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Total HR Support & Advice: Overview 
We have over 30 years of hands-on practical employment law experience. We are solely focused on 
supporting our clients to manage their human resource through the development of operationally appropriate 
policies and procedures - and by providing the very best HR Support and Advice. Naturally, we will ensure you 
can manage your employees professionally, but if your business is being negatively impacted on by under-
performing employees, then you need HR support that has a very clear business focus. You'll find HR 
Performance refreshing, in that we focus our HR advice on helping you to achieve your business goals and 
objectives.  

Helping our clients maximise performance: HR Performance was established in 2002 and over the past 16 years has 

been working in partnership with 100’s of organisations - supporting them to professionally and cost effectively manage 
their HR responsibilities. Coming from a long and successful commercial background, we now work in more than a dozen 
different business sectors - and are experts in supporting third sector clients. 

Everything you need to manage your HR: For an annual fixed cost, our Total HR Support & Advice provides 

Employment Offer Letters, Contracts of Employment and Employee Handbooks - full of all the policies and procedures 
required to manage your business legally and effectively. Our Total HR Support & Advice also includes our Unlimited 
Telephone Support providing practical advice and guidance - as well as all of the necessary resources to support you 
with the day to day challenges of employing staff.  

Personalised service 100% of the time: One of the most valued features our Total HR Support & Advice, is that we 

produce the letters personally for your unique HR situation. You won’t ever be downloading a template and then 
spending ages trying to personalise it to your current situation. We write every single letter that you require, when you 
require it - and all you need to do is to check it over, add in the relevant personal details of the employee, sign it and 
send it. And this level of service is included in your annual fixed cost. Every letter also comes with our personal 
telephone and email support to ensure you can manage any HR situation or HR challenge that you face with confidence. 

Why HR Performance is different: Our focus has been on developing a very personalised HR support and advice 

business which is unique from other providers. Ethics and integrity are the core focus of the business - and transparent 
pricing and old-fashioned customer service are the abiding principles. All HR performance clients deal with the same 
advisor every time they call. This means that there is always continuity of support and consistent advice from start to 
finish. 

No cancellation small print: We also don’t have any small print about cancelling your contract at the end of a 12 month 

subscription period. All clients are invited to renew approximately a fortnight from the end of the 12 month contract - and 
if you choose not to renew, then you’re out of contract and free to manage your HR as you see fit. No penalties, no 
difficult clauses, just transparent and honest business. We want to make it compelling for you to choose to stay - not 
make it difficult for you to leave. 

Free updates to your HR resources for ever: If you do choose to renew your HR Support & Advice for a further 12 

months, then we commit to provide totally free updates to all of your HR resources, all of the time you maintain an 
unbroken Total HR Support & Advice contract. 
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100% free updates to your HR resources all the time there is an unbroken 
HR Support & Advice Contract in place with HR Performance. 

Excellent service: We launched this HR support and advice model in 2006. Since then, 

100% of all clients that have ever taken out an HR contract is still a client of HR 
Performance today. We have never had a single client not renew their Total HR Support 
& Advice contract since 2006. 

Excellent value: And, we have never increased our prices since 2006 either. Instead, 

we have used 11 years of continuous growth to add value to the service we provide; and 
use the economies created by that growth to maintain the most cost effective Total HR 
Support & Advice available. 



Total HR Support & Advice: Explanation 
So, you’re interested in finding out a little more? The HR Performance Total HR Support & Advice 
package includes all of the following - for a transparent fixed price: 

 2 x Offer Letter Templates: One for permanent employees and one for fixed term employees. 

 2 x Contracts of Employment: One for permanent employees and one for fixed term employees. 

 1 x Employee Handbook: For all your permanent and fixed term employees - with all the required policies and 

procedures you need (over 200+ policies to choose from). 

 12 months of Unlimited HR Support & Advice: This will ensure that you are able to appropriately manage your 

employees, with expert guidance and HR advice. In addition, each and every resource required to utilise our advice is 
written uniquely for you and your HR issue.   

So, the above takes care of what’s included, but what really matters is how we deliver all of this and 
make it work for you. The following will walk you through how we go about creating unique HR 
resources for you and your business - once you have decided to proceed with a contract: 

1:1 Consultation: Up to two hours of 1:1 consultation to ensure we understand your business and your unique HR issues 

and needs. This can be face to face at our offices, or by telephone. 

Submission of your required business information: We now send you three brief documents for completion. The first 

is a one page Word document for you to supply us with the information required to create your offer letters and 
contracts. The second is a two page Word document for you to provide a few operational details that we require to 
properly personalise your employee handbook. The final document is a Excel spreadsheet from which you select the 
policies and procedures you want included in your employee handbook. The essential ones are already pre-selected - 
and we provide the necessary guidance and advice to help you get this right. These three documents will require 
approximately 15 minutes of your time to complete. 

Completion of a First Draft of your Offer Letters, Contracts & Employee Handbook: We now get on with creating a 

first draft of all of your HR resources - which will be with you within 10 working days of receiving the business 
information back from you. This step will involve approximately eight hours of personalisation to ensure that everything 
we produce for you is operationally correct and relevant to your business. 

Completion of a Final Draft of your HR Resources: We will support and guide you to review and feedback on your first 

drafts. Once we have this feedback from you we will create a final draft for your final review (which typically takes 15 
minutes) and sign off. We will supply this final draft within five working days of receiving your first draft feedback. 

Delivery of your  Master HR Resources: Once you have signed off the final draft, we are then able to create masters of 

your offer letters, contracts and employee handbook. We will supply these masters - with full guidance and support to 
utilise the documents - within five working days of receiving sign off of the final draft. 
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If you employ Zero Hours Employees, or deliver the National 
Citizen Service Scheme, we have specialist HR Resources 

to support our clients fully in both of these areas.  

Support issuing new documentation and resources to your employee: It’s no 

good having up to date and legally compliant letters, contracts and handbooks if you 
don’t issue them to all of your employees. You need to have the confidence to know that 
if there are any HR issues in the future, that your employees are bound by your new 
resources. We will support you every step of the way to achieve this outcome.  

HR Support & Advice: And now we are all set to support you with 12 months of 

unlimited HR Support & Advice - covering 36 core day to day HR issues. We will also 
produce - uniquely for you - each and every resource that you will require to manage 
your employment obligations. You’ll also be able to access nearly 60 HR Forms and 
more than 180 HR Letters for every possible HR issue you will ever encounter. 



Total HR Support & Advice: Employee Handbook 
We specialise in writing policies and procedures which are simple to read, clear to follow and operationally appropriate 
for your organisation. We divide your Employee Handbook into four distinct sections - Introduction; Terms & Conditions 
of Employment; Contractual Policies & Procedures; and Non-Contractual Policies & Procedures - to make it easy for your 
staff to navigate and find the information they need. We personalise everything for your business and you can select 
from over 200 policies and procedures. Some of these will be essential; and others will be relevant specifically to your 
business - we’ll advise you during your consultation.  Below are just a small selection of out 200+ policies available: 
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 Adoption Leave & Pay 
 Alcohol & Drugs 
 Anti-Bribery 
 Apprenticeships 
 Bonus Payments 
 Bullying at Work 
 Business Travel/Environment Safeguarding 
 Canteen Facilities 
 Capability Procedures 
 Cars & Car Allowances 
 Cash Handling 
 CCTV Monitoring 
 Company Sick Pay 
 Clear Desk 
 Collections, Sponsorship & Selling Goods 
 Commission Payments 
 Company Cars 
 Compassionate Leave 
 Computer Use 
 Conduct Whilst on Company Business 
 Confidentiality 
 Consultancy 
 Corporate Hospitality 
 Credit & Charge Card Use for Expenses 
 Criminal Offences Committed by Staff 
 Data Protection 
 Deduction from Wages 
 Demotion 
 Dignity at Work 
 Disciplinary Procedure 
 Disclosures in the Public Interest 
 Domestic Emergencies 
 Dress Appearance & Personal Hygiene 
 Driving & Use of Mobile Phones 
 Driving Whilst on Company Business 
 Email & Internet Use 
 Employee of the Month 
 Employment of Ex-Offenders 
 Enhanced Redundancy Payments 
 Equal Opportunities 
 Fire Safety Procedures 
 Flexible Job Duties 
 Flexible Working 
 Flexitime Working 
 Food at Desks 
 Garden Leave 
 Gifts & Hospitality from Clients/Suppliers 
 Grievance Procedure 
 Health & Safety 
 Holidays 
 Home Working 
 Honesty & Integrity 
 Induction 
 Internal Fraud 
 Inventions & Intellectual Property 
 Job Share 

 Lay-off & Short Time Working 
 Leaves of Absence 
 Life Assurance/Death in Service 
 Lone Working 
 Maternity Leave & Pay 
 Media Contact & Public Statements 
 Mediation 
 Medical & Dental Appointments 
 Medical Examinations 
 Mobility & Relocation 
 Notice Periods 
 On-Call Work 
 Outside Business Interests 
 Overtime & Time Off in Lieu 
 Parental Leave 
 Paternity Leave & Pay 
 Pay & Benefits 
 Pay in Lieu of Notice 
 Payroll Giving 
 Pension Scheme 
 Permanent Health Insurance 
 Personal Property Whilst at Work 
 Personal Relationships at Work 
 Private Medical Insurance 
 Probationary Periods 
 Promotion 
 Provision of Accommodation 
 Recruitment 
 Redundancy 
 Reference Requests 
 Reimbursement of Expenses 
 Relocation 
 Remote/Homeworking 
 Requirement to Travel 
 Resignation Procedure 
 Restrictive Covenants 
 Retirement 
 Right to Search 
 Season Ticket Loans 
 Severe Disruption & Bad Weather 
 Shift Work 
 Sickness & Absence Pay 
 Social Media 
 Stress at Work 
 Suspension on Pay 
 Telephone Use 
 Time Off for Dependants 
 Timekeeping 
 Training & Development 
 Unauthorised Absence 
 Use of Company Equipment 
 Voluntary & Charity Work 
 Workplace Sweepstake Rules 
 Working Hours 
 Working Time Regulations 
 Zero Hours 

We have over 200 polices available and can develop 
new ones to meet your exact business needs. All 
Total HR Support & Advice clients receive free 
updates to their employee handbooks all the time 
there is an unbroken contract in place. 



Total HR Support & Advice: 12 Months of HR Support 
Once all your documentation is complete you’ll then be covered for 12 Months of Unlimited HR 
Support & Advice covering 36 core day to day HR issues as listed below:  

James Turner | Managing Director | T: 0845 880 2255 | E: hr@ppsa.pro | W: ppsa.pro  

 

And remember, unlike other HR providers, we do not supply you with generic templates and ask you to personalise 
it yourself. We produce every single HR letter bespoke for your organisation and your unique situation. Once we’ve 
spoken to you, we will produce the letter and all you’ll need to do is just check it over, add in the relevant personal 
details of the employee, sign it and send it. What’s the point of paying for an HR service, when you’re expected to 
provide a big part of that service yourself? We take care of your HR, so you can take care of your business! 

1. Absence 

2. Adoption 

3. Bereavement 

4. Bonus Payments 

5. Changing Terms & Conditions 

6. Consultancy 

7. Data Protection 

8. Disciplinary 

9. Equal Opportunities 

10. Expenses 

11. Flexible Working 

12. Grievance 

13. Holiday 

14. Hospitality 

15. Induction 

16. Internship 

17. Leave of Absence 

18. Maternity Leave 

19. Meetings 

20. National Minimum Wage 

21. Parental Leave 

22. Paternity Leave 

23. Pension Auto-Enrolment 

24. Promotion 

25. Recruitment 

26. References 

27. Relocation 

28. Salary 

29. Short Time Working 

30. Sickness 

31. Staff Entertainment 

32. Sunday Trading 

33. Termination 

34. Training 

35. TUPE 

36. Working Time Regulations  

Here’s how our HR Support & Advice would work in practice - with an example every employer is 
familiar with...Let’s say you have a disciplinary issue? 

If you take out our Total HR Support & Advice you’ll be able to telephone your Named HR Advisor and receive bespoke 
operationally appropriate advice on how to deal with the disciplinary issue you are facing - from start to finish. 

We’ll advise you on the relevant employment law and any pitfalls you may face with the employee concerned - in simple, 
plain English. You’ll already have a Disciplinary Procedure in your Employee Handbook that is legally compliant with the 
statutory ACAS Code of Practice - because we wrote it for you! 

To support our advice, you’ll also receive each and every letter - written specifically for you - to be able to handle the 
disciplinary process simply, fairly and legally. This will include, as required, a suspension letter; an invite to the 
disciplinary hearing letter; and an outcome of the disciplinary hearing letter - as well as any appeal letters if the 
employee appeals the disciplinary decision. We will also provide you with investigation and disciplinary hearing pro-
formas - to help keep you on track and simplify each step for you. And of course, we will be advising you every step of 
the way too. Get discipline wrong & you’ll face an unfair or wrongful dismissal claim. Just one HR issue could recoup your 
annual subscription cost in one go! And you’ll have us to support you for the remainder of the 12 months of the contract. 

All our Total HR Support & Advice clients are covered for the above 36 core HR areas - and we have already developed 
183 letters to support you to manage professionally all of the HR challenges that these 36 areas will throw up for you. 

Why aren’t there 184 letters? Because in over 30 years of managing HR we still haven’t come across any other 

scenarios. However, if you have an HR issue that isn’t covered by the letters we have already produced, then you’ll still 
have it covered because your Total HR Support & Advice contract will cover you for that as well - as we will produce any 
additional HR letters you require that we don’t currently have. Quite simply, we will always be your Total HR Resource. 



Want to know what some our HR clients think about us…  

Leyton Orient Trust (LOT) have been working with HR Performance for the past nine 
years and they produces all of our offer letters, contracts of employment and HR 
policies and procedures, in addition to their practical applications - including briefings 
and trainings. HR Performance are key part of our team for LOT’s recruitment, retention 
and any redundancy issue - as well as the charity’s overall quality assurance. In 
particular, we find the standard of the HR policies and procedures produced is very 
high, always up to date and well thought out. Neil Taylor, CEO - Leyton Orient Trust 

********************* 
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The final word from Kevin - an HR client since the beginning of 2015…I have the highest regard for HR 
Performance and all the HR support, HR resources and HR guidance we have received from them. When we do 
our annual budget, the renewal of our Total HR Support & Advice contract with HR Performance is a priority 
for the business. Kevin Crisp, Managing Director - Crisp Vocational Provision Limited 

Total HR Support & Advice: Client Recommendations 

KiWi Power Limited have worked with HR Performance for a number of years and they have never failed to impress us 
with the breadth and depth of their expertise and experience across all HR matters relating to UK employment law. Far 
from being an outsourced provider, HR Performance have become a well trusted corporate partner for our organisation 
and their level of support - whether in terms of quality of resources or the timeliness and speed of help when requested - 
is second to none. In particular, James demonstrates a unique blend of commercial savviness and in-depth technical 
knowledge that have made him quite frankly indispensable to KiWi Power. I would unreservedly recommend HR 
Performance to anyone who was looking for HR support for their companies. Rob Gershon, COO - KiWi Power Limited 

********************* 

The Total HR Support & Advice that Positive Futures North Liverpool (PFNL) receive from HR Performance is always 
professional, timely, accurate, time saving and extremely good value for money. Knowing that our organisation is always 
up date with the latest HR policies and procedures is a real comfort - and being automatically informed about legal 
developments and changes save times and energy.  The quality of the HR resources is irrefutable. Knowing that they are 
available on the end of the phone for specialist HR advice is also invaluable. Many times their advice has prevented the 
charity from making costly HR mistakes. PFNL have been an HR client of HR Performance since 2007 and will continue to 
be so for the foreseeable future. Clare Corran, CEO - Positive Futures North Liverpool 

********************* 

FUNdays Club Limited have been support by HR Performance since the beginning of 2015. The highly professional HR 
resources were fully personalised to accurately reflect the needs of our business. This was achieved by James asking 
great questions - to properly understand our business - and then generate HR resources for us that are highly 
professional and have proved invaluable. Whenever we have an HR issue, they are at the end of the telephone and their 
responsiveness and availability is exceptional. The timeliness of his response makes us feel like we are their only 
customer and that they are there solely for our business. When providing us with support, James asks great questions to 
help us understand the issue; and for him to identify what we need to achieve from an operational perspective. His depth 
of knowledge and experience provides us with comprehensive advice and ensures we achieve our desired outcomes. We 
cannot recommend HR Performance more highly for HR Support. Mark West, Managing Director - FUNdays Club Limited 

********************* 

HR Performance resources are considered by Millwall Community Trust to be "gold standard". They have allowed us to 
pursue our objective of continuous improvement in standards of governance with surety and confidence. James is always 
at the end of the phone, listening intently to the issue at hand and dealing with the matter promptly and with the utmost 
professionalism. HR Performance’s advice is industry-specific, offered simply and clearly and is based on many years of 
experience of the public, private and third sectors. HR Performance’s service standards are second to none and James's 
attentive and thoughtful approach offers confidence to clients - whilst the advice is given with respect and with absolute 
discretion. Stephen Bradshaw, CEO - Millwall Community Trust 



Some of our valued clients... 
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Total HR Support & Advice: Clients 



Zero Hours Employees Resources from HR Performance… 

 1 x Zero Hours Offer Letter Template 

 1 x Zero Hours Contract Template 

 1 x Zero Hours Employee Handbook 

As for our other employee handbooks, we personalise everything for your business and you 
can be confident that you'll be legally compliant and be able to professionally engage with 
your team of zero hours employees.  

********************* 
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Contractor & Supplier Resources from HR Performance… 

 1 x Contractors & Suppliers Agreement Template 

 1 x Contractors & Suppliers Handbook 

The agreement establishes the nature of the relationship with the individual as an 
independent contractor - that they must submit their invoices for the agreed fee on headed 
paper - and that they are solely responsible for payment of all taxes and NI contributions in 
respect of their fees; while the handbook sets out clearly expected standards of behaviour 
when they are delivering work and services on behalf of your organisation. 

********************* 

Our Total HR Support & Advice clients receive free updates to all of the above additional 
specialist HR Resources - all the time there is an unbroken HR Support contract in place. 

Total HR Support & Advice: Additional HR Resources 
The following specialists HR resources are all available for a small one time only,  one-off cost... 

National Citizen Service Employees Resources from HR Performance… 

 NCS Pay Check Excel Spreadsheet 

 NCS Guidance Manual for Completing all of our NCS HR Resources 

 NCS Offer Letter Template 

 NCS Contract Template 

 NCS Staff Handbook 

 NCS Training Agreement 

********************* 

Volunteer Resources from HR Performance… 

 1 x Volunteers Agreement Template 

 1 x Volunteers Handbook 

Subscribe to this resource and you’ll receive our legally compliant Volunteers Agreement; 
and an operationally appropriate Volunteers Handbook - containing 40 pages of volunteer 
specific policies and procedures. The handbook articulates your volunteering ethos; and has 
been developed against the Volunteering England’s Investing in Volunteers Gold Standard. 

********************* 


