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Tool 1: Simple Cost Calculator Worksheet 
(SME-Friendly)
A practical way to understand the real cost of hiring
Purpose:
To help SMEs estimate the true monthly and annual cost of taking on a new employee or apprentice — clearly and confidently.
Step 1: Role Details
	Role title:
	


[bookmark: Check1]Employee or Apprentice: |_| Employee 	|_| Apprentice
	Hours per week: 
	

	Hourly rate (£): 
	



Step 2: Wage Cost
Weekly wage:
	£
	x
	hours
	=
	£


Monthly wage (approx.):
Weekly wage × 4.33 =  £

Annual wage:
Monthly wage × 12 =  £


Step 3: Employer On-Costs (Estimate)
These are approximate figures — mentors can reassure SMEs this is about planning, not perfection.
Employer National Insurance
|_| Applicable 	|_| Not applicable / Apprentice NIC relief£

Estimated monthly NICs: 
Pension Contribution
|_| Eligible 	|_| Not eligible
Estimated monthly employer pension contribution: 



Holiday Pay
(Already included in wage, but plan for cover)
Estimated cost / impact:£

or |_| Managed internally
Step 4: Other Predictable Costs
	Cost Type
	One-Off
	Monthly
	Notes

	Equipment / IT
	£
	£
	

	Training / Supervision time
	£
	£
	

	Recruitment / onboarding
	£
	£
	

	Uniform / PPE / tools
	£
	£
	


Step 5: Total Estimated Cost
Estimated monthly total:
Wage + on-costs + monthly extras =
£


Estimated annual total:
Monthly total × 12 =
£

Step 6: Funding / Offsets
|_| Apprenticeship funding
|_| Wage subsidy / grant
|_| Training funded externally
Estimated funding / support value:
£


Estimated Net Cost to Business
	Monthly: 
	£

	Annual: 
	£



Mentor Prompt
“Looking at this, what feels manageable — and what support could reduce the cost further?”

Tool 2: Employment Law Starter Checklist for SMEs
What you need to get right — without becoming an HR expert
Purpose:
To help SMEs understand the legal basics of employing someone — clearly, calmly, and without overwhelm.
Before the Employee Starts
|_| Right to work check completed
|_| Job offer confirmed in writing
|_| Start date agreed
|_| Pay rate confirmed (meets NMW/NLW/apprentice rate)
Contract & Pay
|_| Written contract or statement of employment issued
|_| Pay frequency agreed (weekly / monthly)
|_| Payroll set up
|_| Payslips provided
Working Time & Leave
|_| Working hours agreed
|_| Breaks explained
|_| Annual leave entitlement explained
|_| Bank holidays clarified
Health, Safety & Wellbeing
|_| Health & safety induction completed
|_| Risk assessment completed (where relevant)
|_| PPE or equipment provided (if needed)
|_| Clear reporting route for concerns
Equality & Fair Treatment
|_| No discrimination in pay, treatment, or opportunity
|_| Clear expectations and standards explained
|_| Reasonable adjustments considered if required


Pensions & Statutory Pay
|_| Auto-enrolment assessed
|_| Pension information provided (if eligible)
|_| Sick pay process explained
For Apprentices (If Applicable)
|_| Apprenticeship agreement in place
|_| Training provider confirmed
|_| Time for off-the-job training agreed
|_| Apprentice pay rate applied correctly
Support & Advice (You Are Not Alone)
SMEs can get free or low-cost advice from:
· ACAS – employment basics and helplines
· Gov.uk – pay, contracts, and apprenticeships
· HR advisors – when issues feel complex

Mentor Reassurance
“You don’t need to get everything perfect — you just need to get the basics right and ask for help when needed.”
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