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“3HR”, “we”, “us”, “our” and other similar terms refer to 

3HR Corporate Solicitors Limited. 

“You”, “Your” and other similar terms refer to the client 

of 3HR Corporate Solicitors Limited in the particular 

matter to which these terms relate. 

1. General  

1.1 These General Terms of Business together with 

those contained in the accompanying Engagement Letter 

(collectively referred to as “the Terms”) apply to the 

matter(s) in which we will act and work as specified in 

the Engagement Letter. The Engagement Letter is any 

written correspondence (including emails) from 3HR 

which sets out the matter(s) in which we will act and 

work and any terms and conditions that apply.  

1.2 The Terms may only be varied or amended by 

the express written agreement of 3HR. In the absence of 

such express written agreement the Terms shall prevail 

over any other terms and conditions that purport to 

apply to the relevant matter. In the event of any conflict 

between terms contained in the Engagement Letter and 

those contained in these General Terms of Business, 

those contained in the Engagement Letter shall prevail. 

1.3 You agree that we may instruct external 

professionals regarding your matter if we consider 

appropriate and may discuss your matter with 

employees of our group companies (3HR Plc and 3HR 

Benefits Consultancy Ltd) in order to facilitate progress 

of your case or for our administrative purposes. 

 

2. Fees 

2.1  We have agreed to work on this matter in return 

for the payment indicated, and on the payment terms 

specified, in the accompanying Engagement Letter (“the 

Fee”). Unless otherwise stated, any disbursements and 

VAT at the prevailing rate are payable in addition to the 

Fee.  

2.2 Where the Fee is to be calculated on the basis of 

our hourly rates, these are currently: £425 for a 3HR in-

house barrister, £400 for a Director or Head of Legal, 

£375 for a Head of Department or Senior Solicitor, £350 

for a Solicitor, £250 for a HR Consultant/Senior 

Consultant/Client Liaison Manager, £225 for a Trainee 

Solicitor or Language Support/Client Liaison/Legal 

Assistant and £125 for an Administrator, plus VAT on 

those amounts. We will ordinarily record and charge for 

our time in multiples of 6 minutes. You agree that these 

rates may be increased from time to time, and we will 

inform you as soon as possible if they do increase. You 

also agree that we may charge an increased amount if in 

our opinion the work reasonably warrants it, for 

example due to the complexity or value of either the 

work or the issue being dealt with or due to the speed 

with which the work is required to be completed.  

2.3 Although we have agreed to work for the Fee, 

our agreement to do so is based on the information we 

hold at the time of reaching such agreement and is in 

respect only of the work specified in the Engagement 

Letter. Any additional work requested that is not 

detailed in the Engagement Letter will be subject to an 

additional fee to be agreed between the parties, or in 

the absence of such agreement will be charged on the 

basis of our hourly rates. Please also note that our offer 

to carry out any work for you for the Fee is only open for 

acceptance for up to 3 months from the date we send 

our Engagement Letter to you (unless withdrawn earlier). 

2.4 In addition, if any circumstances arise that were 

unforeseen by us when agreeing to work for the Fee and 

which increase the amount of work required, then we 

shall be entitled to charge an additional fee, such fee to 

be agreed between the parties. In the event that the 

parties cannot agree on such additional fee then, at our 

sole option, either this agreement shall be deemed to be 

terminated by mutual consent, or you shall have that 

additional work carried out by someone other than 3HR. 

In the event that the agreement is deemed to be 

terminated by mutual consent then we shall be entitled 

to submit an invoice in respect of any part of the Fee for 

which we have not already submitted an invoice 

(together with any applicable disbursements or VAT not 

already invoiced) and receive payment for the full Fee. 
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2.5 In the event that you require us to travel on your 

behalf, we may invoice you for our time spent travelling 

as well as the expenses incurred in travelling. Time spent 

travelling will be charged at 50% of our usual hourly 

charge out rates which are mentioned in clause 2.2 

above. 

2.6 Where we make any payments on your behalf to 

third parties, we will charge an administration fee of £50 

per transaction. 

2.7 We will also charge a fixed administration fee for 

all matters of £100 plus VAT, but if doing so will not 

charge you for any postage/courier fees other than for 

couriers outside of London or for international post. 

3. Invoicing 

3.1 Unless otherwise set out in the Engagement 

Letter, we may invoice you in respect of the full Fee (or 

any part of it) at any time, together with VAT and any 

disbursements (incurred or expected to be incurred) 

applicable. 

3.2 Our invoices are due to be paid within 21 days of 

the date of sending (which may include posting, emailing, 

faxing, or any other method of communication) of the 

invoice. In addition to any other legal right or remedy, 

you agree that we may charge interest on any invoices 

remaining unpaid after 21 days at the County Court rate 

prevailing from time to time or 2% above the base rate 

of HSBC Plc, whichever shall be the higher, from the due 

date until the date of actual payment and such interest 

will accrue on a daily basis and be compounded monthly. 

3.3 You agree that we may retain any 

documentation until such time as all invoices have been 

paid. 

3.4 You agree that if any invoice from us is 

outstanding beyond the 21 day period referred to in 

clause 3.2 above then we may (at our option) 

temporarily cease work until such time as all outstanding 

invoices are paid or may terminate the agreement (with 

immediate effect if we wish). In either instance you 

agree that, to the extent permitted by law, we shall not 

be held liable for any direct or indirect loss caused by 

ceasing work. In the event that we choose to terminate 

the agreement, then in addition to the invoices that 

remain outstanding, the remainder of the Fee yet to be 

invoiced for work done shall also become due, together 

with any applicable VAT and disbursements. 

4. Payment of Interest Policy  

4.1 Where we hold money for you in our client 

account, we will only account to you for any interest 

received on that money in excess of £50. However, 

please note that ordinarily our client account does not 

accrue any interest and therefore in most cases there 

will be no interest earned to account to you for. Where 

money is held in relation to separate matters for you we 

will treat the matters and money as separate, unless the 

matters are so closely related that they should be 

considered together.  Where client monies are held in 

our general client account we will pay interest without 

deducting tax at source (subject, as above, to any 

interest being earned, which in most cases it will not).  

You will be responsible for declaring any interest to HM 

Revenue & Customs.  

4.2 Interest will be calculated on a daily basis, using 

the rate of interest offered to business customers on 

instant access deposit accounts at the bank where we 

hold general client funds.  Interest will be calculated on 

cleared client funds.   In the case of cheques received, 

this will be 10 days after the cheque has been deposited 

with our bank and for amounts received in cash, or via 

credit or debit card, standing orders, BACS and CHAPS, 

interest will accrue from the day of receipt into our 

client account.  

4.3 We will normally account to you for interest at 

the conclusion of the matter.  You may contract out of 

receiving interest by signing a written agreement with us.  

This interest policy, including the de minimis limit of £50, 

will be reviewed periodically, particularly if material 

changes are made to the Bank of England’s Base Rate.  

5. Disbursements  
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5.1 Disbursements are payments made by us on 

your behalf which may include barristers’ or experts’ 

fees, external and other professional fees and court or 

tribunal fees, expenses such as travel, accommodation 

and meals whilst working on your behalf (this is not 

exhaustive). In all cases, you will be responsible for all 

sums charged including VAT payable.   

5.2 It is agreed that we may make payment of any 

disbursements of less than £150 each without your prior 

authorisation. We will obtain your authority to incur 

disbursements above this amount. 

5.3 We may require, at our sole discretion, money 

to be paid to us in advance to be held generally in 

respect of any disbursements that may be required. 

Without prejudice to the operation of this clause 5.3, it 

is envisaged that this will only usually be required for 

anticipated disbursements of over £150 and in 

circumstances in which we would be liable for the 

payment of such disbursement to a third party (for 

example to a barrister). 

6. Costs in Tribunal/Court Proceedings (if 

applicable) 

6.1 We cannot guarantee that in any particular case 

you will be entitled to recover any expenses or costs 

from a third party. Similarly, we cannot guarantee that 

you will not be required to pay any costs to a third party. 

6.2 In the Employment Tribunal (and Employment 

Appeal Tribunal) it is rare for costs to be awarded to 

either litigant. This means it will therefore usually be 

unlikely for you to be able to recover any costs from an 

opponent in tribunal proceedings. Although costs 

awards are relatively rare, there remains a chance that 

you could be ordered to pay costs to an opponent in 

tribunal proceedings. 

6.3 In the civil courts there is a chance that either 

litigant may have to pay costs to the other, and although 

the general rule in the civil courts is that the losing party 

pays towards the winning party’s costs, this is not always 

the case. In addition, any cost awards rarely meet the 

full cost. 

7. Service Level  

7.1 We are committed to high quality legal advice 

and client care and have set certain standards of service 

that you can expect to receive. We will strive to meet 

these standards, although you agree that they are not 

contractual obligations. We will endeavour to: 

(a) Inform you of the person(s) responsible for day to 

day conduct and overall supervision of your matter 

in the accompanying Engagement Letter; 

(b) Supply you promptly with a copy of any 

substantive correspondence; 

(c) Return your telephone calls during the course of 

the same day, if reasonably possible, otherwise on 

the next working day; 

(d) Respond to letters and emails as soon as possible; 

(e) Write to you in plain, succinct English; 

(f) Arrange meetings to discuss issues with you 

without undue delay; 

(g) Update you on the progress of your matter 

regularly and following any significant 

development. 

7.2 In order that we can achieve our service 

standards we ask that you respond to our requests 

promptly. 

7.3 Although we will endeavour to progress your 

case swiftly, there may be times when this is not 

possible, whether through circumstances outside of our 

control or otherwise. You agree that, unless otherwise 

specified in the Engagement Letter, there is no set 

timescale for the completion of this work and therefore 

time shall not be of the essence. 

7.4 You agree that we are not obliged to bring to 

your attention any changes in the law that affects or 

may affect any advice given or work carried out by us 

previously. 

Immigration - Level 1 User specific: 
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7.5 You understand that where we assign any 

Certificate of Sponsorship on your behalf, it is your 

responsibility to inform us if the migrant then leaves 

your Sponsorship prior to the “Work End Date” in the 

Certificate. Your failure to do so may mean that we are 

not able to allocate any refunded amount we receive 

from the Home Office (for example in respect of the 

Immigration Health Surcharge) to you (as a result of 

being unaware that you are due such a refund). 

8. Complaints  

8.1 If at any time you are not happy with our service 

to you, you should discuss it with the person with 

conduct of your matter.   

8.2 If you are unable to approach that person or you 

are not satisfied with their response, please email 

Thomas Miles at thomas.miles@3hrcs.com with the 

details of your complaint, who will investigate and 

report back to you within 8 weeks. 

8.3 If for any reason we are unable to resolve your 

complaint within 8 weeks, you may wish to contact the 

Legal Ombudsman.  The Legal Ombudsman can 

investigate complaints up to 6 years from the date of the 

problem happening or within 3 years of when you found 

out about the problem. If you wish to refer your 

complaint to the Legal Ombudsman this must be done 

within 12 months of our final response to your 

complaint. The Legal Ombudsman is an independent 

organisation dealing with complaints against lawyers. 

Their details are:  

Tel: +44(0) 300 555 0333 between 8.30am to 5.30pm. 
Calls to 03 numbers will cost no more than calls to 
national geographic numbers (starting 01 or 02) from 
both mobiles and landlines. Calls are recorded and 
may be used for training and monitoring purposes. 
For minicom call 0300 555 1777. 

E-mail: enquiries@legalombudsman.org.uk 
Address: PO Box 6806, Wolverhampton WV1 9WJ  

Please note that some businesses cannot avail 
themselves of the Ombudsman service. 

8.4 If your complaint relates to our invoices, it may 

be possible to challenge them through Court 

proceedings, including the right under certain 

circumstances to apply for assessment of invoices 

pursuant to Part III of the Solicitors Act 1974. We 

recommend you take separate advice in such instances. 

9.  Equality and Diversity 

9.1 We are committed to promoting equality and 

diversity in all of our dealings with clients, third parties 

and employees. Please contact us if you would like a 

copy of our equality and diversity policy. 

10. Data Processing 

10.1 Our use of information we receive from you is 

subject to your instructions, the Data Protection Act 

2018, the General Data Protection Regulation (“GDPR”), 

and/or any corresponding or equivalent national laws or 

regulations (“Revised UK DP Law”) (collectively the “Data 

Protection Laws”) and our duty of confidentiality.  

“Appropriate Safeguards” means such legally 

enforceable mechanism(s) for transfers of Personal Data 

as may be permitted under Data Protection Laws from 

time to time; 

“Data Subject Request” means a request made by a Data 

Subject to exercise any rights of  Data Subjects under 

Data Protection Laws; 

“Protected Data” means personal data received from 

you  or made available/accessible for access by or on 

behalf of you, or otherwise obtained in connection with 

the performance of 3HR’s obligations; 

“Sub-Processor” means another Data Processor engaged 

by 3HR for carrying out processing activities in respect of 

the Protected Data on your behalf, and authorised by 

you in accordance with Schedule 1; 

“Supervisory Authority” means any local, national or 

multinational agency, department, official, parliament, 

public or statutory person or any government or 

professional body, regulatory or supervisory authority, 
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board or other body responsible for administering Data 

Protection Laws. 

“Data Controller”, “Data Processor”, “Data Subject”, 

“Personal Data”, “processing” and “Personal Data 

breach” all have the meanings given to those terms in 

Data Protection Laws (and related terms such as 

“process” have corresponding meanings). 

The Parties shall comply with data protection 

requirements set out in Schedule. 

11.  Copyright and intellectual Property  

11.1 You are free to use all documentation created by 

us for you in the course of any matter but we retain all 

copyright and other intellectual property rights in all 

material developed, designed and created by us in the 

course of the matter and they will remain our property.  

We may use all documents created by us in the course of 

any matter for legal training, research and any other 

purposes without your consent.   

11.2 You agree that we may use your name and (if 

you are operating as a business) logo for our marketing 

purposes and that we may inform third parties that you 

have received services from us.  We will not disclose any 

further information about you or our work for you 

without your express consent.  

12. Confidentiality 

12.1 Subject to the rest of the Terms, the parties 

agree to keep all information obtained from the other, 

which is not in the public domain, confidential, and will 

only disclose it with the other’s authority or if required 

to do so by laws and professional and statutory 

obligations.  

12.2 Nevertheless, you agree that we may disclose 

any relevant information about you in order to protect 

us in any actual or threatened legal proceedings and/or 

meet any regulatory requirements.  We may also 

disclose any information about you to 3HR Plc and any 

other 3HR group company to the extent necessary to 

provide the agreed services.    

12.3 Please note that, due to the collaborative way in 

which we work, we cannot guarantee that our other 

staff (i.e. in addition to those already working on your 

matter) will not be made aware of your matter.  

13. Termination 

13.1 We may terminate this agreement at any time 

without notice if we have a good reason to do so for 

example, where:  

(a) It would be inappropriate or unlawful to continue 

to act for you for any reason, for example, if we 

have a conflict of interest; 

(b) You have breached a term or condition of the 

Terms; 

(c) Your acts or omissions (including, by way of 

example only, a failure to respond to our 

correspondence reasonably promptly or providing 

false or misleading information to us) have made 

or are making it unreasonably difficult for us to 

carry out the work instructed; 

(d) There is any other substantial reason making it 

reasonable for us to terminate this agreement. 

13.2 If this agreement is terminated in accordance 

with clause 13.1 above then we will consult with you 

about any Fee that should be charged in respect of any 

remaining work (including, if applicable, in respect of 

each month remaining of any fixed term agreed for our 

services) and whether you will receive a refund of any 

amount already paid. The final decision about any such 

fee or refund remains at our sole discretion. 

13.3 Upon termination of this agreement (howsoever 

arising), we shall not be held liable for any direct or 

indirect loss caused by ceasing work, to the extent 

permitted by law. 

13.4 In respect of any work we do for you that is 

considered by us to be “project” work (i.e. that which 

does not require you to agree to a minimum term during 

which you will pay for and receive services), you may 

terminate this agreement at any time with or without 

notice. Upon termination the whole of the Fee may 
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become payable (depending on the terms of the 

Engagement Letter) or alternatively you must pay us for 

any work we have done up to the point instructions are 

withdrawn on the basis of our standard hourly rates. In 

addition, you must pay any VAT or disbursements 

incurred and you shall not be entitled to any refund in 

respect of any amount already paid except at our 

discretion. Any written notice should be sent to our 

principal place of business. 

13.5 In respect of any work we do for you that is 

considered by us to be “retained” work (i.e. which 

requires you to agree to a minimum term during which 

you will pay for and receive services), this agreement 

may be terminated by either party giving three months’ 

written notice to the other to expire no earlier than the 

1st anniversary or, if later, any minimum term specified 

in the Engagement Letter (which might be referred to in 

the Engagement Letter as an “initial period”). Such 

“retained” work agreement will continue until such time 

as it is terminated in accordance with these terms. Any 

written notice should be sent to the recipient’s principal 

place of business. 

13.6 In respect of clauses 13.4 and 13.5 above, we 

may agree at our sole discretion that an alternative 

amount may be paid or that a refund of any amount may 

be made, following termination of this agreement for 

any reason. 

13.7 Notwithstanding this clause 13 or the Terms, it 

shall be open to the parties to agree to terminate this 

agreement on such other terms as they may agree 

between them. 

14. The Consumer Contracts (Information, 

Cancellation and Additional Charges) Regulations 2013 

14.1 If you have engaged us in a personal capacity 

and are not acting on behalf of your trade, business, 

craft or profession, then you may be entitled to a 14 day 

cooling off period during which you may cancel this 

agreement if any of the following circumstances apply: 

 

a) We met with you somewhere other than at our 

offices and at that meeting we agreed to act in 

this matter; 

b) We met with you somewhere other than at our 

offices and at that meeting you asked us whether 

we could act in this matter. At some point after 

that meeting we agreed to act; 

c) We personally and individually addressed you 

somewhere other than at our offices and 

immediately afterwards effected the contract 

either in our offices or by telephone or email. 

Any cancellation should be emailed, posted or faxed to 

us for the attention of the Fee Earner notified to you.   

14.2 However, if you would like us to commence 

work within the 14 day period, you must confirm this to 

us in writing and you will be liable to pay us for any work 

done prior to any subsequent cancellation.  If you 

instructed us to commence work early, your right to 

cancel is lost if all the work is completed before you 

cancel.  

15. Conclusion of your Case 

15.1 You agree that we may store copies of your file for 

such period of time as we consider reasonable. Without 

prejudice to the generality of this sub-clause, this will 

usually be so that we may comply with our professional 

and regulatory duties. Unless otherwise agreed in 

writing, we will be entitled to destroy the records after 

six years.  

15.2 Where we do not receive any further 

instructions from you on a particular matter for a period 

of two months or more, then, unless we agree otherwise, 

your instructions will be deemed to have been 

completed.  Accordingly, any outstanding part of the Fee 

shall become due immediately and any further 

instructions received may incur additional fees.  

16.  Limitation of Liability 

16.1 To the extent permitted by law, we will not be 

liable for any costs, claims, expenses or any failure or 
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default in the provisions of our work for you caused by 

the provision of false, misleading or incomplete 

information or documentation or due to the acts or 

omissions of any person not employed by us. 

16.2 To the extent the law permits, our maximum 

liability to you for any claim (including, without 

limitation, breach of contract, negligence or breach of 

statutory duty; and all claims arising from the same 

act/omission or from a series of acts/omissions that are 

related are to be treated as one claim) shall not exceed 

£3,000,000 (three million pounds sterling). 3HR shall 

maintain appropriate professional indemnity insurance 

in respect of the work carried out under the Terms. That 

insurance is currently with Axis Specialty Europe SE, 60 

Great Tower Street, London EC3R 5AZ. The territorial 

limit is the UK unless you have been specifically told by 

us otherwise. 

16.3 Claims may only be brought against 3HR and 

shall not be brought against any officer, employee, agent 

or consultant of 3HR. To this extent all officers, 

employees, agents or consultants of 3HR may enforce 

this clause in accordance with the Contracts (Rights of 

Third Parties) Act 1999. 

17. Anti-Bribery statement  

Our policy is to act at all times in accordance with the 

highest professional, ethical and business standards, and 

we expect you to act in like manner in all your dealings 

with us.  We will not tolerate corruption in our business 

and would expect the same standards from those we do 

business with. 

18. Non-soliciting  

Without prior agreement, neither we nor you shall offer 

employment or consultancy work to any officer or 

employee, agent or consultant working on your matter 

or induce or solicit any such person to take up 

employment or consultancy work with the other party 

for a period of not less than 12 months following the end 

of the involvement by the individual concerned with any 

work pursuant to the Terms. Either party in breach of 

this clause shall be liable to pay the other party damages 

equal to a lump sum of six months’ salary of the 

individual concerned calculated at the time of the 

breach. The parties agree that this is a genuine estimate 

of the damages they would suffer as a result of such 

breach. 

19.  Third Party Claims  

The Contracts (Rights of Third Parties) Act 1999 shall not 

apply to this agreement (save as set out in clause 16.3 

above) and no person other than you and 3HR are 

intended to, or shall have, any rights under it. It shall not 

be necessary to obtain the consent of any third party in 

order for the Terms (or any of the individual terms) to be 

varied, amended or modified or for this agreement to be 

suspended, cancelled, terminated or rescinded. 

20.  Applicable law  

This agreement shall be construed in accordance with 

the laws of England and the parties submit to the 

exclusive jurisdiction of the courts of England and Wales. 

21.  Enforceability  

 Should any provision of this agreement be held to be 

invalid or unenforceable then that provision shall be 

given no effect and shall be deemed not to be included 

in this agreement but without invalidating any of the 

remaining provisions of this agreement or the 

agreement as a whole. 

22. General 

22.1  You shall be deemed to accept the Terms if, 

following receipt of the Engagement Letter and these 

Terms of Business (collectively, “the Terms”), you 

instruct us to carry out the work specified in the 

Engagement Letter. If we have already commenced the 

work specified in the Engagement Letter at the time of 

your receipt of the Terms then you shall be deemed to 

accept the Terms if you do not raise any objection to 

them within 3 working days of receipt of them. Unless 

we agree otherwise, these Terms of Business will apply 

to any future instructions from you to us. 
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22.2   A delay or failure by 3HR to exercise any right or 

remedy, whether existing under this agreement or as a 

matter of law or otherwise, shall not constitute a waiver 

of such right or remedy. 

 

3HR Corporate Solicitors Limited is a Solicitors Practice, 

authorised and regulated by the Solicitors Regulation 

Authority, No. 597935. The registered office of 3HR 

Corporate Solicitors Limited is New Broad Street House, 

35 New Broad Street, London EC2M 1NH, registered 

company in England and Wales No. 8198795. VAT 

Registration No. 163-5744-95. 

 

SCHEDULE 1 – DATA PROTECTION 

1. Data Controller and Data Processor 

The parties agree that, for any personal data provided by 

you to us (the “Protected Data”), you are the Data 

Controller and we shall be the Data Processor. 

2. Compliance with Data Protection Laws  

Each party shall comply with the Data Protection Laws. 

You shall at all times comply with all Data Protection 

Laws in connection with the processing of Protected 

Data. You shall ensure all instructions given by you in 

respect of Protected Data shall at all times be in 

accordance with Data Protection Laws. 3HR shall process 

Protected Data in compliance with the obligations 

placed on it under the Data Protection Laws and these 

Terms. 

3.          Details of Processing and Instructions 

3.1 The processing to be carried out by 3HR under 

this agreement shall only comprise the processing set 

out in Appendix 1 (Data Processing Details), as updated 

from time to time by the written agreement of the 

parties, and such other processing as you may notify to 

us from time to time. 

3.2 3HR shall:  

(a) process the Protected Data only on and in 

accordance with your instructions as set out in this 

clause 3 and Appendix 1 (Data Processing Details), and 

as updated from time to time by the agreement of the 

parties and such other processing as you may notify to 

3HR from time to time (“Processing Instructions”);  

(b)  not process the Protected Data except on the 

Processing Instructions, unless required to do so by 

applicable law, in which case 3HR shall notify you of any 

such requirement before processing the Protected Data 

(unless that law prohibits such information on important 

grounds of public interest); and 

(c)  immediately inform you if, in 3HR’s opinion, 

your instructions infringe the Data Protection Laws and 

explain the reasons for its opinion. 

4.          Personnel requirements 

4.1 3HR shall ensure that 3HR personnel processing 

the Protected Data have committed themselves to 

confidentiality under a written contract;  

4.2 3HR shall take all reasonable steps to ensure the 

reliability of its personnel processing Protected Data and 

that 3HR personnel processing the Protected Data 

receive adequate training on compliance with this 

Schedule and the Data Protection Laws. 

5. Technical and organisational measures  

5.1 3HR shall implement and maintain appropriate 

technical and organisational measures against the 

unauthorised or unlawful processing of the Protected 

Data and against the accidental loss or destruction of, or 

damage to, the personal data to ensure a level of 

security appropriate to:  

a) the harm that might result from such 

unauthorised or unlawful processing or accidental loss, 

destruction or damage; and 

b) the nature of the data to be protected,  
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in such a manner that the processing will meet the 

requirements of the Data Protection Laws and ensure 

the protection of the rights of Data Subjects. 

5.2    3HR, without prejudice to clause 8 of this 

Schedule, insofar as is possible, shall assist you in the 

fulfilment of your obligation to respond to data subject 

requests relating to the Protected Data. 

6. Security of processing 

6.1 Without prejudice to clause 5.1, 3HR shall, in 

respect of the Protected Data processed by it under this 

Agreement:  

(a) comply with the requirements regarding security 

of processing set out in the Data Protection Laws and in 

this Schedule including, but not limited to, the security 

measures set out in Appendix 2 (Security Measures); and 

(b) take steps to ensure that any natural person 

acting under its authority who has access to Protected 

Data does not process them except pursuant to the 

Processing Instructions (unless required to do so by 

applicable law, in which case 3HR shall notify you as 

soon as practicable of any such requirement). 

7. Using other processors 

7.1 3HR shall not engage another Data Processor for 

carrying out specific processing activities in respect of 

the Protected Data without your prior consent, which 

shall not be unreasonably withheld or delayed. 

7.2 3HR shall immediately cease using a Sub-

Processor to process the Protected Data upon receiving 

written notice from you requesting that the Sub-

Processor ceases processing the Protected Data for 

security reasons or concerns about the Sub-Processor’s 

ability to carry out the relevant processing in compliance 

with the Data Protection Laws. 

Prior to the relevant Sub-Processor carrying out any 

processing activities in respect of the Protected Data, 

3HR shall appoint each Sub-Processor under a written 

contract containing materially the same obligations as 

under this Schedule that is enforceable by 3HR and 

ensure each such Sub-Processor complies with all such 

obligations. 3HR shall remain fully liable to you under 

these Terms for all the acts and omissions of each Sub-

Processor as if they were 3HR’s own and 3HR shall 

ensure that all persons authorised by any Sub-Processor 

to process Protected Data are subject to a binding 

written contractual obligation to keep the Protected 

Data confidential. 

8. Data Subject rights 

3HR shall, if it receives any complaint, notice, 

communication or data subject request, which relates 

directly or indirectly to the processing of the Protected 

Data or to either party's compliance with the Data 

Protection Laws in respect of the Protected Data, 

immediately notify you and provide you with full co-

operation and assistance in relation to any such 

complaint, notice, communication or data subject 

request (and shall not respond to the Data Subject 

without your prior approval unless required to do so by 

law), subject always to our professional duty of 

confidentiality. 

9. Data transfers outside the European Economic 

Area 

9.1 3HR shall not transfer, or allow the onward 

transfer of, any Protected Data to any country outside 

the European Economic Area (“EEA”) without your prior 

consent. 

9.2 If you consent to the transfer of the Protected 

Data outside EEA, 3HR shall ensure that such transfer 

(and any onward transfer):  

(a) is pursuant to a written contract including 

provisions relating to security and confidentiality of the 

Protected Data; 

(b) is effected by way of Appropriate Safeguards;  

(c) complies with clause 3; and  
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(d) otherwise complies with the Data Protection 

Laws. 

10. Records, assistance and audits 

10.1 3HR shall maintain complete, accurate and up to 

date written records of all categories of processing 

activities carried out on behalf of you, containing such 

information as required by the Data Protection Laws.  

10.2 3HR shall (at your cost) assist you in ensuring 

compliance with your obligations pursuant to Articles 32 

to 36 of the GDPR (and any similar obligations under 

applicable Data Protection Laws) taking into account the 

nature of the processing and the information available 

to 3HR. 

10.3 3HR shall (at your cost), taking into account the 

nature of the processing, assist you (by appropriate 

technical and organisational measures), insofar as this is 

possible, for the fulfilment of your obligations to 

respond to requests for exercising Data Subjects’ rights 

under Chapter III of the GDPR (and any similar 

obligations under applicable Data Protection Laws) in 

respect of any Protected Data. 

10.4 3HR shall, in accordance with Data Protection 

Laws, make available to you such information that is in 

3HR’s possession or control as is necessary to 

demonstrate 3HR’s compliance with the obligations 

placed on it under this Schedule and to demonstrate 

compliance with the obligations on each party imposed 

by Article 28 of the GDPR (and under any equivalent 

Data Protection Laws equivalent to that Article 28), and 

allow for and contribute to audits, including inspections, 

by you (or another auditor mandated by you) for this 

purpose. 

11. Breach notification 

11.1 In respect of any Personal Data breach (actual or 

suspected) related to your use of 3HR’s services, 3HR 

shall:  

(a) notify you without undue delay and in writing on 

becoming aware of any Personal Data Breach in respect 

of any Protected Data; and 

(b) provide reasonable cooperation and assistance 

to you in relation to any remedial action to be taken in 

response to a breach, including regarding any 

communication of the breach to the natural persons 

whose Personal Data is affected (subject to your 

authorisation). 

11.2 You shall be entitled to share any notification 

and details provided by 3HR under clause 11.1 with the 

Supervisory Authority. 

12. Deletion or return of Protected Data and copies 

3HR shall without delay, at your written request, either 

securely delete, destroy or securely return (at your cost 

and option) all the Protected Data to you (in such form 

as reasonably requested by you) after the end of the 

provision of the relevant services related to processing 

or, if earlier, as soon as processing by 3HR of any 

Protected Data is no longer required for the purpose of 

3HR’s performance of its obligations under these Terms, 

and securely delete existing copies (unless storage of any 

data is required by applicable law or our professional 

obligations and if so, shall inform you of any such 

requirement).  

This Schedule shall survive termination or expiry of this 

Agreement. 

APPENDIX 1 - DATA PROCESSING DETAILS 

SUBJECT-MATTER OF PROCESSING:  

Protected Data provided by you in relation to 3HR’s 

provision of services to you. 

DURATION OF THE PROCESSING:  

For the duration of the provision of 3HR’s services to you, 

plus 6 years (or 12 years in the case of deeds). 

NATURE AND PURPOSE OF THE PROCESSING:  
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3HR will process Protected Data for the purposes of 

providing the services to you in accordance with these 

Terms and your instructions, which includes the use of 

3HR’s cloud-based file management system.   

TYPE OF PERSONAL DATA:  

Data relating to individuals provided to 3HR by you or at 

your direction. The data includes but is not limited to:  

• Data subject profile data (first name, surname, 

nationality, passport/ID details) 

• Email and physical address 

• Telephone number 

• Details required for visa applications (home 

address, employment details, salary details, 

marital status) 

• Biographical data 

• Data of evidential value 

• Special categories of data (if appropriate) 

You may submit special categories of data to 3HR 

relating to information about an individual’s health, 

criminal records and information revealing ethnic origin. 

CATEGORIES OF DATA SUBJECTS:  

Data Subjects include the individuals about whom data is 

provided to 3HR by you or at the direction of you, which 

includes but is not limited to employees, contractors, 

business partners or other individuals. 

APPENDIX 2 – SECURITY MEASURES 

In accordance with the Data Protection Laws, taking into 

account the state of the art, the costs of implementation 

and the nature, scope, context and purposes of the 

processing of the Protected Data to be carried out under 

or in connection with these Terms, as well as the risks of 

varying likelihood and severity for the rights and 

freedoms of natural persons and the risks that are 

presented by the processing, especially from accidental 

or unlawful destruction, loss, alteration, unauthorised 

disclosure of, or access to the Protected Data 

transmitted, stored or otherwise processed, 3HR shall 

implement appropriate technical and organisational 

security measures appropriate to the risk, including as 

appropriate those matters mentioned in Articles 32(1)(a) 

to 32(1)(d) (inclusive) of the GDPR. 

 

 


