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	Source


	

	Employer Details

	Organisation Name:
	

	Address:


	

	Postcode:
	

	No. of employees for location


	
	Total No. of Employees UK
	

	Describe the products services of the business
	

	

	Employer Contacts:

	Name
	

	Job Role
	

	Direct Telephone No.
	

	Mobile No.
	

	Email
	

	

	Company Structure

	Sites:

	Other details:



	
	No. of Learners
	Category of training e.g. NVQ & Type, Skills for Life, Apprenticeship, Bespoke, Other
	Level

	1.


	
	
	

	2.


	
	
	

	Notes:



	People Strategy

	Does the business have Performance Management?
	

	Training

	Does the business have a Training Plan?
	

	Does the business have a Training Budget?
	

	Has the business done training in the last 12 months?
	

	Description of training
	

	Was any of this training funded?
	

	Does the business have to do any statutory training?
	

	Does the business have a skills matrix?
	

	Does the business undertake TNA’s
	

	Does the business have an appraisal system?
	

	If yes when do these take place?
	

	Does the business have Union Learning Reps?
	

	Are the company interested in the Skills Pledge?
	

	Training Summary
	

	Recruitment

	Does the business have a process for recruitment?
	

	More details on the recruitment process
	

	Does the business currently have any vacancies?
	

	Does the business have an induction programme?
	

	Does the business conduct exit interview?
	

	Does the business have apprenticeships/offer work experience 
	

	

	Business Strategy 

	Vision and Objectives

	What is the vision for the business?


	

	What are the key objectives for the business over the next two years?


	

	Is this communicated to tall staff?


	

	More detail


	

	SWOT Analysis

	Strengths:


	

	Weakness:


	

	Opportunities:


	

	Threats:


	

	

	People Strategy

	Does the business have Performance Management?
	

	Training

	Does the Business have a Training Plan?
	

	Does the Business have a Training Budget?
	

	Has the business done training in the last 12 months?
	

	Description of training


	

	Was any of this training funded?


	

	Does the business have to do any statutory training?
	

	Does the business have a skills matrix?
	

	Does the business undertake TNA’s?
	

	
	


	Referrals 

	Agreed Action


	

	Referred to:
	

	Referral e-mailed to LP’s:
	

	Next Steps e-mailed to Employer:
	

	Further Actions

	

	Timescale 
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