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An Introduction to Challenge Manager

At Challenge Manager, we work in partnership with our clients and that starts from identifying your
needs and designing solutions to meet those requirements, through to providing the business
consultancy, HR support, or learning events you require, and then evaluating the outcomes.

Whatever work we do with you is designed specifically for you and your organisation, our services
are tailored to fit your organisation, your unique challenges and to match the needs of your
managers and employees.

Our Aim Is Always To Offer Solutions That Make A Difference

When we provide Consultancy and HR Support, we encourage your managers to use the best
practice and processes that we will help them devise, so that the business always benefits.

We can provide consultancy for a one off project, regular support on an outsourced basis, an adhoc
on-call service or placing someone within your organisation for a set time each week. You choose
what works for you.

When we provide coaching or training and development programmes, we challenge participants to
take the learning back to work and to make changes to their behaviours that will have a positive
impact on them and on the business.

We can adapt to long-term programmes, short courses, one off workshops, bite sized learning
sessions, or elements of a staff conference. We can provide coaching, offer facilitated meetings,
learning sets and action learning programmes. We work at times and venues, and with group sizes,
that suit your requirements and your budgets.

We work with respect for people, encouraging inclusion and recognising the contributions that
people can bring to the business. We are innovative and creative in our solutions to human
resource issues, our design of events and in our approaches within the learning environment.

One of our key strengths is that we can combine our services to give you a total solution. For
example, we might design a new performance improvement process, train managers to use it,
provide workshops to introduce it to employees and then provide on-going coaching to managers
as they implement and review the system.

We have a team of specialist experts available to provide support in all aspects of employing,
managing and getting the best from people, be that developing high performers for promotion,
dealing with disciplinary matters, employee well-being, avoiding cases of discrimination, or building
high performing teams, our consultants have the skills and expertise to work with you to achieve
the best outcomes. These are some of the areas where we can help your business.
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Development Programmes
A tailored mix of workshops and training events, self directed learning, coaching, action learning
sets, on the job learning and in-house mentoring programmes to meet your requirements:

dL Business Strategy

i Organisational Culture

i.  Employee Engagement

dL  Senior Executive Development

dL Leadership — how to lead so others will follow

i Management Development — bespoke programmes or a series of ILM endorsed awards
i.  People Management Essentials

dL Team Building / Team Development / Team Enabling

dL Customer Focus

d. Personal and Interpersonal Skills Development — essential development sessions for
managers or employees

HR Support
A dedicated HR function for your business as and when you need it, operating at a senior and
strategic level as well as providing hands on HR support across the business:

dL Recruitment — from vacancy identification through candidate generation to conducting
interviews and assessment centres

i Employment Contracts, Policies, Procedures, Processes and Documentation — up to date,
relevant, user friendly and legally compliant

dL Induction Programmes — ensuring new recruits become fully effective members of the team
in the shortest possible time

dL Appraisals & Supervision Meetings — enhancing communication across the organisation,
maintaining employee engagement, dealing with issues as they arise and regularly
monitoring performance to ensure highest quality standards are met

il Training & Succession Planning — enabling the business to be ready for the next challenge,
for future requirements and to stay ahead of the competition

dL Disciplinary & Grievance Matters — ensuring correct procedures are followed to minimise
risks to the business and ensure fair treatment of involved parties

dL  Dismissal and transfers — supporting you in terminating or transferring employment due to
redundancy, retirement, disciplinary or for other economic, technical and organisational
reasons
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db Health and Safety — implementing systems, monitoring compliance or providing an
individual to take the responsible person role for your organisation

dL  Equality & Diversity - ensuring that equality is a primary consideration and that harnessing

diversity maximises performance in your business

Policies & Procedures

We are pleased to supply as requested, a list of the most common areas for policies, procedures or
company rules we are asked to provide for clients a part of our HR Service. We are also able to
work with you to generate a policy that meets any additional specific requirement you have.

i.  Adoption

i Appraisals & Supervision / 1tols
i Bullying and Harassment
dL Carers & Dependants

d: Communication

d. Company Cars

d.  Company Property

d.  Computer, Email & Internet
iL  Confidentiality

d.  Data Protection

d. Disciplinary

d. Dismissal

i Dress Code

d- Driving

d. Drugs & Alcohol

i Equality & Diversity

i Fire

i Flexible Working

iL Gifts

i Grievance

dL Health & Safety

dL Holiday
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Hours of Work
Manual Handling
Maternity

Mobile Phones
Parental Leave
Paternity

Pay

Pension

Recruitment
Redundancy
Relocation
Restrictive Covenants
Retirement

Security

Sickness

Smoking

Time Keeping & Attendance
Trade Unions
Training & Induction
Travel, Expenses & Subsistence
Whistle Blowing
Working Time
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Service Levels & Fees

We aim to provide clients with the maximum degree of flexibility so that you are only using our
services when you need them, and all fees are outlined and agreed in advance. We are pleased to
outline some options for your consideration.

1. HR Support provided on an adhoc or “as needed basis” is charged at an hourly rate for all
onsite, remote, document production, telephone and email support, with charges
calculated in 15 minute intervals.

2. HR Support provided on a retained basis is subject to requirements and number of
employees; with packages starting at £100 a month and which provide the following:
d. HR Audit on commencement of contract
d. Audit report outlining recommendations for legal compliance & best practice
dL “hands on” support per month*
i.  Telephone & email support
dL Provision of template letters and forms as required
i. Bi-annual employment law updates
dL  Updated policies to comply with the bi-annual legislation changes
d. Reduced rate for any additional HR Support required

d- Reduced rate for any new policies required

* hands on support includes on site or remote HR work / a maximum of 1 visit will be made
per 2 hours of “hands on support” included within the package each month / the “hands on”
hours are non-cumulative over more than 3 months

3. HR Policies can be provided at a set charge per policy

4. A comprehensive Employee Handbook containing essential policies and company rules can
be provided at a set charge and made bespoke to your organisation

Policies and the Employee Handbook are based on standard templates that cover essential
requirements; these are then bespoke tailored to your organisation. If significant variations or
additions are required that are beyond the scope of the standard templates a charge based on our
hourly rate will be agreed for the production of a document.

All fees are subject to VAT.
Travel and any other agreed expenses are charged in addition to the above fees.
Travel is charged at 45 pence per mile.
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Terms and Conditions of Business

Challenge Manager agree to provide you with consultancy, training and development services
according to the following terms and conditions:

1. The registered company address for Challenge Manager Ltd is Winchester House, 7 Winchester
Street, Botley, Hampshire, SO30 2EB. This company is registered in England with Registration
Number 3588424.

2. Correspondence addresses are provided by individual consultants on commencement of a
contract and as required. Initial contact can be made to:

Lynne Ewer Carrington at lynne@challengemanager.co.uk or on 07885 578275

Sam Swinstead at sam@challengemanager.co.uk or on 07816 316598

Emma Hansford at emma@challengemanager.co.uk or on 07729 263769

3. Challenge Manager provide a service to you as external consultants and nothing in this
agreement shall be construed as an offer or acceptance of employment, or as making us or any
of our associates an agent of your organisation. We invoice you for our services and hold full
responsibility for taxes, NI and any VAT due to be paid. During the course of our work with you,
we may agree that one of the consultants within our organisation or one of our associates shall
represent your organisation, and that will be agreed on a case-by-case basis.

4. If we agree that additional consultants are required for a project, Challenge Manager
consultants will at all times remain the lead consultant and your first point of contact. The
agreement for provision of services remains between your organisation and Challenge
Manager, and any changes to this will incur charges as if a cancellation had occurred. We
reserve the right to request other consultants to assist in providing our services to you.

5. Challenge Manager will maintain the confidentiality of your contact details and any information
we gain about your company and / or individual employees in the course of our work. We will
not share your details with any third parties without your prior consent. Data stored on our
computers and on paper records is stored securely. We agree not to use any information for
purposes other than those agreed for the services we will provide to you.

6. When we are providing individual advice, coaching, or group training sessions, the content of
discussions during these times remain confidential between Challenge Manager and the parties
involved. The organisation may receive a brief report of the outcomes only if this is agreed in
advance with the participants.
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7. Challenge Manager will provide a proposal or schedule of works prior to our working together.
We will then agree the specific details of the service that will be provided. We agree to provide
a service that meets the objectives and outcomes we agree, as far as this is within our control.
We reserve the right to change some aspects of the service in order to best meet the needs of
the individuals we are working with. Challenge Manager do not take responsibility for service
objectives not being met, where this is within the personal control, or choice of the individuals
in your organisation that we are working with, or where this is due to other and unforeseen
events.

8. During the period of time that Challenge Manager are contracted to provide you with a service,
we and any of our associates will act in good faith and in a manner that is professional,
courteous and in the best interests of the organisation and the individuals there employed. We
will utilise our skills, experience, knowledge and expertise to achieve the maximum return on
investment for the service you have contracted us to provide. In return, we expect to be
treated in a similar manner.

9. Challenge Manager will provide you with fee information prior to the start of our working
together. Once we have agreed a fee, this can only be varied by mutual agreement. If the
scope of work changes such that extra fees are applicable, we will notify you in advance. Fees
are quoted exclusive of VAT and travel or other reasonable expenses unless otherwise
specified. Expenses will be agreed prior to commencement of work and subject to the needs of
the service provided.

10. Challenge Manager will invoice you either as follows or according to a schedule that we agree
prior to the start of our working together.

a. For Consultancy & HR Support — monthly invoices submitted with first invoice to be
submitted at end of the first calendar month in which we start working together. For
adhoc projects invoice submitted on completion of the work required.

b. For Outsourced HR Services — signup fee to be paid in advance, then agreed monthly
retainer amount to be paid by standing order on the 1°* working day of each month.
Three months’ notice required to cancel outsourced agreement. Any work in addition
to the scope of the retainer invoiced as (a) above.

c. For Training & Coaching — invoices to be submitted on completion of the training day(s)
if these are one-off event bookings, or a number of bookings within a short time period.
Where a series of training events are booked over a longer time period, invoices will be
submitted monthly as per the consultancy terms above.

11. Payment is due within 30 calendar days of the date of invoice. Payments can be made by
cheque or electronic fund transfer.
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12. In accordance with the The Late Payment of Commercial Debts (Interest) Act 1998, Challenge
Manager reserve the right to charge interest at 8% above the prevailing Bank of England rate.
Additionally, for significantly delayed payments, we reserve the right to charge reasonable debt
recovery costs, in accordance with the limits specified in this legislation. If for any reason you
feel that you will be unable to pay within the 30 day period, please advise us so that we may
discuss alternative payment arrangements.

13. Once an agreement is made for Challenge Manager to provide a service, the following
conditions apply to cancellations made prior to the agreed start date:

i. Cancellation up to and including 10 working days before:  full fee charged
ii. Cancellation between 11 and 20 working days before: 50% fee charged

iii. For cancellations longer than 20 working days before the agreed start date, we reserve
the right to charge £100 administration fee plus the costs of any planning meetings and
resources already purchased.

iv. For arequest to reschedule dates there is no additional charge but we reserve the right
to invoice on the date as if the service was provided when originally scheduled. If no
mutually agreeable alternative dates can be found, we reserve the right to charge as if
a cancellation has been made.

v. For cancellations or rescheduled dates, we will invoice for out of pocket expenses.

14. For consultancy services, whilst we will endeavour to meet any project deadlines that we agree,
we reserve the right to decide when and where we will carry out the required work.
Consultants or associates will generally work from their own addresses, with visits to your
premises or other locations as agreed and required.

15. Challenge Manager reserve the right to withdraw from an assignment if significant conditions
develop which impair the successful completion of the assignment or lead to a conflict of
interest or other problems of an ethical nature. We will not be responsible for any costs
incurred by you in this situation and we will invoice you for fees due and reasonable expenses
up to and including the date of withdrawal.

16. In the event that Challenge Manager are unable to complete an HR or consultancy assignment
or to attend a training event or coaching session, due to unforeseen circumstances such as
illness, we can agree that we will either:

a. Send a mutually agreeable substitute
b. Rearrange to a mutually agreeable date

If you do not wish to agree to either of these options, we reserve the right to charge fees as if
you had made a cancellation.

Challenge Manager Lid. Registered in England. No. 3588424
Registered Office: Winchester House, 7 Winchester Street, Botley, Hants, 5030 2EB.



o
challenge <_| Jsmanager

Training * Development * Human Resources

t: 0845 463 9365

17. Unless expressly agreed in writing prior to the start of our working with you, all intellectual
property remains the property of either Challenge Manager or the consultant(s) working with
you. Unless we advise otherwise, your consultant asserts themself as the copyright owner for
any materials and resources generated for use within your organisation; this includes content,
structure, layout and design. If specifically agreed in writing, we may give you permission to
continue using materials and resources after we finish working with you, however, this
permission is not exclusive and we reserve the right to use the same or similar resources with
other clients.

18. Challenge Manager and all of our associates hold Professional Indemnity Insurance and will
provide you with copies of current Certificates of Insurance on request. We will endeavour at
all times to provide you with advice or information that is current, pertinent and correct
according to law at the time at which it is provided. We shall not, however, be liable for any
loss, damage, costs or expenses incurred by you as a result of the implementation of any report
or recommendations arising out of the services provided by us to your organisation.
Furthermore, Challenge Manager will not be liable where you continue to use information
beyond the time in which we work with you, that is no longer correct due to statutory or
legislative changes.

19. These Terms and Conditions are binding for the full duration of every assignment that Challenge
Manager undertake for you unless we issue you with an amendment. These Terms and
Conditions supersede any previous agreements between us.
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