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HR Helpdesk Service Agreement – Schedule
1. Client Details
Company Name:
Trading Address:
Client Primary Contact:
Name:
Email:
Phone:
2. Service Start Date
The Helpdesk service will commence on: [Start Date]
Billing will begin from this date and will continue on a monthly rolling basis unless terminated in accordance with the Terms of Use.
3. Subscription Fee
The monthly subscription fee is:
· Helpdesk Essentials £125 per month + VAT / Helpdesk Pro £245 per month + VAT
Ad-hoc hourly rate (for non subscribers) is: 
· £145 + VAT, per hour (minimum charge rate 1 hour)
This fee provides access to the HR Helpdesk service as defined in the Terms of Use, including the monthly time allowance and associated resources. 
Fees will be reviewed annually and may be increased by up to 5% following each 12-month period. Any such increase will be communicated to the Client with at least 30 days’ notice and will take effect from the following billing cycle. 
4. Included Allowance
The subscription includes:
· Up to 1 hour of HR advisory support per calendar month (HR Essentials) / Up to 2 hours HR advisory support per calendar month (HR Pro)
· Monthly management guides
· Employment legislation updates

Time usage, rollover and borrowing are governed by the Terms of Use. The monthly allowance is aligned to the billing cycle. 
5. Additional Time (Overage Rate)
Any time used in excess of the available monthly allowance will be chargeable at a rate of £135 + VAT per hour. Where appropriate, time may alternatively be purchased in advance in blocks of 3 hours at a rate of £375 + VAT.
Charges will be calculated in accordance with the time recording provisions set out in the Terms of Use. Additional time may be invoiced in advance or in arrears, depending on the nature of the work and as agreed with the Client.
Where a request is likely to exceed the available monthly allowance, HR Circle UK will, where reasonably practicable, discuss this with the Client in advance. This may include agreeing a block of time, an increase to the monthly subscription, or a separate fee arrangement for project-based work.



In the event that work exceeds the available allowance without prior agreement, any additional time already delivered will be chargeable at the standard hourly rate and may be invoiced in the relevant billing period or upon termination of the agreement.
6. Payment Terms
Subscription fees will be collected monthly in advance via Stripe, GoCardless or other direct debit provider. By entering into this agreement, the Client authorises HR Circle UK to collect all fees due under this agreement using this method.
Subscription fees are payable monthly in advance and override any standard invoice payment terms set out in the standard Terms and Conditions.
In the event that a payment fails, HR Circle UK reserves the right to suspend the service until payment is successfully received. HR Circle UK shall not be liable for any delay or impact arising from such suspension.
7. Notice Period
Either party may terminate the Helpdesk service by providing written notice of at least one full billing cycle. Notice will take effect from the start of the next billing cycle, and the service will continue until the end of that cycle. This notice period applies specifically to the Helpdesk service and overrides any alternative notice provisions contained within the standard Terms and Conditions.
9. Agreement
These documents together form the agreement between the parties. By signing below, the Client confirms that they have read, understood and agree to:
· This Schedule
· The HR Helpdesk Terms of Use
· The standard Terms and Conditions of HR Circle UK

Signed for and on behalf of the Client:
Name:
Position:
Signature:
Date:

Signed for and on behalf of HR Circle UK:						Name: Peter Taylor
Position: Founder 
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This Schedule forms part of the HR Helpdesk Terms of Use and the standard Terms and Conditions of HR Circle UK. In the event of any conflict between the documents forming this agreement, the order of precedence shall be: (1) this Schedule, (2) the HR Helpdesk Terms of Use, and (3) the standard Terms and Conditions of HR Circle UK.


HR Helpdesk – Terms of Use
1. Overview of the Service
1.1. The HR Helpdesk provides access to ad hoc HR advice and guidance on a monthly subscription basis. The service includes up to one hour of HR advisory support per calendar month, together with the provision of monthly management guides and updates on relevant UK employment legislation. The service is designed to support day-to-day HR queries and to assist with decision-making. It does not constitute legal advice.
1.2. The retainer fee secures access to the service and includes a capped monthly time allowance. It does not entitle the Client to accumulate or redeem unused time beyond the limits set out in these Terms.
1.3. These Terms of Use apply specifically to the Helpdesk service and should be read alongside the standard Terms and Conditions of HR Circle UK. In the event of any conflict between these Terms of Use and the standard Terms and Conditions, these Terms of Use shall take precedence in relation to the Helpdesk service.
1.4. The Helpdesk operates during normal business hours (9.30am – 5pm Monday to Friday, excluding public holidays). 
1.5. We aim to respond to all enquiries within one working day. Where a matter is urgent, the Client should indicate this at the point of contact. We will use reasonable endeavours to respond to urgent enquiries on the same working day where the request is received during business hours.
1.6. Response times may vary where queries require detailed review, investigation, or additional information.
1.7. The Helpdesk operates primarily via email. Telephone or video support will be arranged where appropriate, but immediate availability for unscheduled calls is not guaranteed.
2. Scope of Support
2.1. The Helpdesk is intended to provide general HR guidance and advisory support. This includes responding to day-to-day HR queries, providing guidance on employee relations matters, reviewing and offering feedback on policies or documents, and advising on good practice.
2.2. The service does not extend to more complex or resource-intensive work. This includes, but is not limited to, large-scale organisational change such as redundancy programmes or TUPE transfers, ongoing case management requiring significant time input, employment tribunal preparation or representation, or the drafting of complex or bespoke legal documentation. Where a request falls outside the scope of the Helpdesk, this will be discussed with you in advance and will not be undertaken under the Helpdesk service unless agreed otherwise.
2.3. We reserve the right to decline or re-scope requests that fall outside the intended use of the Helpdesk service.
3. Monthly Allowance and Time Usage
3.1. Your subscription includes up to one hour of advisory time in each calendar month. Time is calculated based on the actual time spent delivering the service. This includes time spent on telephone or video calls, responding to emails, reviewing documents, and any necessary follow-up work.
3.2. Time is recorded in increments of 15 minutes. You may request an update on your time usage at any time, and we may also provide periodic updates to help you manage your allowance effectively.
4. Rollover of Unused Time
4.1. Where you do not use your full monthly allowance, you may carry forward up to one unused hour into the following calendar month. Any time carried forward must be used within that following month and will expire if not used within that period. No further accumulation of unused time is permitted beyond this limit.






5. Use of Future Allowance
5.1. You may, where necessary, use up to one additional hour beyond your current monthly allowance by drawing against the following month’s entitlement. Where this occurs, the amount of time used will be deducted from the following month’s allowance.
5.2. Once future time has been used in this way, no further borrowing will be permitted until the balance has been restored. If the agreement is terminated before the borrowed time has been offset, that time will be treated as additional time already delivered and will be charged in accordance with Section 6.
6. Additional Time and Charges
6.1. Where the time used exceeds the total available allowance, including any rolled-over or borrowed time, the additional time will be charged at the applicable hourly rate as set out in the Schedule. Such charges will normally be invoiced monthly in arrears.
6.2. Where reasonably practicable, we will notify you in advance if a request is likely to exceed your available time allowance. However, it remains your responsibility to manage your usage.
6.3. All fees, invoicing and payment obligations are subject to our standard Terms and Conditions.
7. Cancellation and Termination
7.1. The Helpdesk service operates on a rolling monthly basis and may be terminated by either party by providing written notice of at least one billing cycle. This notice period applies specifically to the Helpdesk service and overrides any differing notice provisions set out in the standard Terms and Conditions.
7.2. Upon termination, any unused time, including any rolled-over time, will expire and is non-refundable. Where time has been used in excess of the available allowance at the point of termination, including any time borrowed from a future period, this will be invoiced at the standard hourly rate as time already delivered.
8. Fair Use
8.1. The Helpdesk is intended to provide reasonable, ad hoc support rather than to act as a substitute for a fully outsourced HR function or for ongoing project work. We reserve the right to monitor usage patterns and, where usage is consistently high or falls outside the intended scope of the service, to discuss alternative arrangements with you. This may include recommending a different level of support or a separate agreement for more extensive work.
9. Client Responsibilities
9.1. In order for us to provide effective support, you agree to provide accurate and complete information in relation to your queries and to respond promptly to any reasonable requests for clarification. You remain responsible for any decisions taken based on the advice provided.
10. Nature of Advice
10.1. All advice is provided in good faith based on the information available at the time and reflects our understanding of current UK employment law and accepted HR practice. The service does not constitute formal legal advice, and responsibility for any decisions taken remains with the Client. Where appropriate, we may recommend that you seek specialist legal advice.
11. Changes to the Service
11.1. We may make reasonable changes to the structure or pricing of the service from time to time. Where this occurs, we will provide you with at least 30 days’ notice.
12. Making the Most of the Service
12.1. The Helpdesk is designed to be used proactively as well as reactively. If you are unsure how best to use your available time, we can suggest practical ways to support your business, such as reviewing policies, contracts, onboarding processes, or current HR practices, as well as preparing for upcoming changes in employment law.
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