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Functional Skills Policy  

 
Policy Statement  

 
The Real Apprenticeship Company is committed to developing and improving the skills of its 
learners.  This policy describes the key points of how the needs of learners will be met in studying 
Functional Skills. In particular all work-based learning students: 

 
 Must study functional Skills at the appropriate level as outlined in the framework or standard.  
 
 Will be required to progress to one level above their initial/ diagnostic assessment score up to level 

2 in functional Skills. 
 
 Will complete an initial and diagnostic assessment in English, Mathematics and where relevant 

Information Technology.  
 
Scope 
 
The policy applies to all work based learning students following apprenticeship programmes in England, 
Scotland and Wales. 
 
Legislation 
 
The Real Apprenticeship Company affirms its commitment to all current legislation, in particular: 
 

 Data Protection Act 2000 
 Special Educational Needs and Disability Act 2001 (SENDA) 
 Equality Act 2010 

 
 
Students’ Responsibilities  
 
Successful teaching and learning of Functional Skills are a two way process which also places 
responsibilities on the learners.  Learner success is most likely to be achieved when learners: 
 
 Attend all one to one or small group Functional skills teaching and learning sessions as required. 
 
 Work hard and make best use of their time inside and outside the teaching and learning sessions, 

including timely completion of work, preparation for tests and working to achieve their Individual 
Learning Plan. 

 
 Complete and submit portfolio or assignment work on time. 

 
 Comply with the assessment regulations for the qualification.  
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Apprenticeship Coach  
 
Apprenticeship Coach/ Trainer should ensure that: 
 
 For the delivery of Functional skills, there are clearly articulated teaching and learning strategies 

agreed and understood by all those involved. 
 

 Such teaching and learning strategies should address how learners will be helped and supported in 
their endeavours to achieve Functional Skills qualifications, including new standards/qualifications. 

 
 Each member of the team is clear about his/her contribution to the teaching and assessment of 

Functional Skills.  
 
 All should have knowledge of the current practice/standards regarding Functional Skills. 
 
Management Responsibilities 
 
The Management Team should ensure that: 
 

 Apprenticeship Coaches/ Trainers are fully conversant with this policy and the demands it places 
on them. 

 All have completed the functional skills training and achieved level 2 functional skills in 
mathematics, English and where required Information Technology. 

 
Actions to implement and Develop Policy 
 
Operate within The Real Apprenticeship Company’s mission statement providing access and equal 
opportunities for all users. 
 
The Quality Assurance Manager will: 
 
 Working with the Awarding Body to provide support with curriculum development to facilitate the 

delivery of Functional Skills across The Real Apprenticeship Company. 
 
 In conjunction with the Operations Manager and the Awarding Body provide a programme of staff 

development events to meet the needs of staff.  To encourage staff to undertake Continuing 
Professional Development to ensure they are fully up-to-date with current developments which will 
be of benefit to The Real Apprenticeship Company. 

 
 Ensure that all eligible apprentices undertake initial and diagnostic assessments to identify their 

individual needs as part of induction. 
 

 Ensure that all staff are fully up-to-date with current systems and procedures, including initial and 
diagnostic assessment. 

 
 Continue to work in partnership with external agencies to ensure The Real Apprenticeship Company 

is kept up-to-date with current initiatives. 
 
Monitoring and Evaluation 
 
The regular Business Performance Review will monitor and evaluate the progress of the impact of 
functional skills planning and delivery on timely and inclusive learner achievement. 
 


