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Employer Due Diligence Policy

Introduction

This policy sets out the due diligence process followed before Tolley can initiate
apprenticeship applications. Its purpose is to ensure that employers can provide supportive
and compliant apprenticeships. The policy applies to both new and existing employers who
wish to enrol new apprentice starts with Tolley.

Employer due diligence is an organisational review and is separate from apprentice
onboarding which includes eligibility and funding checks. Whilst a successful due diligence
review will allow employers to progress with applications, it does not automatically confirm
that an individual apprentice, cohort or training agreement has been approved to start.

Finances

Tolley will review each employer’s payment history and any outstanding balances owed.
Tolley will not accept any new apprenticeship enrolments in the following scenarios:

1) where there are overdue, unpaid invoices that are not subject to a genuine dispute;
or

2) where there are repeated payment issues, for example, a pattern of late payments or
non-response to queries.

Where an invoice is in dispute, Tolley will consider this on a case-by-case basis. Employers
are expected to engage promptly and constructively to resolve the dispute.

Where an employer resolves any outstanding balances and addresses any repeated issues,
Tolley will review the request to enrol new apprentices and may put in place additional
conditions or controls, as set out later in the policy.

Participation

Where an employer has previously enrolled apprentices, Tolley will review their engagement
with the apprenticeship programme before accepting new starts.

Tolley may decide not to allow new enrolments where there have been concerns raised.
Examples include, but are not limited to:

N

Failure to meet the apprenticeship commitments set out in apprentice training plans;

)
2) lIrregular, incomplete or late recording of off-the-job;
3) Failure to sign or return requested apprenticeship documentation;
4) Missed deadlines;
5) Non-attendance at review meetings or training sessions;
6) Limited engagement with Tolley’s requests for information and/or support.

Where employers can demonstrate that concerns have been satisfactorily addressed, Tolley
will review the request to enrol new apprentices and may put in place reasonable conditions
or controls, as set out later in this policy.

Withdrawals
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Tolley will review employer withdrawal rates before accepting new apprentice starts. Where
an employer has a withdrawal rate of 20% or higher, Tolley may decide not to accept any
new enrolments.

When reviewing withdrawal rates, Tolley will consider the size of the employer’s cohort and
the reasons for withdrawals to ensure decisions are made fairly and in context. For example,
where withdrawal reasons indicate concerns about the employer’s ability to support
apprentices or provide suitable learning opportunities, new starts will not be allowed.

Where an employer can demonstrate that reasons for previous withdrawals have been
addressed and have put in place an action plan to reduce future withdrawals, Tolley will
review new apprentice requests. Tolley may put in place reasonable conditions and controls,
as set out in the next section of this policy.

Controls and Conditions

Where concerns are identified during this due diligence process, Tolley may decide to allow
new apprentice enrolments to proceed subject to reasonable controls or conditions. These
will be applied on a case-by-case basis and will depend on the nature and level of risk
identified.

Controls or conditions may include, but are not limited to:

1) Limiting the number of apprentices the employer can enrol within a cohort;

2) Delaying new apprentice starts until outstanding actions are complete, such as
payment of overdue invoices;

3) Attendance at a mandatory planning meeting before enrolment begins;

4) Requiring the employer to identify a named senior manager who can oversee the
apprenticeship provision;

5) Increasing the frequency of progress reviews and/or monitoring meetings;

6) A signed action plan agreed between the employer and Tolley.

Tolley will confirm any controls or conditions with the employer before applications progress.
Tolley will review these once the employer has demonstrated sustained improvement.

Where controls or conditions are not met, Tolley may decide not to progress applications and
pause further enrolments until concerns are resolved.
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