Our Value
Proposition

Our Offer & Terms of Business

humancapitaldepartment®
...because people make the difference



An Introduction

Our aim is to provide you with a professional HR service which
meets your requirements in a cost-effective manner. Human
Capital Department will conduct its business in accordance
with the professional standards laid down by the Code of
Professional Conduct of the Chartered Institute of Personnel
and Development [CIPD]. All our Consultants are Qualified
Members of the CIPD.

Human Capital Department are a registered limited company
[8513470]. Our registered office is; King’s Lynn Innovation
Centre, Innovation Drive, King’s Lynn, Norfolk, PE30 5BY.

This document sets out the terms on which we accept
instructions and charge for our services. Once you instruct us to
act for you, we will send you written confirmation of the scope
of work in our terms of reference document.

03337729592

info@humancapitaldept.com

www.humancapitaldept.com

Lincoln Court, 21 Bryggen Road, North Lynn
y ﬁ IIH Industrial Estate, Kings Lynn PE3o 2HZ



HR Toolkit

This Kit includes all basic HR documentation that you will need as a start-up,
micro-business, or small business, throughout the employee life-cycle. The HR
Tool-Kit is a printed pack and comes with a USB with documents available as
editable soft-copy.

£149 per HR Toolkit + vat

Small HR Projects

We offer organisations support for design, delivery and evaluation of discreet or
standalone HR Projects. For example:

Outline Features Cost
Help in drawing up Job Description, : S . 5 From
R it t Person Specification, Advertising, rl:/)l(sghp;‘ll;?e c':(s): zlfrf]edci:\S/eFiﬁal/:.usin a High
ecruitmen Shortlisting candidates, Recruitment : J J £995
I : Street Recruitment Agency].
nterview support. + VAT
To help ensure that new employees : : :
. : S Development of an Induction Manual including
|nduction settle into the job and qrganlsatlo? Manager Check-Lists, Probationary Review £495
and become as productive as possible SR - -
as quickly as possible Process and Identification of Initial Training. + VAT
To gauge the pulse of the organisation;
Em how do employees feel about the To conduct an Employee Engagement survey
ployee company; to what extent are they and provide high level diagnostics report and £995
Engagement | prepared to go the extra mile to meet | suggested action plan. + VAT
the needs of customers.
Provision of a Performance Management
Performanc Implementing a Performance Handbook, including standard process for
s s Management Process using our PMS appraising employee performance including £995
Managem ent [manual] system. Training and Development of the Management + VAT
Team.
Competency assessment workbooks & video From
Management Assessment, online learning and : :
coaching support learning materials. Remote or face - to - face £1995
Development coaching re-assessment
+ VAT
Ensure your Pay and Conditions of A -
Compensation Employﬁmnt arYe in-line with the Pay Review - Provision of Market Data £495
5 market. and sufficient to attract and Comparator’s Report for key positions and
and Benefits etain t’a\lent recommendations. + VAT




Retained HR Support

Silver

Features
HR Health Check — Compliance Audit

On-going HR advice relating to People
Management and Development

Free access to our HR Helpline

Gold

All of silver +

Features

HR processes and system diagnostic

Discipline and Grievance Policies and
Procedures & other essential People
Management Documentation *

Free trial of our e-HR System

Initial pay reviews

Our Standard Employee Handbook *

Initial Health & Safety advice

Performance Management Process
[including Handbook] *

Induction process and system *

Subject specific Management and HR
coaching

Platinum

HR Forum invitation to attend our
monthly lunchtime events

All of silver and gold services +

Features

Fully customised
Employee Handbook*

Tailored Performance Management
Handbook using our model as a
template *

* Design and printing charged at cost.

Free referral to our in-house solicitor
via Human Capital Department
Consultants

Some Small HR Projects also included
in the Platinum Package by agreement

Monthly Time
Up to 2 hours of HR Support

Price

:E149 per month +vat

Monthly Time
Up to 3 hours of HR Support

Price

:E189 per month +var

Monthly Time
Up to 4 hours of HR Support

Price

:E229 per month +vat

Additional hours charged at £62.50 per hour + VAT.

Occasional ad-hoc HR support - £115 per hour + VAT or part thereof if not on a retainer agreement.



Larger HR Projects

For larger organisations we offer fully customised, tailored HR Consultancy
Solutions. With HR expertise that is both broad and deep we are confident that we
will be able to bring expertise, resource and added value.

Current projects include; working with a Venture Capitalist to assess first tier
management team of target clients ahead of investment decisions. A process we
have developed which we call

We are also working with a National Care Group to implement
to drive employee engagement and employee productivity.

Management Diagnostic £300 per delegate +var

Design and Implementation of an Assessment or

Development Centre £5,000 per centre +var

Behavioural Event Interviews £600 per consultant/day +var

Complication of report and feedback sessions

to manager £2,000 :var

Initial Design of Job Family Levels and Ladders

Development of Behavioural Competency Frameworks

Mapping of Training Curriculum £4,950 +var

Assessment of Employees

Professional Development Planning




The Small Print

Authority to give instructions
You need to let us know who is authorised to give
us instructions.

Roles and Responsibilities
We will endeavour to provide the services
in  accordance  with  your instructions.

You are responsible for;

e  Ensuring any information, you provide is
complete and accurate.

. Being on time and prepared for any planned
meetings and events.

e Making any payments due to us in a timely
manner.

We are responsible for;

. Delivering the services with all reasonable
skill and care, and in full compliance of
relevant established professional standards.

Access and Communication

We are contactable via landline telephone on
working days between 08:00 and 18:00 and via
email at all times. All queries will be responded to
as a priority and within 24 hours. Directors and key
employees are also contactable via mobile phone.
Our preferred communication is via email.

Fees and Additional Costs

Any third party costs, such as cost of design and
printing of publications, training materials, cost
of room hire, postage and carriage will be charged
at cost. Expenses will be charged in addition to
the price for services and may include mileage at
HMRC rate [currently 45p per mile], Train travel
[2nd Class Rail Fare], Hotel [where overnight stay
is necessary] and out of pocket expenses charged
at cost. All expenses will be agreed prior to being
incurred.

Billing and Payment

Invoices are payable within 14 days of issue. Where
the services requested are lengthy or complex or
involve managing third party costs on your behalf
we reserve the right to request a deposit or stage
payments and if applicable these will be detailed
in our confirmation of engagement email.

Our preferred method of payment is direct bank
transfer. Where we have submitted work requiring
your comment / approval you are requested to
respond within 30 days. After this time, if you have
not contacted us, we reserve the right to invoice

Company

you for the full amount quoted. If an invoice or part
thereof remains outstanding after 14 days from
the date of delivery, we reserve the right to charge
interest and/or suspend work on all matters on
which we are advising you and / or terminate our
retainer. In addition, all our invoices will become
immediately due and payable.

Confidential Information

Each party acknowledges that in connection with
this Agreement it may receive certain confidential
or proprietary technical and business information
and materials of the other party (“Confidential
Information”). Each party, its agents and employers
shall hold and maintain in strict confidence all
Confidential Information, shall not disclose such
Confidential Information to any third party and
shall not use any Confidential Information except
as may be necessary to perform its obligations
under this Agreement except as may be required
by a court or governmental authority of competent
jurisdiction.

Intellectual Property

You will have the full right and licence to use copies
of materials we create for you for the particular
purpose for which they were prepared. However,
all copyright and other intellectual property rights
in all documents, reports, written or electronic
advice or other material provided by us to you
remains with us. If you wish to use copies of these
materials for purposes other than those for which
they were prepared, you will require our written
permission.

Papers, Documents and Electronic
Communication

You agree that we may store documents and papers
electronically.

It is important that you keep all documents that
relate in any way to the matter in respect of which
you have instructed us. This also includes but is
not limited to electronic data such as emails.

Termination of Instructions
You may terminate your instructions in writing to
us at any time.

Consultancy Services
Our Retained Consultancy Services may be
cancelled on receipt of 9o days notice.

Liability

Neither party shall be liable for any indirect or
consequential losses or expenses, including but
not limited to loss of or damage to anticipated
profits, contracts, reputation, goodwill, labour
costs or losses or expenses arising from third
party claims.

Liability under this agreement shall be limited to
the fees charged or £1000 whichever is lesser.

Applicable Law

Our relationship with you will be governed by
English law and will be subject to the exclusive
jurisdiction of the English courts.

Publicity

Human Capital Department shall have the right,
without further reference to the client, to publicise
the fact that the client is, or was, a client and to
utilise the client’s name in publicity materials
in this respect. Human Capital Department may
also describe in general terms the type of work
conducted for the client, but shall not be permitted
to link the two without the prior permission of the
client.

Acceptance of Terms

As confirmation that you would like us to proceed
on the above basis and that you accept our terms
of engagement, please sign and date a copy of
this document and return it to us. This will mean
that we have entered into an agreement as to fees
which will be fixed and your rights to challenge the
terms and charging rate will be restricted.

If you do not return the copy of these terms of
engagement countersigned within 5 days but we
do proceed with the matter you will be deemed to
have accepted our terms and conditions as if you
had countersigned and returned a copy of these
terms of engagement, pending an express written
termination of our instructions or our declining to
act further.

If you are unclear about anything in the terms of
engagement, please do not hesitate to contact us.

Signature




