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FOR USE WITH SMALL / ADHOC WORK (UNDER 15 HOURS)

DATE

COMPANY NAME
ADDRESS



Dear NAME,

Re: Terms of Engagement – HR Consultancy Support 

Thank you for your enquiry this week for HR consultancy support in relation to BRIEF DESCRIPTION OF MATTER.

As discussed, we would advise that OVERIVEW OF SOLUTION PROPOSED.  

For us to advise and support through this matter, I estimate would take XX DAYS / HOURS. This is an estimate and not a fixed fee. We will notify you once approximately 75% of the estimated time has been reached. This is based on the following approach: 

1. STEP 1
2. STEP 2
3. ETC

COMMENT ON START DATE / AVAILABILITY.

This letter sets out the basis on which we will provide advice and support. It should be read in conjunction with our Standard Terms & Conditions, which form part of our agreement.

Scope of Services

We will provide HR advisory support in relation to the management of probation, sickness absence, and associated employment considerations. This may include guidance on process, documentation, risk assessment, and communication approaches. Our role is to provide professional advice and recommendations. Responsibility for all decisions, actions, and outcomes remains with you. We are not employment lawyers and therefore are unable to draft settlement agreements or offer legal advice. Should this be required during the project we will work with your chosen solicitor, or we can make an introduction to our legal partners. Any work outside the scope described above will be agreed separately and may be subject to additional fees.

Basis of Engagement

Our services will be provided on a time basis at an hourly rate of £130 + VAT. We will only charge for time actually incurred, and timesheets will be provided with invoices. Time charged includes all work undertaken on your behalf, including preparation, correspondence, meetings and documentation.
Based on our current understanding, we estimate the total time required will be approximately as indicated above. We will notify you if it becomes apparent that this estimate is likely to be exceeded.
We reserve the right to invoice periodically as work progresses, or on completion for shorter engagements. Any legal or third-party fees are excluded from this agreement and will be recharged at cost.

Approach and Limitations

Advice will be based on the information made available to us at the time and current UK employment legislation and guidance. We do not warrant the accuracy or completeness of information provided to us and cannot guarantee specific outcomes, particularly where matters involve medical conditions, employee relations risk, or potential legal claims. We recommend that any decisions with significant legal or financial implications are considered carefully and, where appropriate, supported by legal advice.









Confidentiality and Data Handling

We will treat all information, including personal and special category data, as confidential and will process such data in accordance with applicable data protection legislation and our Data Protection and Confidentiality provisions set out in our Standard Terms & Conditions.

Invoicing and Payment Terms

Invoices will be issued monthly based on hours worked for longer matters, and on completion of project work for shorter engagements. Invoices are payable within 14 days of the invoice date. We reserve the right to suspend work in the event of non-payment.

Either party may terminate this engagement at any time by written notice. The Client shall remain liable for all time incurred and expenses up to the date of termination.

Applicable Terms

This engagement is governed by our Standard Terms & Conditions (enclosed), which form part of this agreement and include provisions relating to fees, liability, confidentiality and cancellation.
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