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Dear 
Re: Proposal – Getting Your HR Sorted: Compliance & Ongoing Support
I am pleased to submit this proposal following our discussion last week. 
You have an established business with a small team. Generally, you manage most of the day-to-day queries, but with the changing legislation you’re worried about the risks if you get something wrong. You are currently looking for an HR partner who can make sure you’re up to date and give you quick pragmatic advice about any people problems that come up. You need an approach is both flexible and efficient, designed to address any concerns early on before they escalate.  
HR Circle is a small owner-managed business, with 20 years’ experience supporting small businesses like yours. We’re confident that we can provide you with peace of mind when it comes to managing your team. 
Our People
We are a small friendly team of people professionals, with CIPD qualifications and experience across multiple sectors. Between us, there’s not much we haven’t seen when it comes to employment matters. 
We use technology to support teams across the country and internationally, from our base in Hertfordshire. We also like to meet in person and are happy to travel to visit our clients.  
By choosing us, you're gaining an expert partner committed to nurturing a thriving and compliant workplace environment. We can introduce you to some of our happy clients, if you would like a firsthand testimonial of how we work.

HR Helpdesk 
We’ve just relaunched our helpdesk service (in April 2026!), and there will be a new dedicated team focussed on working with business owners like you. We want to make your life simple by providing clear employment advice in a complicated world. 
· Access to Expertise: Pick up the phone or email and you’ll get straight through to an experienced employment expert, who understands what it’s like to run a small business. We aim to resolve most queries in the first call. 
· Compliance and Risk Management: We’ll keep you on the right side of the changing legislation with clear templates, policies and advice. Giving you knowledge to manage your team confidently. 
· Technology: We’re a Gold Partner with Breathe HR and can help you get set up with a simple cost-effective system to manage holiday, employee records and all the data you need to stay compliant. 
· Confidentiality and Data Security:  We’re registered with ICO so you can rest assured that all your employee data is handled with the utmost confidentiality.
All Helpdesk subscribers receive: 
Digital “How-To” Guide Series
Our very own People Toolkit for business owners
A growing library of concise, actionable guides to managing your team at every stage of their employment. Each guide is designed as a 2-page, easy-to-use resource, helping you take immediate, confident action.
Example topics include:
· Interviewing with confidence 
· Building a simple, effective onboarding plan 
· Setting clear expectations from day one 
· Managing performance and feedback 


How it works:
· New guides released monthly, building a comprehensive toolkit over time 
· Designed to deliver value independently — even if you don’t need to engage us directly 
Included:
· Quarterly deep dives covering key employment law updates and practical implications 
· Onboarding pack includes ‘How to Get the most out of your membership guide’ 

Bespoke Advice
Flexible support for any kind of employment matter. 
Example questions: 
· “Can you review this before I send it out?” 
· “I’m not sure how to deal with this situation—what would you recommend?” 
· “Do I need to pay Statutory Sick Pay in this situation?” 
· “What can I do if someone isn’t pulling their weight?” 
· “Can I just let someone go during their probation?” 
· “Do I have to offer flexible working if they ask?” 
· “Am I allowed to change their hours or role like this?”
How it works:
· Set number of hours support (during lifetime of membership)
· Agreed monthly fee 
· Can be rolled into next month 
· Ability to purchase extra time if needed (e.g. for complex cases or specific projects)

Compliance Fast-Track 
Getting you compliant in weeks—not months
We know that some business owners are looking for an immediate practical fix. If your contracts or policies, aren’t where they should be, this is the fastest way to get everything sorted properly.
When businesses use this:
· “We’ve grown quickly and haven’t kept up” 
· “I’m not confident our paperwork would stand up if challenged” 
· “We’ve never properly set this up” 
· “I just want it sorted—properly” 
What you’ll get:
· Focussed project to get you compliant quickly
· Up-to-date contracts and written terms for your team 
· Core policies in place and aligned to current requirements 
· Right to work checks completed and documented 
· Immediate risks dealt with, and a clear, practical plan to resolve anything outstanding
How it works:
· Rapid review of what you currently have 
· Straightforward plan—what’s missing, what needs fixing 
· We update, create, and organise everything for you 
· Delivered in a defined timeframe (typically 2–4 weeks) 
What happens next (optional):
Once everything is in place, many clients choose ongoing support to stay compliant and handle day-to-day issues as they come up without things slipping again.

Costs:
We have two levels of Helpdesk subscription depending on how many queries you think you’ll have. 
· Helpdesk Subscription Essentials: £125 + VAT per month - up to 12 hours support per year
· Helpdesk Subscription Pro: £245 + VAT per month – up to 24 hours support per year



· Compliance Fast-Track project (one -off): 	
· Up to 5 employees £1,800 + VAT
· Up to 10 employees £2,300 + VAT
· Up to 15 employees £2,800 + VAT

Next Steps
Thank you for considering our proposal. If this sounds good to you, please let me know and we’ll confirm a convenient start date, and get the ball rolling.  
I look forward to hearing your thoughts.

Yours sincerely, 
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Nicola Orr, Director
01462 511 100
www.hrcircleuk.com
www.hrhelpdesk.co.uk
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