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Learner Identification Policy
Purpose
This Policy establishes guidelines for the process of validating learner identity to ensure that the person who enrols on, participates in, and completes a learning programme or assessment is the named learner who receives the academic credit.

Due to the mix of online, distance, and face-to-face learning environments in which Floorskills Training operates, strict procedures are required to prevent impersonation and ensure compliance with awarding organisation and regulatory requirements.
Persons Affected
All learners, apprentices, and candidates participating in any Floorskills Training course, programme, or assessment.
Definitions
• Learner – Any individual enrolled on a Floorskills Training course, programme, or assessment.
• Photographic ID – A current passport, photo driving licence, or other photographic document acceptable to Floorskills Training and the awarding organisation.
1. Identification of Learners
Authenticating learner identity is integral:
• To prevent impersonation in courses and assessments.
• To comply with quality assurance requirements of awarding organisations.

Initial Verification
• All learners must provide photographic ID before commencing a programme.
• Acceptable forms include: current passport, photo driving licence, or other photographic ID approved by the awarding organisation.
• Learners unable to provide photographic ID must contact Floorskills Training before enrolment to discuss alternative acceptable forms of identification.
Ongoing Verification
• Learners may be required to re-confirm their identity before major assessments, online exams, or practical demonstrations.
• This may include live video verification, secure login credentials, or on-site ID checks.
2. Storage, Security, and Data Protection
• A copy of the learner’s ID may be stored in the form of a scanned copy, photograph, or screenshot.
• All ID images will be uploaded to Floorskills’ encrypted document storage facility as soon as practicable and deleted from the capturing device immediately.
• ID records will be retained only for as long as required for regulatory or contractual purposes, after which they will be securely destroyed.
• The collection, storage, and use of learner ID will comply with UK GDPR and the Data Protection Act . Learners may request access to, or deletion of, their personal data in accordance with these laws.
3. Reasonable Adjustments
Floorskills Training will make reasonable adjustments for learners who cannot provide photographic ID for valid reasons, ensuring that security and awarding organisation requirements are still met.
4. Misrepresentation and Disciplinary Action
Floorskills Training operates a zero-tolerance approach to impersonation. If it is proven that the registered learner is not the person completing the work:
• The learner will be disqualified and removed from the course immediately.
• Evidence will be recorded by the Quality Review Team and reported to the awarding organisation.
• Learners have the right to appeal decisions in line with the Floorskills Training Appeals Policy.
5. Roles and Responsibilities
• Administrators – Verify and record learner ID during enrolment.
• Tutors/Assessors – Conduct ID re-checks during key assessments.
• Quality Review Team – Maintain compliance records and report breaches.
6. Policy Communication
This policy will be shared with all learners during enrolment. Learners must confirm they have read and understood it before starting their course.
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