

• Support and Guidance - We can provide regular 
on-site HR support, remote ad hoc HR advice and 
guidance or strategic HR input on all areas of people 
management. This can be immediate advice, on-
going support or a one-off project.

What support do you get from us?

• Dedication - We don’t have a “call centre” approach. 
We provide you with a dedicated consultant. This way 
we make every effort to really get to know you and 
your business so that the advice we give you works 
for your business in practice.

• Commercial Partnership - We work with you - so 
every project we undertake will be designed around 
what you want to achieve and aligned to your overall 
business strategy. In essence – you tell us what you 
want and we will help you get there.

• Practical Experience - Our fully qualified consulting 
team offers real, practical experience gained from 
dealing with a range of HR issues in a wide variety of 
sectors.

• Expertise - For those issues requiring legal input 
you’ll be safe in the knowledge that the expertise of 
our employment lawyers is readily on hand.

For further details of our services and how we can assist 
you and your business, please get in touch today for an 
initial, no obligation consultation with Bex Sinclair, Head 
of HR Consultancy on 0345 209 1831.
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Service Outline Costs

HR Risk Assessment Audit 
Day

We would attend your site to undertake a full review of all your key 
HR processes and documentation. This would include spending 
time with the managers to look at what happens in practice and 
where there are gaps in skills and processes. We would then 
produce a traffic light report highlighting any areas of high risk and 
produce an action plan of recommendations to address any gaps. 
If you require us to carry out the recommendations, this would be 
charged for separately on a fixed fee basis for each project.

From £750 + 
VAT 

Drafting of new 
Employment Contracts

If new employment contracts are required, these will be drafted 
to ensure that your business is legally compliant and protected 
and has met all of its employment obligations to its workforce.  
The contract will act as a reference document for managing 
any employment issues in the first instance and will outline 
expectations of employees in accordance with your current 
working practices.

From £600 + 
VAT

Drafting of new staff 
handbook

If a new staff handbook is required it will be drafted in line 
with current legislation and HR practice, and will reflect your 
management ethos, culture and current working practices. The 
new employee handbook will establish all of your company 
policies, practices and work rules relating to your staff whilst 
maintaining a degree of flexibility and reflecting the current culture 
of the business. Having this document in place will ensure that 
there is a sound operating framework from which you can manage 
your staff and address employment issues such as staff absence 
and performance management.

From £1850 + 
VAT

Pack of HR Forms We can put together a pack of commonly used HR forms such 
as sickness self certification form, absence form, personnel file 
checklist, return to work interviews, application form, interview 
checklists, employee information form, offer letter, health 
questionnaire, etc. These will tie in to the procedures in your staff 
handbook to ensure that all your paperwork is up together.

From £250 + 
VAT

How-to guides We can produce A-Z guides to assist you with managing a variety 
of common HR issues such as disciplinaries, grievances, sickness 
absence, parental leave, flexible working, maternity and paternity, 
issues with managing staff use of social media and holiday 
management. These guides will provide a full breakdown of the 
required processes to follow, by way of checklists and guidance 
notes which will link to your own staff handbook and procedures. 
There would be red-flag alerts as to when you will need external 
assistance. We can also link this electronically so that we will be 
automatically alerted at particular points and provide assistance.

From £500 + 
VAT per guide.

Set up of an 
electronic 
system would 
be priced 
separately 
according to 
your specific 
requirements.

*Our Offering - Your Choice

Initial HR Documentation Review and Draft

Here you will find a non-exhaustive list of the types of people management support we can provide for you with an 
idea of how much it will cost. Support is all provided by experienced HR Consultants working alongside our specialist 
employment lawyers.
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*Our Offering - Your Choice

On-going support 

Service Outline Costs

* Your People
Provision of an HR 
information system 

At the heart of the HR support we can provide is a new and 
innovative HR information system which holds all your staff data 
(*Your People). This allows you to hold all your staff information 
in one place. From here you can then manage a number of 
key HR functions such as holiday and sickness management, 
performance appraisals, training and induction and recruitment, 
simply and efficiently online. All employees will have their own log-
in so that they can request holiday and log absence electronically 
and managers can then approve. The system also allows you 
to produce very useful HR reports on your key organisation 
statistics such as staff turnover, absence rates, training gaps and 
performance reviews. You can also automatically benchmark your 
figures against other businesses of a similar size. This system also 
reminds you when important dates are due, such as the expiry of 
visas, DBS checks and training records. Set up is quick and easy. 
We will also have access to your information to assist us when we 
are providing your HR support. You can find out more at this link: 
https://response.clarkewillmott.com/rs/emsdocuments/ebooks/hr-
your-people/index.html

From £170 + 
VAT per year 
depending on 
the number of 
employees you 
have.

Helpline We provide a helpline for use by nominated personnel to give 
immediate front line HR advice and support. Direct line and mobile 
numbers are provided for this. 

This can be related to any aspect of HR including recruitment, 
induction and performance management. If required, advice would 
then be followed up in an email.

We can provide a monthly breakdown of helpline calls and email 
support detailing who has been given support and what it related 
to if required. This information may be useful to you, to address 
training requirements.

This can be on 
a pay as you 
go basis or 
included as part 
of a retained 
support service.

Document drafting and 
checking

Need a form, checklist or letter drafting? As and when required 
by you, we will prepare bespoke letters and/or other similar 
supporting documentation, for example, invitations to disciplinary 
hearings. Alternatively, we are equally happy to review any draft 
letters or similar that you prepare and amend as necessary. This 
applies to documents around 3-4 pages in length although we will 
apply a flexible approach to this depending on the circumstances.

This can be on 
a pay as you 
go basis or 
included as part 
of a retained 
support service.

Our on-going HR support can be provided on a retained basis or on a pay as you go basis.

“Pay as you go” HR support is charged at an hourly rate of £100+VAT unless a fixed fee has been agreed in advance.

Retained HR is not an off the shelf product. It is based around your business and what you need. It can include any 
of the elements in this section although this list is not exhaustive so if there is an HR service that you would specifically 
like, please do ask us.
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Service Outline Costs

On-site support In the event that on-site support is required (for example to cover, 
disciplinary or grievance hearings or investigations) we can provide 
this on an as-and-when-needed basis or we can agree a set 
amount of on-site time as part of a retained package.

Hourly rate of 
£100 + VAT

Half day rate 
of £400 + VAT 
(£350+VAT for 
retained clients) 

Daily rate of 
£700 + VAT 
(£600+VAT, 
based on a 7 
hour day for 
retained clients)

No travel 
expenses or 
travel time 
chargeable for 
retained clients.

Maintenance of your HR 
documentation

Once we have set up and agreed template documents for you 
i.e. employment contract and staff handbook, we would include 
an annual review of your contracts, policies and procedures to 
ensure that they are kept up to date. This will include a list of 
recommendations for any necessary amendments. If you require 
us to carry out any substantial recommendations this would be 
charged for separately on a fixed fee basis.

This can be on 
a pay as you 
go basis or 
included as part 
of a retained 
support service.

Monthly report and red 
flags

If you subscribe to *Your People through us we can provide you 
with a monthly HR report that includes all your key data such as 
staff turnover and absence rates as well as red flags for any areas 
of concern such as high absence rates of certain individuals. 
We will then add in a recommended action plan with advice on 
tackling these issues.

This can be on 
a pay as you 
go basis or 
included as part 
of a retained 
support service.

Monthly newsletter Nominated personnel would receive an electronic copy of our 
monthly employment/HR newsletter – "Employment Matters".  
Employment Matters is designed to help busy HR practitioners 
and Business Managers stay up to speed with new cases and 
latest developments in the field of employment law and human 
resources.  Any questions or issues that arise out of employment 
matters can be raised directly with the team.

Free to all 
clients

Invites to seminars Nominated personnel would receive free invitations to our HR 
Lunch Clubs. These are held regularly in Taunton, London and 
Bristol and are generally 2 hour sessions providing you with a 
useful round up of up and coming employment legislation.

Free to all 
clients

*Our Offering - Your Choice

On-going support 
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Service Outline Costs

* HR Guardian
Provision of Legal 
Expenses insurance

Through our professional links we can provide employment legal 
expenses insurance for our HR support provision which we call 
*HR Guardian. The exact cost would depend on the level of 
cover you require but includes legal cover for enforcement of 
restrictive covenants and compensation payments. 

Price available 
on application 
but rates 
are very 
competitive.

Management of Sponsor 
Licence 

We can provide guidance on the monitoring systems required 
to maintain an Immigration Sponsorship Licence in accordance 
with the standards demanded by the UK Border Agency.  This 
will include a review and guidance on the monitoring and record 
systems that must be kept up to date for every migrant worker 
ensuring they have been issued with (and continue to retain) 
permission to work in the UK.  As and when required, we can 
advise you on your administration of the Sponsor Licence system, 
including the allocation of Certificates of Sponsorship.  Please note 
that whilst advice for any new employee visa application would be 
outside the scope of any retained package, we would be delighted 
to assist and would confirm any fee quote in advance, dependent 
on the type of visa application required.

This can be on 
a pay as you 
go basis or 
included as part 
of a retained 
support service.

Regular review meetings 
with you

We will arrange to meet with you every 6 months for a review of 
our service provision. This would include a summary of all support 
provided by the HR and Employment team and a breakdown of 
any common issues that may need addressing. We would also 
use this opportunity to talk through with you any business changes 
that have happened or are about to happen! We can then discuss 
any future support needs that we may be able to assist with.

This can be on 
a pay as you 
go basis or 
included as part 
of a retained 
support service.

Access to our bank of 
experts

You will have access to our bank of useful contacts who can add 
further support to you on areas such as payroll, staff benefits, 
recruitment, executive coaching, pension advice, occupational 
health and health and safety; some at preferential rates.

Free of charge 
to clients.

*Our Offering - Your Choice

On-going support 
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HR projects

Area How we can help Costs

Recruitment We can assist with a number of recruitment projects at any 
stage to help you get the right people, doing the right job, in the 
right way, at the right time. This can include, helping you identify 
who you need and what skills and experience they require, 
translating this into job profiles and person specifications, advise 
on advertising options, setting up or managing your recruitment 
processes such as on-line applications and interviewing and 
assessment. This can include all the documents you need to 
ensure that assessment is fair and effective. If you subscribe to 
*Your People often these projects can initially be managed by us 
remotely.

Project based 
fixed fee to be 
agreed.

Immigration We can provide advice and support on any aspect of business 
immigration including handling the application of a sponsor 
licence for you and helping you ensure that you obligations as 
an employer are met on an on-going basis. This can include 
providing you with checklists or carrying our internal audits for you 
in line with the UKBA requirements. Our management of sponsor 
licences can be fully-supported by our on-line HR information 
system – *Your People.

Application 
process for 
sponsor 
licence from 
£1,500+VAT & 
UKBA fees that 
are applicable.

Induction Once you have recruited the right people we can ensure that you 
have an effective induction system in place that helps employees 
settle in quickly and become effective whilst providing them with 
all the initial essential information. We can design and deliver your 
Company induction including production of all the required power-
point presentations, hand-outs and checklists. All businesses are 
different so this will be bespoke to you. We can undertake group 
induction presentations which can be very useful if you have a 
large intake of new employees.

Project based 
fixed fee to be 
agreed.

If you chose not to opt for a retained HR service there are a number of ways we can support you in other ways. These 
are shown below although are not exhaustive.

In terms of costs for projects we aim, wherever possible, to agree a fixed fee with you in advance so you know where 
you are. 

We also have set daily rates of £700+VAT (7 hour Day) and half day rate at £400+VAT (4 hours) for projects where on-
site assistance is needed. We do not charge for travel time.

For “pay as you go” HR support on any particular piece of work is charged at an hourly rate from £100+VAT unless a 
fixed fee has been agreed in advance.
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Area How we can help Costs

The First 100 Days The actions a Leader takes in the first 3 months in a new role 
will largely determine whether  they succeed or fail. Planning this 
carefully and taking the right actions are essential. We provide a 
coaching programme which we will tailor for each individual and 
supports the new Leader in making the maximum impact they 
can. An example might be:

Session 1 – prior to starting. Planning the first month eg accelerate 
your learning, building your team, managing key stakeholders.

Session 2 – one month in. Creating quick wins,  building an initial 
delivery plan, planning early feedback.

Session 3 – towards the end of 3 months. Capturing learning, 
developing your strategy, sustaining momentum.

Project based 
fixed fee to be 
agreed.

Employee Relations We can provide a pay as you go advice service to assist you with 
any HR issues such as managing a long-term sick employee back 
to work or helping you manage employees with a high level of 
intermittent absence. 

In addition to day to day operational HR advice we can provide 
a number of HR services to support particular projects or 
one-off incidents such as conducting disciplinary or grievance 
investigations or providing interim HR for situations such as a gap 
in HR recruitment, redundancy or TUPE situations. We can provide 
both remote support and on-site support as required.

Pay as you go 
hourly rate or 
agreed fixed 
fee.

Performance Management We can design a performance management system for you to 
ensure that you have a robust appraisal system in place to provide 
effective feedback to staff and identify training and development 
needs. This would provide you with a full toolkit including forms, 
checklists and guidance notes. This can also be integrated into 
your *Your People system if we provide this for you so can 
be managed on-line with alerts and reminders when action is 
necessary. This system can also be expanded to include 360 
degree feedback.

Project based 
fixed fee.

Training We can provide training sessions for managers on any aspect 
of HR such as managing equality, conducting disciplinary and 
grievance hearings, conducting performance reviews and 
managing absence. This can be at your premises or in any of our 
offices.

Daily or half 
daily rates.

Pay, rewards and benefits We can manage projects for you such as researching a new HR 
or payroll system. We can also advise on reward structures to help 
you motivate and retain the best staff. We can benchmark your 
current benefits provision on areas such as maternity and paternity 
pay, sick pay, pension contribution and other benefits to ensure 
that you remain competitive. 

Project fee to be 
agreed.

*Our Offering - Your Choice

HR projects
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Area How we can help Costs

Communication We can conduct a full audit of how communication works 
within your business; what works and what doesn’t and provide 
feedback. Through *Your People we can conduct on-line staff 
surveys and report on the results. If you don’t subscribe to *Your 
People we can conduct a staff survey for you either in paper 
format or in a standalone on-line system.

Project fee to be 
agreed

Organisational design We can review the current structure of your organisation and 
assess what works and what doesn’t. We will then report back 
to you with the appropriate recommendations including an action 
plan as to how these can be achieved.

Project fee to be 
agreed.

Succession Planning Having the right successors in place not only ensures a smooth 
transition when someone moves on but saves the considerable 
costs of external recruitment. We can build you a succession 
planning process which helps you spot and manage your high 
potential people. 

To support this we believe coaching of high potential people to 
help them prepare for more senior roles gives them a much higher 
chance of achieving the desired promotion and then performing 
successfully in the new role. 

Project based 
fixed fee to be 
agreed.

Restructuring and exits We can provide valuable practical assistance in redundancy 
situations from initial instructions and writing proposal documents 
through to selection assessments, dismissals and appeals. We 
can provide this support on site, taking notes in meetings and 
providing assistance or this can be done remotely. All projects will 
include the provision of a full, bespoke toolkit covering meetings 
scripts, letters, selection assessments, checklists, etc.

Where it comes to tricky exits we can provide you with the best 
legal strategic advice to get you the result you want, backed up by 
the best practical HR support throughout the process by attending 
the meetings and providing all the required meeting agendas, 
scripts and documents.

Project fee to be 
agreed.

TUPE If you have a TUPE situation it can be an enormous drain on your 
resources for a period of time. We can assist you with this by 
providing on-site support during the process to elect the required 
representatives and communicate with them, collate the required 
Employer Liability Information (ELI), assist with the consultation 
process taking all meeting notes and being a point of reference 
to all employee representatives throughout the process. If you 
are already subscribed to *Your People through us we may be 
able to collate much of your ELI remotely which will save you 
considerable time and costs.

Project fee to be 
agreed.

Quality awards We can advise on the people aspects of quality aware schemes 
such as Investors in People, CQC or Lexcel and provide solutions 
to address gaps e.g. policies, procedures, forms, checklists, 
audits, etc. 

Project fee to be 
agreed.

*Our Offering - Your Choice

HR projects
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Area How we can help Costs

Executive and Leadership 
Coaching

Executive coaching is a powerful means of improving the 
performance and effectiveness of individuals and teams in 
organisations. It is used increasingly by executives and leaders 
at all levels to help them tackle the challenges they face by 
having someone completely independent who can facilitate their 
performance, learning and development. 

We can provide coaching to develop an individual’s potential, 
develop new skills due to a change in role, develop a more 
strategic perspective, enhance leadership skills and raise 
confidence.

The benefits individuals attach to coaching are substantial and can 
include increased self-awareness, better goal-setting, increased 
confidence, greater work/life balance and tangible improved 
performance of themselves and team. 

Project based 
fixed fee to be 
agreed.

*Our Offering - Your Choice

HR projects

Useful Links

We have links with other tried and tested professionals that we would be happy to recommend to any of our clients. 
Please do let us know if you would like further information on any of these areas.

Health and Safety We have links with some excellent Health and Safety providers who will undertake a 
free initial audit of your policy and processes. Please contact us for more information

Pensions and benefits We also have links with some expert benefit providers who can provide you with a 
free review of your current pension and benefit schemes and advise you on setting 
up new schemes.

Occupational Health We work with several occupational health consultants who can provide an excellent 
support service to employers. Please contact us for more information on this.

Whatever services you choose from us, you will always benefit from practical commercial advice and 
guidance, understanding, support and professional expertise.
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*Client Testimonials

Don*t just take our word for it, see what our clients have to say about us:

“We see the Clarke Willmott employment and HR team support as part of our own in-house team that provides 
seamless expertise to ensure we are providing a valued and credible HR service to our business”

Jenny Naylor – HR Director at Rawle Gammon & Baker Holdings Limited 
 
“Choosing the CW HR Software System to work alongside the CW Employment and HR advice and support was a no 
brainer. It has truly revolutionised the way we work and I wonder how we ever managed without it”

Kate Thomas – HR Manager Sid Valley Practice  

 

“I thought I would take the opportunity to let you know how impressed and pleased we have been with Bex and the 

Clarke Willmott services provided. Normally I have quite a low opinion of consultants and I would say Bex has probably 

been the best we have ever had in 30 years, adding real value.”

Nick Scoon – MD Wrapex & Procare UK Ltd 

 
“We have worked with the CW Employment and HR team for a number of years and have always found them to be 
solutions-driven in their advice to us.”

Jo Bowles – HR Director, CityWest Homes 
 
“Bridgwater College has been working with Clarke Willmott’s Employment and HR team for the last 15 years. We have 
always found their practical, solutions based approach and commercial advice invaluable. They provide us with expert 
legal advice as well as practical hands-on HR consultant support to work on-site with our own in-house team as and 
when we need it. This joined up approach, together with their commitment to help us succeed as an outstanding 
education establishment, makes them really stand out from their competition.”

Andy Berry – Vice Principal, Bridgwater & Taunton College
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Birmingham 
138 Edmund Street,  
Birmingham B3 2ES

Bristol 
1 Georges Square,  
Bath Street,  
Bristol BS1 6BA

Cardiff 
2nd Floor, Emperor 
House, Scott Harbour, 
Pierhead Street,  
Cardiff CF10 4PH

London 
1 Chancery Lane,  
London WC2A 1LF

Manchester 
19 Spring Gardens,  
Manchester M2 1FB

Southampton 
Burlington House, 
Botleigh Grange 
Business Park,  
Hedge End, 
Southampton SO30 2AF 

Taunton 
Blackbrook Gate,  
Blackbrook Park Avenue,  
Taunton TA1 2PG 

Contact us for more information on how we can help you:

t: 0800 652 8025    e: info@clarkewillmott.com


