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1. Purpose
This policy sets out FloorSkills’ expectations for learner attendance and punctuality. Attendance is a key requirement for completion of the Level 2 Floorlayer Apprenticeship and to ensure compliance with DfE Apprenticeship Funding Rules 2025/26, including the requirement to evidence a minimum of 20% off-the-job training (OTJT).
2. Attendance Requirements
• Apprentices must report to office staff on arrival if late on the first day of block training.
• The first day of each block (normally Functional Skills) runs 10:00 – 17:00 to allow for travel.
• Subsequent practical training days run 09:00 – 17:00.
• If an apprentice has not arrived by the start time, FloorSkills will attempt to contact them and notify the employer within 30 minutes if no contact is made.
3. Apprentice Contact & Accommodation
• Apprentices are given the FloorSkills office contact number for any issues during training or in the evenings.
• Employers are provided with a list of recommended local hotels based on feedback and safeguarding standards.
• Hotels are encouraged to notify FloorSkills of any concerns during a learner’s stay.
4. Attendance Registers & Records
• Each apprentice is given an attendance register, forming part of their portfolio, which they sign daily.
• Attendance data is shared with employers regularly and retained securely in line with UK GDPR / Data Protection Act 2018 and funding audit requirements.
5. Absence & Re-Scheduling
• Any absence is reported immediately to employers.
• Apprentices who miss training due to illness or exceptional circumstances are re-booked to complete the full training block.
• Re-booking is agreed with employers within two working days and confirmed in writing.
• Catch-up sessions are scheduled with the next available apprenticeship group to avoid delaying progress.
6. Performance & Behaviour
• Tutors raise concerns directly with apprentices during centre time.
• Apprentices contribute to their personalised Code of Conduct at induction.
• Behavioural issues are addressed 1:1 and reported to the employer.
• Attendance expectations are reviewed at induction to support accountability.
7. Escalation
Persistent non-attendance or lateness may result in:
• A formal progress review with the employer.
• Development of an action plan to improve attendance.
• Potential removal from the programme if attendance does not improve.
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