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1. Purpose
In line with Department for Education (DfE) Apprenticeship Funding Rules 2025/26 this policy sets out how FloorSkills manages and records Breaks in Learning for apprentices to ensure compliance with funding rules and continued learner progress.
2. Acceptable Reasons for Break in Learning
Circumstances that may justify a break include, but are not limited to:
• Ill health
• Pregnancy / maternity leave
• A custodial sentence or remand in custody
• Caring for another
• Employment-related issue (e.g. extreme staff shortage)

All Breaks in Learning can only be authorised by the Office Manager. Any additional circumstances must also be formally approved.
3. Learner Actions
• As soon as it is known that a learner is unable to continue training, the learner must contact their Training Advisor, Assessor, Coach, or the FloorSkills office.
• The learner must confirm that it is their intention to return to the programme before the break is authorised.
• Breaks in Learning must be a minimum of 4 consecutive weeks and will not normally exceed 12 months, unless exceptional circumstances are approved by the Office Manager.
• Learners must complete and sign the Intention to Return Statement confirming the reason for the break and expected return date.
4. FloorSkills Actions
1. Agree and record the start date and intended return date (subject to review if circumstances change).
2. Evaluate any expected changes to apprenticeship standards or assessment plans that may affect learner progression.
3. Record the break in APTEM and update the Individualised Learner Record (ILR) to remain compliant with funding requirements.

4. Maintain welfare contact with the learner (at least every 8 weeks) throughout the break period.
5. Contact the learner one month prior to the planned return date to confirm readiness to resume.
6. Plan catch-up support or transition activities as required to re-integrate the learner smoothly.
5. Safeguarding & Data Protection
All records relating to the break are stored securely in line with UK GDPR / Data Protection Act 2018. Where a break is due to illness, pregnancy, or other sensitive circumstances, confidentiality is maintained and handled in line with FloorSkills Safeguarding and Equality policies.
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