
Employer Agreement

[Gateway’s name and address]

[contact name and details]

[Insert date]

[Employer's name]
[Employer's address]

Attn: [Employer’s contact name]
By email to: [Employer’s contact email address]

Dear [Insert Employer’s contact name],

Kickstart Scheme – Funding Letter

We are pleased to inform you that the Secretary of State for Work and Pensions
(DWP) has accepted our application to take part in the Kickstart Scheme and work
with you to create jobs for young people at risk of long-term unemployment. This
letter explains what happens next and how you can access candidates and funding
for your Kickstart Scheme vacancies.

Before DWP will submit candidates for your Kickstart Scheme vacancies or provide
any grant funding, you will need to enter into an agreement with us that explains
what you can use the funding for and the standards you will need to uphold as a
recipient of public money. 

The agreement between you and us (Kickstart Employer Agreement) comprises:
 this Funding Letter, which gives you an overview of your duties as a Kickstart

Scheme employer and the funding; and 
 the Kickstart  Scheme Terms and Conditions for  Gateways and Employers

available  at  https://www.gov.uk/government/publications/kickstart-scheme-
terms-and-conditions, as updated from time to time (the Conditions). 

Once you sign this Funding Letter, the Kickstart Employer Agreement between you
and us will take effect. Please ensure you have read and understand this Funding
Letter and the Conditions.

Unless the context otherwise requires, capitalised expressions used in this Funding
Letter have the same meanings as in Annex 1 of the Conditions. 

https://www.gov.uk/government/publications/kickstart-scheme-terms-and-conditions
https://www.gov.uk/government/publications/kickstart-scheme-terms-and-conditions


1. Kickstart Scheme overview

The table below explains what you can use Kickstart Scheme funding for and how it
will be paid:



Funded
Activities

We will provide you with Grant funding from DWP to help you
provide  six  months  of  paid  employment  for  young people,
including  employability  support  to  develop their  work  skills
and  to  help  them  find  future  employment.  The  activities
funded are as follows:

1. Funding will be used to create  six-month, meaningful
jobs for young people, aged 16-24, who are claiming
Universal Credit and referred to you by DWP (directly
or via us) for employment opportunities (Participants).

2. Funding  can  only  be  used  by  you  to  employ
Participants in new jobs. The jobs must not:
 replace existing or planned vacancies; and/or
 cause  existing  employees,  apprentices  or

contractors  to  lose  work  or  reduce  their  working
hours.

3. All jobs supported by Grant funding must:
 be  for  a  minimum  of  25  hours  a  week,  for  six

months; and
 pay at least the National Minimum Wage/National

Living  Wage  (as  applicable)  for  the  Participant’s
age  group  and  national  insurance  and  minimum
automatic enrolment contributions.

4. You will  help Participants to develop their  skills  and
experience to find work with you or another employer
after completing the Kickstart Scheme. 

A more detailed description of the Funded Activities is set out
in Annex 2 (Funded Activities) of the Conditions.

Maximum 
number of 
employment 
opportunities to 
be funded

[Insert details]

The maximum number of employment opportunities funded,
and the  amount  of  funding provided may be increased or
decreased from time to time as explained in the Conditions,
including clauses 3 and 21.

Funding Period The period from the date on which the Kickstart  Employer
Agreement takes effect until the Project End Date.

Project End Date 31 December 2021. 

Please note:
 The Kickstart Employer Agreement may be terminated

earlier as explained in the Conditions. 
 The Project End Date may be extended if DWP 



chooses to extend the Kickstart Scheme.

Payment
Schedule

DWP will provide us with Grant funding to contribute to our
costs and the costs of the employers we represent, including
you. From this Grant funding, we will pay you the following for
each  Participant  employed  by  you  in  accordance  with  the
requirements of the Kickstart Employer Agreement:

1. Initial payment of £[insert amount – to be agreed by
the  gateway  and  the  employer]  for  set-up  costs,
support and training. 
 DWP  will  only  provide  us  with  funding  for  this

payment when it is satisfied that the Participant has
started employment with you.

2. Monthly wage cost payments, paid in arrears, for each
Participant.
 DWP will  only  provide  us  with  funding  for  these

payments on confirmation that the Participant has
been  paid  through PAYE by  you in  the  previous
month. 

The  monthly  wage  cost  payments  will  cover  for  each
Participant in the relevant time period  100% of the relevant
National  Minimum  Wage  (or  the  National  Living  Wage
depending on the age of the Participant) for 25 hours a week
plus  the  associated  employer  National  Insurance
contributions  and  minimum  automatic  enrolment
contributions.

A more detailed description of how payment works is set out
in  Annex  3  (Payment  Schedule)  of  the  Conditions.  This
includes how payment will be adjusted if the Participant stops
being employed as part of the Kickstart Scheme before the
end of the intended six-month employment period.

Review We and DWP may review the Funded Activities during the
lifetime of the Funding Period.

Employer
Representative

[Insert name, title and contact details (phone and email) of
Employer's main point of contact for the Kickstart Scheme]

Gateway
Representative

[Insert name, title and contact details (phone and email) of
the  Gateway’s  main  point  of  contact  for  the  Kickstart
Scheme]



2. PAYMENT

2.1 DWP provides Grant funding for the Kickstart Scheme pursuant to section 2
of the Employment and Training Act 1973.

2.2 Subject  to  your  compliance  with  the  terms  of  the  Kickstart  Employer
Agreement, we will make payments to you in accordance with the Payment
Schedule. We will pay you as soon as possible and in any event within five
(5) Working Days after we receive the Grant funding from DWP. 

2.3 DWP may contact  you  from time  to  time  to  check  how quickly  you  are
receiving payments from us. Requests for payment must not be submitted to
DWP.

2.4 We will ask you for details of the bank account into which payments will be
made. This bank account must be in the name of your business and located
in the UK. All payments will be made in pound sterling (GBP) into this bank
account.

3. THE KICKSTART EMPLOYER AGREEMENT BETWEEN YOU AND US

3.1 The Kickstart Employer Agreement is a legally binding agreement between
you and us so please make sure you understand what your obligations are.
Failure to comply with the terms and conditions of the Kickstart Employer
Agreement may result in payments being suspended, reduced, reclaimed or
withheld, and/or your involvement in the Kickstart Scheme ending, without
prejudice to any other civil or criminal sanctions which may be appropriate.

3.2 You should note that DWP is entitled to enforce the terms of the Employer
Agreement as if it was us. If requested by DWP, we will provide DWP with a
signed copy of the Kickstart Employer Agreement between you and us.



4. FILLING VACANCIES & NO GUARANTEE OF FUNDING

4.1 You will  provide  full  details  of  the proposed Kickstart  Scheme vacancies
being offered by you following the signing of this Funding Letter. DWP will
review  the  vacancies,  check  they  match  the  Eligibility  Criteria  for  the
Kickstart Scheme and refer any suitable candidates from its records for the
vacancies. DWP reserves the right not to refer people to fill the vacancies or
provide Grant funding for them if you or any of the vacancies do not meet the
Eligibility Criteria for the Kickstart Scheme in its opinion. You understand that
there is no guarantee of any funding or obligation on us or DWP to provide it.

4.2 DWP will only provide Grant funding for you to engage candidates referred
to you by DWP. This allows DWP to check that the candidate is properly
employed and receiving salary and ensure that public money is being used
appropriately.

5. ACCEPTING THE OFFER

To accept this offer of funding, please arrange for an authorised signatory to
sign and date this Funding Letter as indicated below and return it  to the
following address within one calendar month of receipt (Deadline):

[add return address details]

DWP will  not  refer  candidates or  provide funding until  it  receives written
confirmation from us that a Kickstart Employer Agreement is in place with
you. If we do not receive this documentation by the Deadline, this offer of
funding will lapse. If you will not be able to meet the Deadline or have any
other questions about this Funding Letter, please let us know immediately. 



6. DECLARATION

6.1 By signing this Funding Letter, you warrant and represent that:

6.1.1 your obligations under the Kickstart Employer Agreement are legal,
valid, binding and enforceable.

6.1.2 all authorisations and consents necessary to enable you to enter into
and perform the  obligations in  the  Kickstart  Employer  Agreement
have been obtained.

6.1.3 you  have  read  and  understand  the  application  criteria  for  the
Kickstart  Scheme  (available  at
https://www.gov.uk/government/collections/kickstart-scheme)  and
your  business  and  the  vacancies  provided  by  you  meet  those
criteria;

6.1.4 the person signing this Funding Letter is duly authorised to sign on
your behalf; and

6.1.5 your  Kickstart  Representative  referenced  in  the  table  above  is
authorised  to  make  decisions  and  provide  information  on  your
behalf.

Additional support sections – Please carefully read the below information for the optional support packages that have
been created to ensure participating kickstart Employers satisfy Kickstart rules through supporting in the delivery of
employability support for placements – 

EMPLOYMENT SUPPORT PACKAGE– The Source Academy Employability 
Support Package -

After  successful  application  and  support  into  employment  via  the  Kickstart
programme, employers will have already confirmed whether they wish to access
Meadowhall Training’s Employability Support Packages or deliver this themselves
as  part  of  their  own  intervention.  This  support  is  available  from The  Source
Kickstart Delivery Team to develop their new team members. This is seen as a
continuation  of  the  work  started  at  the  pre-employment  stage  and  will  help
identify additional support in several subject areas. 

Whilst supporting participants under Kickstart, our team will deliver and continue
support on Work Skills as outlined in the Employability Package set out below.

Specialist Tutors will be available to support new employees in the workplace
through the 6-month period. This support will include regular contact and action
plans  which  will  be  reviewed  and  updated.  The  employee’s  journey  will  be
monitored, and ongoing advice and guidance will be provided. 

Training and support can be delivered online, remotely or face to face and is
flexible in meeting current Covid restrictions and demands. A blended learning
and support approach can also be adopted to ensure that the training suits the
needs of the employee and the employer. 

https://www.gov.uk/government/collections/kickstart-scheme


Further to option A and following feedback from employers we have introduced a new 
extended support option for each kickstart placement to receive additional Emotional 
Wellbeing Support.

Happy and healthy employees are the driving force behind every successful 
business. Healthy employees not only take fewer sick days but have higher 
levels of job performance and motivation.

The Source and Local youth charity, Sheffield Futures has developed an 
emotional wellbeing support package for Kickstart employees. It is delivered by 
their award-winning youth emotional wellbeing service, Door 43. It is the perfect 
bolt-on to the employability support option A and will provide regular 
encouragement and promote resilience across their placement. 

It  is  expected  that  through discussion  with  the  individual  and  employer,  the
required amount of support is agreed. For a fee we will support and provide the
necessary employability skills for each participant. This would be paid to us on
receipt of the £1,500 grant. The employability element of support and outline of
responsibilities are described in Terms and Conditions and the outline of both
support options can be found below.

This is  optional  and will  be discussed prior to signing of this agreement.  Full
details of the cost of this service will be explained within this agreement and can
be found in summary below.

EMPLOYABILITY PACKAGE – £695pp (21 Guided Learning Hours) - These 
packages satisfies Kickstart employability support and will ensure enough 
training and mentoring is delivered to each placement

Day 1 (9.30am to 4.30pm – 7 GLH)

 Information, Advice, & Guidance (throughout)
 Introduction, covering:

o Expectations of employer
o Understanding company, its customer base and their role within

the company
o Character analysis
o Skills audit
o Networking
o IAG – progressions/opportunities for role

Day 2 (9.30am to 4.30pm – 7 GLH)

 Work Skills, covering:
o CV review
o Behaviour and conduct
o Communication strategies
o Confidence building
o Time management and organisation
o Problem solving
o Decision making
o Teamwork

Day 3 (9.30am to 4.30pm – 7 GLH)



 Mental Health Awareness 

Please advise  Yes or  No if  you would  like this  to  be added to your
agreement - Insert tick box 

ADDITIONAL WELLBEING  PACKAGE - £400 pp

Monthly Wellbeing Practitioner Calls

 Introduction and rapport/trust building 
 Identify emotional support the employee is receiving in the workplace 

and at home 
 Cover any of the topics listed as appropriate: 

o Mood 
o Confidence 
o Anxiety 
o Recognising feelings 

 Top techniques to take control of emotional wellbeing 

Workshop 1

 Introductions and icebreaker 
 Setting group agreements (ground rules) 
 Introduction to emotional wellbeing and why it's important 
 Themed learning 

o Safety 
o Trust 
o Sharing in the group 
o Building relationships 

 Identifying potential needs across the Kickstart journey 
 Top tips for being prepared for the journey 

Workshop 2

 Re-introductions and icebreaker 
 Setting group agreements (ground rules) 
 Sharing experiences and feelings in group 
 Themed learning 

o Resilience 
o Confidence 
o Future Aspirations 

 Reflection on what you have learned about yourself 
 Emotional wellbeing techniques 
 Alternative support available

Please advise Yes or No if you would like this to be added to your
agreement - Insert tick box 

2 - Additional fully funded training – 



For  employers  based  within  Sheffield  City  Region  it  is  expected  that  each
individual  be  supported  to  participate  in  the  following  areas  -  Excel
Spreadsheets,  Word  Processing,  Health  &  Safety,  Conflict  Management,
Character  Analysis,  Customer Service, Equality & Diversity,  First  Aid at  Work,
Digital Skills, Infection Control, GDPR - Data Protection, Business Administration,
English/Maths.  These  additional  support  areas  will  be  subject  to  agreement
between the Gateway Provider and Employer and are separate to the Kickstart
Employability Support Package –. 

* See https://thesourceacademy.co.uk/online-training-0  for  a  full  list  of  over
130 available courses. This offer is subject to eligibility and may not be available
to  all  100%  funded.  These  courses  are  available  to  everyone  and  can  be
purchased directly from The Source (prices are available on request).

Please  advise  Yes  or  No  if  you  would  like  to  be  contacted  about
additional FREE training - Insert tick box 

POST KICKSTART EMPLOYMENT - OPTIONS FOR APPRENTICESHIPS – 
NEXT STEPS

Shortly before the Kickstart placement finishes the employee and employer will 
have an opportunity to explore progression through Apprenticeships. This is a 
great way to develop the skills of a new employee or upskill your existing 
workforce and there are a wide range of apprenticeship qualifications available 
across a variety of industry sector.

We will help you understand apprenticeship programmes and how they can 
benefit you, as well as the funding support available to you and how to access it.

Our dedicated Kickstart Business Development Team will support you throughout
your apprenticeship journey, including helping you decide which apprenticeship 
is most appropriate. We also support with setting up your digital apprenticeship 
account.

Please  advise  Yes  or  No  if  you  would  like  to  be  contacted  about
Apprenticeships - Insert tick box 



Collection of Financial Details so Payments can be made - 

In order that grants can be paid directly to you we will need to collect payment 
details to enable the payments to be made electronically.

Grant Recipient Details -

Gateway Trading name – The Source 

Address of Gateway – 300 Meadowhall Way, Sheffield S9 1EA

Kickstart Ref Number (if applicable) -

Grant name – Kickstart 

Contact Name -

Contact Tel Number -

Contact Email Address -

Bank Details 

Sort Code -

Account Number -

Building Society Number (if applicable) -

Name on Account -

Account Type -

Bank Name -

Bank Address -



Summary of steps and important information 

 Apply online - https://thesourceacademy.co.uk/kickstart   - or email   
kickstart@thesourceacademy.co.uk

 Complete DWP Application form, sign Agreement and Job Description 
upload – Includes options for Employability support, Apprenticeship follow up 
and additional access to FREE online training  

 Interview and appoint placement on receipt of emails from DWP with 
available Kickstart placements 

 Provide Gateway Provider with details and reference number of 
successful applicant (Failure to do this may result in delays in payment 
of incentive) as payments will only be made by DWP to Gateways (The 
Source) on successful start and matching of Unique Kickstart Reference 
Number which will be forwarded to you via email from DWP after 
advertisements are live. 

 Details of the successful placements name and Reference Number needs to 
be sent to DWP and The Source on the day the learner starts employment

 Details of unsuccessful candidates sent to 
kickstart@thesourceacademy.co.uk

 All evidence will be captured electronically
 Payment of grants will be paid approximately 10 working days after DWP 

receive email confirmation of start and reference number for the successful 
applicant to the Gateway Provider (The Source) .Employers will need to allow 
for a further 5 working days from the date their gateway provider receives the 
payment to receive their grant

Yours sincerely
__________________________ for and on behalf of Meadowhall Training 
Limited (Gateway)Name of Gateway’s signatory: [                    ]

___________________________________________________________________
_______

I confirm the agreement of [Employer name] (Employer) to the terms and conditions
in this Funding Letter and the Conditions. I am authorised on behalf of the Employer
to accept this offer on the terms set out in this Funding Letter and the Conditions.

Signature:

Name: 

Position: 

Date:

mailto:kickstart@thesourceacademy.co.uk
https://thesourceacademy.co.uk/kickstart
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