
HR Outsourcing Implementation Toolkit

As your business grows, so does the complexity of managing people effectively and compliantly. Many SMEs reach a 
tipping point where HR responsibilities start to drain leadership time, create risk, or stall progress.

This toolkit has been designed to help you make an informed, data-driven decision about whether outsourcing HR is 
the right move for your organisation, and if so, how to do it efficiently, strategically, and with confidence.

It provides a clear, step-by-step framework to assess your current state, define your priorities, select the right partner, 
and implement a solution that enhances compliance, saves time, and adds measurable value to your business.



Phase 1: Current State Assessment
Step 1: Map Your Existing HR Activities

Create a comprehensive list of all HR-related tasks currently handled in-house:

� Who performs each task?

� How long does each task take per week/month?

� What's the hourly cost (including opportunity cost of management time)?

� Which tasks cause the most stress or concern?

� Which tasks are most prone to errors or delays?

Step 2: Risk Audit

Evaluate your current exposure across key areas:

� Legal compliance: When were contracts last reviewed? Are handbooks up to date?

� Process consistency: Do you follow the same procedures for all similar situations?

� Documentation quality: Can you evidence your decision-making processes?

� Knowledge gaps: What happens if your key HR person leaves tomorrow?



Step 3: Cost Analysis Worksheet

� Current HR staff salaries (including benefits): £______ / year

� Office space allocated to HR: _____ sq ft @ £20 = £______ / year

� HR software licenses and systems: £______ / year

� Recruitment costs (last 12 months): £______ / year

� Training and development spend: £______ / year

� Legal/tribunal costs (last 12 months): £______ / year

� Management time cost (* hours × hourly rate): £______ / year

*Average hours per month on the matters x hourly rate x 12

Total Current HR Investment: £______ / year

Step 4: Prioritise Functions for Outsourcing

Using the assessment data, rank HR related tasks by:

Highest risk/lowest internal expertise1.

Greatest time drain on management2.

Most frequent errors or delays3.

Highest opportunity cost4.



Phase 2: Strategic Decision Matrix
Step 5: When to Outsource

RED FLAGS: Outsource 
now

No dedicated HR resource 
and 50+ employees

Outstanding employment 
tribunal or legal action

Senior management 
spending >10 hours/week on 
HR issues

High staff turnover (>20% 
annually)

Recent compliance breach or 
near-miss

AMBER WARNINGS: Plan 
outsourcing within 6 
months

HR person overwhelmed and 
requesting support

Recruitment taking >8 weeks 
for standard roles

Employee relations issues 
escalating regularly

No formal performance 
management system

Limited knowledge of recent 
employment law changes

GREEN INDICATORS: 
Consider selective 
outsourcing

Functional HR but want to 
enhance capability

Planning significant growth or 
restructure

Seeking to professionalise 
people processes

Want to free internal resource 
for strategic projects



Step 6: Define Success Metrics

Establish baseline measurements and targets:

� Time savings (hours per week returned to core business)

� Risk reduction (compliance issues, legal exposure)

� Cost effectiveness (total cost vs current approach)

� Quality improvements (error rates, response times)

� Employee satisfaction (with HR processes and support)

Step 7: Set Implementation Timeline

Create a phased approach:

� Phase A: Critical risk areas (contracts, compliance)

� Phase B: Time-intensive activities (recruitment, training)

� Phase C: Strategic functions (performance management, analytics)



Phase 3: Provider Selection Framework
Step 8: Essential Partner Criteria Checklist

Technical Competence

� CIPD qualified professionals on team

� Experience with businesses of similar size/sector

� Current employment law expertise

� Proven track record with measurable outcomes

Service Capability

� Services align with your identified needs

� Technology platform suitable for your business

� Clear escalation and support procedures

� Accessible for face-to-face support

Cultural Fit Assessment

� Communication style matches your preferences

� Proactive rather than reactive approach

� Commitment to understanding your company culture

� References from similar-sized businesses



Commercial Terms
� Transparent and scalable pricing with no hidden costs

� Flexible contract terms (avoid long tie-ins)

� Clear SLAs with performance metrics

� Defined termination procedures

Phase 4: Implementation

Step 9: Transition Planning

Work with your chosen partner to:

� Audit existing documentation and processes

� Identify immediate compliance priorities

� Set up technology systems and access

� Define communication protocols

� Create handover schedules for different functions

Staff Communication

Develop clear messaging for your team:

� Explain the reasons for outsourcing (focus on benefits to them)

� Clarify what will change and what will stay the same

� Introduce key contacts at the outsourcing partner

� Set expectations for new processes and timelines



Phased Go-Live

Roll out services according to your priority framework:

� Week 1-2: Critical compliance and risk areas

� Week 3-4: Administrative functions (contracts, policies)

� Week 5-6: Operational support (recruitment, training)

� Week 7-8: Strategic functions (performance management, analytics)

Phase 5: Optimisation

Step 10: Performance Review

Measure against your success metrics:

� Are time savings being realised?

� Have error rates decreased?

� Is management focus returning to core business?

� Are employees satisfied with the new processes?



Process Refinement

Work with your partner to:

� Adjust service levels based on actual needs

� Optimise technology usage and reporting

� Identify additional areas for improvement

� Plan for seasonal or growth-related changes

Strategic Planning

Use your new HR insights to:

� Identify workforce trends and opportunities

� Plan for future hiring and development needs

� Benchmark against industry standards

� Develop longer-term people strategies

Outsourcing HR isn9t simply about passing over administrative tasks, it9s about elevating your people function to 
deliver greater impact. By using this framework, you9ll gain clarity on where your business stands today and how 
outsourcing could strengthen your compliance, culture, and capacity for growth.

Whether you choose full or partial HR support, the aim is the same: to free up your leadership team to focus on what 
you do best, while ensuring your people and processes are in expert hands.


