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1. Purpose
This guidance sets out FloorSkills’ process for Initial Assessment (IA) and Recognised Prior Learning (RPL) to ensure that each apprentice is placed on the correct programme, training is tailored to their needs, and compliance with DfE Apprenticeship Funding Rules 2025/26 is maintained.
2. Process
• PLR (Personal Learning Record) checks are carried out for all learners to confirm prior qualifications.
• A three-way Skills Gap Analysis is completed with the learner, employer, and training provider.
• Professional discussion is used to gather additional evidence of prior knowledge, skills, and behaviours.
• ILPs (Individual Learning Plans) are updated to reflect prior learning, programme duration, and adjusted OTJT requirements.
• All evidence is uploaded to APTEM to ensure a full audit trail.
3. Functional Skills Initial Assessment
• Functional Skills IA is carried out at enrolment or as soon as possible thereafter.
• Diagnostic assessments follow promptly where required.
• Where a learner holds prior achievement (GCSE grade 4+/functional skills pass), they are exempt from further delivery.
4. Compliance and Funding Risk
Failure to evidence RPL appropriately may result in funding clawback. All staff must ensure that findings are documented, signed by all parties, and retained securely.
5. First Progress Review Check
RPL outcomes and ILP adjustments are reviewed at the first progress review to ensure they remain accurate and reflect the learner’s true starting point.
6. Employer Communication
Employers receive a summary of RPL findings, programme adjustments, and expected OTJT hours.
7. Staff Training and Standardisation
Staff carrying out IA and RPL receive regular CPD and participate in standardisation meetings to ensure that assessments are consistent, fair, and fully audit-ready.
8. Monitoring and Review
This process is monitored through internal quality assurance and funding audits. Findings inform the Quality Improvement Plan (QIP) to improve consistency and compliance.
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