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	Checklist item
	Description
	By Whom/When/Notes
	Checked
	Completion and Next Steps

	Employer Roles and Responsibilities Schedule
	A one-page summary of agreed roles and responsibilities between named employer contact(s) and training contacts for each element of the training programme, set out using the checklist information below.
	
	
	Sent out and agreed with employers during onboarding meeting. Agreed actions and outcomes on the training plan

	General Principles of Effective Employer Contracting


	Up to date copies of the funding rules, documentation and contracting requirements
	Collation of up-to-date documentation. Review of website/email communications pointing to updates and changes. Annual review of internal paperwork to ensure all references are contemporary.
	
	
	

	Planning Compliance
	Ensure you have up to date information about off-the job requirement and discuss who is delivering and monitoring and recording off the job activity
	
	
	

	Planning Training
	Ensure there is a commitment to either co-creation, co-design or agreement to support the Learning Objectives of the apprenticeship
	
	
	

	Clarity of Roles and Responsibilities
	The contract is designed to set out roles and responsibilities, accountabilities and formalities. Set out a matrix of relationships, at all levels, to make clear how communications will work
	
	
	

	Reporting Process
	Who is undertaking the monitoring and performance of the programme, apprentices and ongoing recruitment, as well as staffing levels.
	
	
	

	
	
	
	
	

	Agreement to Recruit Apprentices

	Ensure apprentice is a suitable match
	By going beyond a skills scan, or fully analysing the outcomes, to ensure the apprenticeship specifically builds on existing skills.
	
	
	

	Readiness check
	• Line manager or supervisor assigned 
• Understand the internal redundancies 
• Employer management team co-designing the apprenticeship
• Employer has identified and protected the resources needed to complete the apprenticeship 
• Apprentice understands the primacy of the KSBs in the programme 
	
	
	

	[bookmark: _Hlk187326794]Onboarding
	Information gathering activity
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	Analysis of apprentice data
	
	
	

	
	Evaluation and plan formation
	
	
	

	
	Action plan formation
	
	
	

	
	Implementation
	
	
	

	Initial (IA) and Diagnostic (DA) assessment
	Exercise to identify prior learning
	
	
	

	
	Role description and/or job description review with apprentice
	
	
	

	
	Resource requirement
	
	
	

	
	Skills scan input s and outputs – reporting and dissemination
	
	
	

	
	Wider apprentice support and resources
	
	
	

	Employer meetings
	Summary of outcomes and setting up of the initial progress review (link to Employer Roles and Responsibilities Schedule)
	
	
	

	Employer Relationship Management

	Element One
	Employer and Apprentice induction outcomes agreed in advance
	
	
	

	Element Two
	Clarifying the service offer. Each aspect of the apprenticeship has been fully discussed
	
	
	

	Element Three
	The onboarding activity has been completed and discussed as part of employer relationship management
	
	
	

	Element Four
	Early performance indicators (issues like attendance for new recruits, but levels of engagement and interest for existing employees form a similar indicator)

	
	
	

	
	Implementation of IA and DA outcomes and effectiveness of information flow

	
	
	

	
	Ensuring wider welfare issues are identified and addressed

	
	
	

	
	Functional skills or similar progress in Maths, English and Digital literacy is in place

	
	
	

	
	Reporting of performance and usage of the training plan or e-portfolio platform

	
	
	

	
	The compliance checks are secure and start dates, funding and training plans are in place as required by the funding rules at the time of recruitment.
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	Completion of the training plan – whether it is bespoke or using a prescribed template
	
	
	

	Element Six
	Progress Monitoring – discussions captured in the contracting process
	
	
	

	Element Seven
	Readiness for Assessment. Agreed parameters for training completion and when assessment commences
	
	
	

	[bookmark: _Hlk187332890]Element Eight
	Agree when training completes and how funding will flow into EPA
	
	
	

	Training Price Considerations

	Eligible Costs 
	Establish the map of costs and ensure this is agreed at the outset
	
	
	

	Future revenue/resources and undiscovered costs
	Establish the likely areas of resource requirement and establish who is accountable and liable
	
	
	

	Curriculum Planning and Training Plans

	Agree using skills scans, the onboarding experience
	Agreeing in the incoming experiences and the planning of the initial period of training
	
	
	

	Areas of the programme KSBs or Learning Objectives where the employer has primacy for delivery.
	Agree the suite of KSBs prioritised for training
	
	
	

	The employer has agreed Learning Objectives and Learning Targets for any given period within the apprenticeship programme
	Initial suite of Learning Objectives, particularly the opening three months of delivery
	
	
	

	Assessment of performance is planned and agreed in advance
	How is the apprentice’s performance to be monitored and reported. How will ‘at risk’ criteria be identified and tackled
	
	
	

	Participation in progress reviews is in place.
	Agree how the tripartite relationship will work



	
	
	

	Progress Reviews and Supervision

	The timetable for delivery (the sequenced curriculum)
	The creation of a firm year one diary and proposed plans for subsequent periods
	
	
	

	The pattern of progress reviews 
	How will progress reviews be undertaken to support compliance and apprentice development
	
	
	

	The attendees and how recording will be disseminated 
	Ensuring employer involvement and accountability in progress reviews
	
	
	

	The initial series of Learning Objectives 
	The curriculum plans at the outset to promote best practice and avoid bad habits – removing ‘at risk’ factors
	
	
	

	Working with Assessment Organisations

	Agree the arrangements for EPA planning
	Capture all the considerations for EPA planning and preparation at the outset
	
	
	

	House Terms and Conditions

	Contracting documentation
	Agree the contract template that you wish to use. You must ensure that the terms of the contract are compliant and will offer the oversight and accountability needed.
	
	
	

	Disputes, Failures or Non-Agreements

	Agree processes for withdrawal, at risk and non-completion
	Capture agreements for areas of dispute, withdrawal or non-completion
	
	
	





CFO Toolkit – Employer Contracting Checklist © UVAC 2025 						Page < # > of < # >​​ 

image1.png
UNIVERSITY VOCATIONAL AWARDS COUNCIL




