Employer Responsibilities Check List

	Action
	Tick (
	Notes

	Confirmation of Direct Payment or ILF funding (number of hours and rate per hour)            


	
	

	Separate bank account set up


	
	

	Advert


	
	

	Job description


	
	

	Application form


	
	

	Covering letter


	
	

	Advertising 


	
	

	Short listing


	
	

	Interviews


	
	

	References


	
	

	Evidence that applicant is legally allowed to work in the UK (checked and copied)


	
	

	Check if employee is from A8 country- does employee need to be registered with Home Office? 
If Yes, advise employee to register with home office and take copy of completed registration application form.
	
	

	Disclosure Check

(if required)


	
	

	Employer’s Liability Insurance


	
	

	Indemnity Insurance 
(if desired)
	
	

	Risk Assessment


	
	

	Terms & Conditions of Employment


	
	

	Offer of appointment letter


	
	

	Payroll visit 

(if needed)

	
	

	Staff Training 

(if identified and required)


	
	

	Induction for Staff


	
	

	LCiL Training Info Considered 

(for employer)


	
	

	If Relief Staff Employed:

Zero hours contract given
	
	

	Cover arranged for Holidays & Sickness 


	
	

	Set Up Administration System


	
	

	If Receiving Direct Payments:

Complete quarterly returns for council.
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