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Hello I am Sally, Beckford and I
am the founder of Solutions HR.

My passion is partnering with
small and family led businesses.
 
Enabling them to make their
business and employee
experience better. 

As you have downloaded this
guide, then you are either
gearing up to grow your team or
continuing to grow your team.

Either way, CONGRATULATIONS
is a great place to be.  This guide
will support you with 7 steps to
successfully grow your team.

If you would like some more support.  Join my free Facebook Group,
 Solutions HR Hub . It's full of super help resources and trainings to
support your business.

Hello

If your would like some additional support. Join my free Facebook Group.
www.facebook.com/groups/solutionshrhub

Sally 

https://www.facebook.com/groups/solutionshrhub


Employee - works under an employment contract. They are entitled
to all employment rights
Worker -  they  have a contract or agreement to carryout work for a
reward.  They are entitled to limited employment rights
Self employed/contractor - run their own business which they are
responsible for. They are not paid through PAYE and have no
employment rights

There are three main types of employment status that you can have in
your business.

Once you know what employment status you want to recruit. 

The next consideration is , do you want to recruit full  or part time?  You
will need to think about what is the work you will like to be done and
how much can you afford.  

Consider the employment status

Step 1

If your would like some additional support. Join my free Facebook Group.
www.facebook.com/groups/solutionshrhub



National Minimum Wage 
Employer National Insurance contributions
Employer pensions contributions
Check show much sick pay entitlement
Check maternity and paternity entitlement

There are statutory employment rights that your employee/workers will
be entitled to.

One of those rights is the right to be paid . So you need to check that you
are able to afford investing in an employee.

To know if you can afford to recruit,.  You will need to consider:

Once you have  done your research , you'll be able to make an informed
decision on what you are able to afford.

You're team will be your biggest investment. And like any other
investments it's important to do the maths.

Step 2

How much can you afford?

If your would like some additional support. Join my free Facebook Group.
www.facebook.com/groups/solutionshrhub

https://www.gov.uk/national-minimum-wage?step-by-step-nav=dc77c606-cc6b-49ac-9f40-b96959d02539
https://www.gov.uk/national-insurance-rates-letters?step-by-step-nav=dc77c606-cc6b-49ac-9f40-b96959d02539
https://www.gov.uk/workplace-pensions-employers/how-to-enrol-staff?step-by-step-nav=dc77c606-cc6b-49ac-9f40-b96959d02539
https://www.gov.uk/employers-sick-pay?step-by-step-nav=dc77c606-cc6b-49ac-9f40-b96959d02539
https://www.gov.uk/employers-maternity-pay-leave?step-by-step-nav=dc77c606-cc6b-49ac-9f40-b96959d02539
https://www.gov.uk/employers-paternity-pay-leave?step-by-step-nav=dc77c606-cc6b-49ac-9f40-b96959d02539


Step 3

Know your tax

As an employer it is your responsibility to deduct your employee's
National Insurance and tax.  

You MUST register with HMRC within 4 weeks of employing your first
employee. 

You will also need to decide how you will run payroll.  You  can either 
outsource or run payroll yourself?   

If outsourcing use a reputable provider and understand what you will
need to provide them  with, so they can  process your pay roll.  As with
anything it is best to compare a few suppliers.  

If you decide to run yourself, you could  consider software that can
support you  with processing the pay roll.  Again it is best to compare a
few .

If your would like some additional support. Join my free Facebook Group.
www.facebook.com/groups/solutionshrhub

https://www.gov.uk/register-employer?step-by-step-nav=dc77c606-cc6b-49ac-9f40-b96959d02539


Step 4

Create a safe workplace

How will you prevent discrimination in your workplace
Is your workplace accessible for employees with disabilities or
health conditions
How  you will keep your employee's data safe, secure and up to date
Your role for fire safety
Your responsibility for Health &  Safety 
Pre employment checks for your employee.

A  safe work place and environment  which supports your teams well
being is  ESSENTIAL.

To create the best environment  think about:

If you have under 5 employee's you do not need a Health and Safety
policy .  However, having  one  in place is good practice. and
demonstrates your commitment to your team.

If your would like some additional support. Join my free Facebook Group.
www.facebook.com/groups/solutionshrhub

https://www.gov.uk/employer-preventing-discrimination?step-by-step-nav=dc77c606-cc6b-49ac-9f40-b96959d02539
https://www.gov.uk/reasonable-adjustments-for-disabled-workers?step-by-step-nav=dc77c606-cc6b-49ac-9f40-b96959d02539
https://www.gov.uk/personal-data-my-employer-can-keep-about-me?step-by-step-nav=dc77c606-cc6b-49ac-9f40-b96959d02539
https://www.gov.uk/workplace-fire-safety-your-responsibilities?step-by-step-nav=dc77c606-cc6b-49ac-9f40-b96959d02539
https://www.hse.gov.uk/simple-health-safety/index.htm
https://www.hse.gov.uk/simple-health-safety/index.htm
https://www.hse.gov.uk/simple-health-safety/index.htm
https://www.gov.uk/employ-someone?step-by-step-nav=dc77c606-cc6b-49ac-9f40-b96959d02539


Step 5

Sort your insurance

It is IMPORTANT that you have the right protection to protect
you against the cost of compensation claims arising
from employee illness or injury, sustained as a result of their
work for you.  

You  need to get Employers’ Liability (EL) insurance as soon as
you become an employer .

And your policy must cover you for at least £5 million and come
from an authorised insurer.

It is a LEGAL requirement to have  Employer Liability insurance
if you employ one or more people . You could be fine £2,500
each day you do not have adequate insurance.

If your would like some additional support. Join my free Facebook Group.
www.facebook.com/groups/solutionshrhub



Step 6

Draw up a contact

A contract is made up of written statement and implied terms.

Employee's are entitled to receive  a written statement  from day 1 of
employment.  The statement should NOT be given later than day 1.

Section 1 and 2 of the Employment Rights Act sets out the information
which is legally required to be included within the statement.

It is advisable that you use a professional to draft an employment
contract for your business (we can help with this click here).  

Implied terms are not clearly agreed. These  would 
include,  employee's do not steal from their employer.  Or  the
employers provides a safe working environment.

If your would like some additional support. Join my free Facebook Group.
www.facebook.com/groups/solutionshrhub

https://solutionshr.co.uk/packages


Step 7

Time to hire!

Advertise the role
Shortlist candidates using an objective criteria
Interview and select your preferred candidate
Make a offer
Complete pre employment checks
Induct them into your business!

Whenever you want to recruit for a role  you should always have a job
description.  This supports both you and potential candidate
understand what you want from the person who will be successful in the
role.

A job description should include,  the job title, responsibilities, 
deliverable's,  personal traits required , who the role reports to and if
they have any line reports.

The next steps are:

If your would like some additional support. Join my free Facebook Group.
www.facebook.com/groups/solutionshrhub



And now you're READY to grow
your team

I'm here to support you taking the
next step.

Join our free Facebook group,
Solutions HR Hub.  The are lots of

super helpful resources and
trainings.  To support every step of

your businesses GROWTH.
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Join us now

http://www.facebook.com/groups/solutionshrhub

