Experts In
HR Management
From HR Compliance to Transforming Culture – we’ve got it covered

www.hrelite.co.uk

Why Us?

A range of services

HR Elite has been providing expert Human Resource
Management services and support to businesses in Essex
and the surrounding counties for over a decade. We specialise
in small to medium-sized businesses across a variety of business
types, if a business employs people, then it needs HR
and if it wants the best, it deserves HR Elite.

We make our range of services easy to understand. Straight off the shelf, or designed exclusively for you
and your business needs, there’s bound to be something to suit you and your Company needs.

Retained Packages
Pay one monthly fee so that you can budget throughout the year
for ongoing HR and Consultant advice – all of our retained packages
guarantee you HR advice over the telephone or email, a full review
(or creation) of employment contracts and handbooks and 24-hour
access to our standard letter templates and guides.
Our three standard packages are designed to suit your needs. We can
work with you as little or as much as you want, helping you to develop
your business in your way and making a difference to your bottom line.

Founded by an NHS HR Manager in 2010, HR Elite is built on our shared values and a clear vision
of what difference great HR can make. In addition to being qualified, our Consultants love what they
do and are experts in their field and whilst we aim to be the best HR Consultancy in the area, we rely

Please see Retained Packages sections for further information, prices
can be found towards the end of this brochure.

on more than just our professional expertise when working with each other and clients. Our down

One-off work - pay as you go products and services

to earth approach comes from having a real interest in our clients’ businesses and an understanding

If you are looking for just a one-off piece of work, or maybe

of how business works. We will always go the extra mile to give every client a fantastic service and great

a combination of more than one of our services, let us know

product; whilst the world of HR might not appeal to everyone, it appeals to us and we believe that it shows!

and we can cost this for you. You can always buy exactly what

Continually developing ourselves and our products, there’s no time to stand still and if you’re looking

you want, with no commitment to a retained package. Once

for a Consultancy that you can trust to do more than it says on the tin, HR Elite will be your ideal partner.

you’ve used us in this way and if you like the way we work
and want more, you have the option to offset the cost against
a retained package. Please find our full list of services on page 10.

www.hrelite.co.uk | 01206 700 690

- Retained Services

The following services are included in our Compliance Package:

Compliance
Just want to get on with managing your business and not
have to worry about the legal implications of the hiring
and firing decisions (and everything in between?).

Unlimited HR advice provided via
email/telephone backed up with
guideline support documents

Template Contract
of Employment (tailored
to company needs)

Employee Handbook
(tailored to company needs)

Employee Privacy
Notice

Ongoing review and update of
Handbook and Contract
as legislation changes prescribe

Delivery of Employee Handbook
to workforce

Drafting of individual staff members
contracts of employment and starter
packs for new recruits

Access to 100’s of template HR
letters, forms and guidelines via
the client portal

Regular Employment Legislation
Updates

Free attendance
at HR Elite seminars

Discounted rate on all HR
Elite training sessions
and programmes

Discounted hourly rate for
on site / case management
HR Consultant hours

Our starter package gives you the assurance of having someone to advise you on the legally safe way
to make decisions that affect your workforce. Supporting you to understand the risk to the business from
a restructure, for example, or changing terms and conditions, or dealing with disciplinary or capability
issues can all be a source of anxiety for business owners and managers. All too often we hear that it was
‘easier to ignore’ a problem than try to manage it, but if it’s not dealt with it invariably causes further
problems, challenges and even more time to be spent further down the line.
Prevent employee relations issues by having your up-to-date employment documents in place, get
contracts written before new starters turn up on day one, nip things in the bud when they arise with expert
advice behind you, use our template letters (you’ll get 24/7 access to these) so that you don’t have
to worry about missing something important. Then you can sit back and relax in the knowledge that
we are protecting your interests (and keeping you up to date with the law!).
We’ll never judge, so you’re safe to call us and explain your situation and we’ll advise you on the actions
that you ‘should’ and ‘could’ take and the associated risks of your actions. We’ll make it as simple as we
can – life is complicated enough, so get someone else to take the worry of HR from you!

- Retained Services

Build An Effective Workforce
By far the most popular of our retained packages, this offers
you complete flexibility to make your HR support service fit
your needs perfectly and for it to grow with your business.
For a business to thrive and grow, having essential processes in place is vital. This is as important for
HR processes as it is for production or manufacturing. You don’t run a business without sound methods

Tailored Induction
Process

Sophisticated Performance
Review System

Attendance / Chairing
Formal HR Meetings

Modern Recruitment
and Selection Processes

On Site Or Remote HR
Consultant Attendance

Staff
Survey

Management & Employee
Training & Development

Job Analysis and Job
Evaluation

Tailored Leadership
Development Programmes

Wellbeing Strategies
& Initiatives

Performance
Coaching

Personality Testing - MBTI

in place for invoicing or paying bills and so it makes absolute sense to have the same in place for your
(usually) biggest expense – people.
We believe that your HR processes are as critical as the others in your business and this package helps
you to put those in place so that more management time can be freed to do other things. Building your
package from our selection of services will mean that, within a year, you’ll be operating more efficiently
and effectively when it comes to HR, your workforce will understand what is required of them and how
their efforts contribute to business success, you’ll be getting the right applicants and the right new starters
in place with everyone fully engaged in their role. How great would it be to have your managers managing
HR issues with confidence and dealing with things before they get out of hand?
Start with a staff survey to really understand what your people need and how you can make a difference.
Or you might already know where the pain points are, so we can work with you and put those sound HR

& DISC

practices in for you. We will put in place an action plan that will, within a year, streamline what’s needed
for effective HR and have your key HR processes as an integral part of the business, making everything
else so much easier!

And remember you get all of the features of the Compliance Package, too.

- Retained Services

Maximising People Potential
This is our gold standard package and gives you the very best of modern,

Personality Testing MBTI & DISC

Tailored Leadership
Development Programmes

Management & Employee
Training Programmes

Millennial & Gen Z
Development

Job Analysis & Job
Evaluation

Bespoke Staff
Survey

Wellbeing Strategies
& Initiatives

Understanding Teams, Self
& Others

Performance
Coaching

sophisticated HR techniques that really can transform your business. This
is an exceptional product that reflects the belief of the business owner
and managers that investment in their staff is critical to growth
and differentiating them from their competition.
The money that is spent on staff salaries is usually by far the biggest cost of any business, so looking after
that investment in the same way that you would with any other high-cost item will ensure that it goes
on serving you faithfully for longer!

This package, completely tailored to your needs
and focussed on achieving outcomes for your business,
makes the very best of our own expertise and
enthusiasm for continual development and growth.
Clients who already have sound HR processes (usually
because they built their own ‘Effective Workforce’)
and who want to grow their business will invest in
this package and see the benefits in terms of a more
engaged workforce, increased productivity through
higher motivation, reduced conflict, better working
relationships all resulting in high performing teams
and individuals for improved business success.

Workforce
Restructure

Training and Development

- Ad Hoc

Pay-as-you-go
List of HR Services
Creation of essential HR documentation
• Tailored contracts of employment, employee
handbook and employee privacy notice
• 100’s of formal HR letters
• HR Process Guides
• Template HR forms e.g Recruitment
and Selection, Redundancy, Sickness Absence

Creation of HR Systems and Processes
• Recruitment and Selection
• Induction
• Continuous Performance Management

• Surveys - Employee Engagement/Staff
Surveys, Staff and Company Wellbeing
Survey, 360 Feedback Questionnaires,
Leadership Feedback Questionnaire
• Tailored On-Site Training and Development
Programmes and Standard off site Training
and Development Programmes
• Personality Profiling - Myers Briggs Type
Indicator and DISC
• Job Analysis/Job Description Reviews
• Management Coaching for Performance
and Leaders
• Identifying and embedding Company
Vison, Values and Culture

Management and advice on common
HR issues
• Sickness Absence Management – Long

Training and Development and
Facilitation of groups

Examples of the titles of recent
training include:

If you’ve identified a need for training

• General HR Management (for non HR managers
and administrators)

and don’t know where to start, give us
a call. With the knowledge and expertise
to write bespoke training interventions for
your staff, managers and leaders. These
can be anything from half day awareness
sessions to full management development
and leadership programmes run over
a number of months, with added individual
coaching between sessions if required. We
are able to facilitate groups and teams who
need to resolve a particular issue, achieve
employee engagement or make progress
on (and get buy-in to) a business plan from
senior staff.
We also have the facilities to accommodate
small groups at our own premises and

• Leadership and Management Development
Programmes – tailored to company requirements
• Managing Performance - enhancing the great,
dealing with the underperformers
• Wellbeing at work – Employers and employees
working together to improve wellbeing
• Recruitment and Selection – techniques
and processes to get the right people
• Absence Management - reducing, managing
and minimising
• Building High Performing Teams – get from
‘adequate’ to high performers quickly
• Communication skills, assertiveness and managing
emotions through Emotional Intelligence (EI)

often run seminars (and more recently

• People Management – motivating others and getting
the best out of them

• Managing Poor Performers

webinars for those people unable to attend

• Disciplinary and Grievance

• Discipline, conduct and dismissal

in person). If you’re in one of our classes

• Grievance Management

either in person or online, expect it to be

• Disciplinary and Grievance Investigations

interactive, delivered by experts in their

• Recruitment and Selection

field and most definitely worthwhile.

and Short Term

• Avoiding discrimination and creating an inclusive
culture (dealing with Bullying and Harassment)
• Managing Change and the Redundancy Process

Our Team

Our promise to you - Enabling businesses to achieve
success through high performing teams and individuals.

Tracey Salisbury MCIPD
Senior HR Consultant
Tracey has worked in HR in a variety of sectors including banking, healthcare, charity

All of our Consultants share HR Elite’s values and are committed to our Big Promise. With a wealth of HR experience

and government. Tracey is MCIPD qualified, and also holds IOSH and Job Evaluation

working across a variety of sectors, between us we have qualifications in HR (CPP and CIPD), Mental Health,

accreditations. Her particular areas of interest are Mental Health and Wellbeing, and

Teaching, Health and Safety, Criminology and more. We help each other to develop continually and stay right up

she is shortly due to complete a Mental Health First Aider Qualification in order to

to date with employment legislation and best practice, challenge each other to stay at the top of our game and

further support organisations and employees with mental health support.

support each other tirelessly to deliver the very best we can.

Sarah Ditton
HR Consultant
Rachel Barratt Assoc. CIPD
Director

Sarah has worked in HR for 6 years in hospitality, agriculture and manufacturing

Rachel has worked in HR for over 23 years at both Board and Operational level. During this

helping individuals and teams to develop to perform to their absolute best and has

time she has coached all levels of staff in effective HR Management skills including providing

a keen interest in assisting companies to support their staff’s wellbeing. Sarah loves

advice on complex employee rights issues and employment legislation. After working

spending time with her family, drinks and dinners with her best friends and putting

in London for 15 years and due to wanting to spend more time with her 2 young Daughters

her headphones on and running out in the countryside.

industries and is a CIPD qualified level 5 HR Practitioner. Sarah is passionate about

she decided that she would re focus her attention, skills and expertise more locally by
supporting businesses with their Human Resource needs thus setting up HR Elite Ltd in 2010.

Joanne Barraclough FCIPD PGCE E
HR Operations Manager & Senior HR Consultant
Joanne has worked in HR, Learning and Development and Management roles for over 30

Jemma Foster
People Development Consultant
Jemma has worked in Learning & Development for over 6 years. During that time

years, with employment experience in the NHS, the Education Sector, SMEs and charities.

she has worked as an in-house trainer in both the insurance and electricity industries.

She has worked as an independent Consultant, headed up HR teams and, with a Business

More recently she has worked in a similar role delivering soft skills training to SME

degree, Teaching Qualification and Fellowship of the CIPD, she works in many different ways

businesses. Her passions lie in delivering training that make a difference to both

with our variety of clients. Her passion is organisational development and she is currently

individuals and businesses. Outside of the office Jemma can be found running

enhancing her skills and expertise in psychometric testing.

around after her young son and spending time with her husband and family.

Holly Barratt
Creative Marketing Apprentice
Holly has recently started an apprenticeship with HR Elite. Completing her GCSE’s
and first-year A-level qualification in film and media studies she has experience
in using photoshop and video editing software’s. Having recently secured

Price List
Ad Hoc Hourly Rate

a placement with the British Film Academy Holly is using her skills, experience
and creative flair to support our Marketing & Sales Coordinator in developing
the graphic design of our social media and branding. In her spare time Holly enjoys
drawing and working on character design.

Tailored Contract of Employment and
Employee Privacy Notice
Tailored Employee Handbook

£90 per hour broken down into 5
minute segments
£300

£400 (Discount applied for both)

Jasmine Gray
Sales and Marketing Coordinator

Compliance Package

Jasmine’s role is to ensure HR Elite has a bright social media presence and to

Build Your Effective Workforce Package

from £260 per month

Maximising People Potential

from £595 per month

£125 per month

create and manage marketing campaigns that drive online traffic to the website.
E-marketing is also a vital part of her role to ensure retained clients and potential
new clients are kept up to date with relevant employee legislation and HR updates.
Jasmine has a degree in Business Administration and is starting a training course in
Digital Marketing. In her spare time Jasmine likes to try new recipes and bake.

Lauren Lovell
Office Administrator
Lauren is a recent graduate, attaining a first class honours degree in Criminology
and has joined HR Elite to pursue her passion for HR. Lauren’s role involves
administration duties to support the daily workings of the office, whilst working
alongside and supporting the HR Consultants. Outside of work Lauren enjoys reading
and has a keen interest in developing her existing skills such as completing a social
media management course and mental wellbeing awareness course.

Bespoke retained packages and HR training
and development negotiated dependent on
what services are required.

01206 700 690
info@hrelite.co.uk
www.hrelite.co.uk

