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OML is pleased to announce its new range of Human Resource support packages. 
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that wishes to pay for HR support as they need it. 
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Silver essential package;  This is aimed at smaller employers with less than 100 employees 
and offers a fixed number of contact hours per month.   
 
Gold active package;  This is aimed at larger employers with more than 100 employees and 
offers more features as well as unlimited access to our telephone helpline and email. 
 
What we offer 
For a fixed monthly fee, your organisation will benefit from dedicated expert advice and 
support on a wide range of employment issues either via telephone, email or on-site 
services.  Our consultants are available Monday to Friday, 9.00am to 5.30pm (excluding 
public holidays). 
 
Whilst we don’t have a 24 / 7 out of hours service, we do provide out of hours emergency 
support to our retained clients.  
 
Depending on the size of your business, you will be allocated a number of monthly contact 
hours.  Your monthly subscription fee will be based on the number of contact hours.  When 
your number of contact hours is not used in one month, they will be carried forward to enable 
you to use them until the end of your contract period.  
If you need more than your accrued contact hours per month, time will be charged 
accordingly.  Contact hours are defined as any time during which OML is working on your 
behalf.  
 
Our aim 
Our aim is to share our knowledge and experience with you the client and support you to 
empower your managers to manage your people; your most valuable asset and dispel the 
fear of managing people and resolving HR issues in a bureaucratic way. 
 
The business case 
Organisations are perplexed by employment legislation and are finding it increasingly hard to 
manage. The issue is if you employ people then you need to ensure that you not only comply 
with on-going employment law changes and requirements, but good practice that will help you 
manage your most valuable assets without impeding your operation. 
 
It is important that organisations realise that proper service delivery requires proper human 
resource systems.  This means implementing personnel procedures and having access to 
information on employment law, good practice and learning and development. 
 
Benefits of our services: 
v  Personally assigned HR professional to provide your HR policy advice and support. 
v  Tailored and constantly updated HR policies and procedures 
v  Sector specific expertise 
v  Review of correspondence before issue to staff 
v  OML is a subscription service offering incredible value for money. 
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How we support you 
OML primarily supports charities and businesses that require the skills of human resources 
professional to support them at a fraction of the cost of employing a human resources 
professional in - house. We like to be part of the team and provide you with a service suitable 
to your organisation’s culture and needs.  
 
Our approach 
We work with you to determine the kind of support you need to ensure that we provide you 
with HR support that meets your needs. We will not impose anything on you that you do not 
need, the key element we believe is in the relationship that is established to ensure you have 
complete confidence in our ability to help and support your needs.  
 
Our HR professionals 
At OML we have specialist HR professionals and advisors, including qualified legal expertise, 
diversity and equality advisors, consultants with specialist know in all areas of HR, such as 
training and development, employee relations, performance management to give you the 
support you need, when you need it.  
 
We pride ourselves on ensuring we understand the organisation and the realities of the sector 
it operates, enabling us to have a practical and pragmatic view of your concerns, and working 
with you to resolve matters effectively. 
 
We can give you specialist advice on, not only solving problems, but on preventing them. Our 
advisors can help you with developing your HR strategy thereby enabling you to make the 
most of your employees. You can call on our experts when you need to, for help with any 
employee issue for example: 
 
v  Sickness absence management 
v  Harassment and bullying 
v  Performance management 
v  Grievance and disciplinary hearings 
v  Tribunals and dismissals 
 
When you utilise the online support you get a HR professional at the end of the phone, email, 
or fax who has expertise to advice on any human resources issue you may be experiencing.  

 
We strive for honesty, so we are open in saying that they may be rare occasions when we 
may get busy; in such cases will ensure that we respond to your queries within one hour of 
you contacting us.   
 
To our retained clients we ensure that you are allocated a HR professional that works with 
you to understand your organisation and your needs. They will always be your first point of 
contact.    
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We can provide a wide range of services for you which includes: 
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This is our pay as you go service, where you use as when you need us.  This can be to 
support you during appraisal reviews, dismissal hearings, handbooks for example. 
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1. Human Resources Policies and Procedure Developme nt 
In our experience we know that a lot of employers have developed their employment 
policies and procedures from someone else's documents, or have had a go themselves 
with little or limited knowledge of what they are trying to accomplish.  
 
We will work with you step by step to develop the right policy terms that reflect the way 
your organisation functions.   
 
We have an in-house legal professional that checks our statutory policy documentations 
to ensure that they are in compliance with the law. 
 
We can help you by: 

v  providing you with the right new documentation; 
v  reviewing and updating what you have in place or recommending and implementing 

changes to ensure better fit to your organisation. 
  
All our documentation is written from a practical point of view for ease of implementation 
and understanding of your employees rather than in legal jargon.  
 
2. Human Resources Documentations 
 
Some of the documentations we can produce for you: 

v  sickness policy & recording forms 
v  annual and lieu policy & forms 
v  appraisal paperwork 
v  recruitment forms (reference request forms/job description templates etc) 
v  induction policy and forms 
v  probationary policy and forms 
v  new starter forms 
v  exit forms 

 
Members will also benefit from: 
v  Free membership to the member’s forum for the first year 
v  Discounts on training workshops 
v  Free annual HR health check 
v  A named contact 
v  Discounts on other OML services   
v  Regular employment law update newsletters via OML’s bimonthly Newsletter  
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Silver Essential 
This is our HR administration service. This will be a HR professional dedicated to managing 
all of your HR administration.   
 
This person would ensure that you have up-to-date, legislatively compliant staff records for all 
your employees; protecting them and you from potential problems.  
 
They would also: 
v  deal with all of the paperwork required for new starters, exits and so forth. 
v  provide up-to-date reports of all sickness, absenteeism and holiday taken.  
v  ensure your employees are aware of Health and Safety regulations and that you were 

aware of any ongoing training they might require. 
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For most small to medium sized charities and businesses the option of employing a dedicated 
HR administrator is not viable. At OML we can offer you all the functions of a fully qualified 
HR administrator at a fraction of the cost of employing one. 
 
Our HR Administration service will give you the support you need to effectively manage your 
employees, minimising the worries associated with ensuring you are legislatively compliant. It 
allows you to benefit from the breadth of expertise and efficiency, we as a dedicated HR 
support provider are able to provide. 
 
Our complete Silver Essential package covers: 
v  Recruitment Administration  

Ø Starters & induction 
Ø References  
Ø Probation  

v  Absence Management 
Ø Sickness 
Ø Annual leave 
Ø Other leave (e.g. compassionate, maternity and unpaid leave) 

v  Changes 
Ø Employment law 
Ø Good practice 
Ø Terms and condition of employment 
Ø Employee details 

v  Exit 
Ø Exit Questionnaire/interview 
Ø Exit paperwork 

 
Our HR Administration service coupled is ideal for managing the day to day HR administration 
and ensuring your records are legislatively compliant, up-to-date and that they remain that 
way. 
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This is our senior HR manager support service. This will be a senior HR professional 
dedicated to managing all of your Human Resources administration, employee relations and 
strategic level support. This package is ideal if you feel you would benefit from more hands-on 
support. 
 
Even in the best run organisations, issues arise with staff. Generally our senior HR 
professional will give you the support you need to deal with grievance and disciplinary, if you 
have to dismiss someone or make some employees redundant. Our specialist HR 
professional can give you in depth support with these and other more difficult HR issues. 
 
When you need the right advice about complex or unusual employee issues you may seek 
that advice from a number of different sources, an employment law expert, recruitment 
consultant or Health and Safety expert amongst others. This is often expensive and time 
consuming; with the gold active package you get all the support you need with your appointed 
senior HR professional. 
 
Our complete Gold Active package covers: 
v  Drafting contracts or making changes 
v  Appraisal systems 
v  Managing grievances or dispute 
v  Complicated disciplinary issues 
v  Making someone redundant 
v  Terminating someone's employment 



 5 

v  Building your HR strategy 
v  Setting up benefits schemes 
v  Integrated Human Resources Strategy Development 
v  Managing and resolving people issues 
v  Managing the recruitment and selection process 
v  Occupational Health 
v  Performance Management reviews/appraisals 
v  Salary Surveys  
v  Training Needs Analysis 
v  Absence management advice 
v  Any Other Employment Issues 

 
We also provide you with a range of management reports which will help you more effectively 
manage and make decisions about your staff and improve your organisation. 

 
Members will also benefit from: 

v  Free membership to the member’s forum for the first year 
v  Discounts on training workshops  
v  Free annual HR health check  
v  Exclusive members only events  
v  A named contact  
v  Document drafting and amending  
v  Discounts on other OML services   
v  Provision of a tailored staff handbook  
v  Regular employment law update newsletters via OML’s bimonthly Newsletter 
v  Unlimited access to HR and employment law advice 
 
Optional extra services include: 

v  Ad-hoc HR project management 
v  Dedicated training for business owners, managers and team leaders  
v  Human Resources Management  
v  Human Resources Recruitment Support Services  
v  Human Resources Training Courses 
 
Fees: 
The monthly costs will depend on the size of the business, the number of employees and 
annual turnover.  Please contact one of our advisors for a review and quote.   
Contracts run for a period of 6 and 12 months at a time.  All members must complete a 
standing order form to pay a monthly subscription.  Fees are to be reviewed annually. 
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