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Purpose
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When to use
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Time to complete

	Identify preferred ways of working to support an effective working relationship with employers
	Before partnership planning meeting with employers
	Moderate
Less than 60 minutes, 
some preparation required



	How to complete:

	Save a copy of the tool
Collaborate with relevant stakeholders to define:
Individual roles and responsibilities, including lead contact and decision-makers
Communication channels and frequency
Anticipated challenges and ways to manage these
3. Edit the template to remove or add space as needed







Example:
	Ways of working
	Example:

	Team
Who will be involved and what role will 
they play?
	Lead contact: Jane Smith (Learning Coordinator)
Stakeholder engagement advisor: John Doe (Industry Engagement Coordinator)
Decision-maker: Joe. N. Doe (Head of Learning)

	Communication
What are our preferred channels of communication with employers?
	Email
Microsoft Teams

	Meetings
How frequently will we meet and what 
will be the purpose of each meeting?
	Internal meetings: 
Fortnightly team check in – 30 minutes
3-monthly partnership reflection – 1 hour
Meetings with employers:
Weekly team check in – 30 minutes

	Governance
What governance structures would be helpful to put in place?
	Decision Log: to capture decisions made, including what the decision was, why it was reached, impact of the decision and who made it
Decision-making plan: to describe decision-making responsibilities across the team, including who is responsible for which decisions and when decisions should be appropriate escalated to senior stakeholders





Define partnership and logistics approach
	Ways of working
	Approach

	Team
Who will be involved and what role will 
they play?
	

	Communication
What are our preferred channels of communication with employers?
	

	Meetings
How frequently will we meet and what 
will be the purpose of each meeting?
	

	Governance
What governance structures would be helpful to put in place?
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