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APPRENTICE ATTENDANCE POLICY & CODE OF CONDUCT 
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SCOPE 

All Employees All Associates Sub-Contractors 
Apprentices and 

learners 

STATEMENT OF INTENT 

We aim to provide a safe, supportive and fully inclusive environment that enables all 
apprentices to achieve their full potential.  We know that good attendance and engagement 
plays an essential part in apprentice development and achievement. We therefore expect 
everyone to strive for consistently good attendance and engagement throughout their training.  

ACTIONS AND TOOLS TO SUPPORT GOOD ATTENDANCE AND ENGAGEMENT 

• Making all apprentices aware of this policy during their onboarding. 

• Clearly communicating the requirement for OTJ time and the agreed training plan that aligns 
with this. 

• Communicating the importance of good, punctual, in-person attendance and engagement at 
all scheduled sessions. 

• Requiring apprentices to review, sign and upload the Attendance Agreement and Code of 
Conduct for Apprentices. 

• Recording and reviewing apprentice attendance at Capella sessions and identify any 
attendance issues which may hinder their progress. 

• Acting swiftly and sensitively if apprentices share any sensitive or confidential information 
regarding their non-attendance (e.g. due to health condition). 

• Addressing any poor attendance and/or engagement, at both individual and systemic level, 
and drive continuous improvement, ensuring the apprentice is at the centre of discussions. 

• Communicating with the DSL and/or Deputy DSL in cases where absenteeism is, or is 
perceived to be, linked to a Safeguarding or Learning Support concern. 

• Carefully planning reintegration following significant periods of absence (e.g. a Break in 
Learning).   

• Robustly monitoring and managing subcontracted delivery. 

• Engaging employers throughout programmes to ensure apprentices are well-supported, 
sharing attendance and progression data regularly. 

• Providing reports for scrutiny by Capella Advisory Board including, quarterly data, trends and 
improvement plans.  

• Conducting annual reviews of this policy. 
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LEARNER CODE OF CONDUCT: 

This Code of Conduct sets out Capella expectations regarding apprentices’ behaviour and the 
procedure that Capella use to resolve matters when apprentices’ behaviour is deemed to be 
unacceptable. 
 
Our Code of Conduct applies to all scheduled sessions for apprentices enrolled on Capella 
training programmes including: training, coaching, assessments and reviews. 
 
It should be noted that apprentices are representing their employer’s whilst attending their 
programme, and that employers will therefore be considered responsible for their employees’ 
behaviour and may be liable for any damage caused as a result of their employees’ misconduct.  
 
Aims, expectations and consequences 
Capella aims to provide an inclusive approach to learning. We believe that all apprentices 
should be treated with respect, and that they should feel safe, respected and valued. In return, 
we expect that apprentices to behave appropriately and respectfully towards our team and 
other learners. 
 
A breach of this Code of Conduct may lead to an apprentice being excluded from the training 
programme that they are undertaking. 
 
We ask that apprentices: 

• Respect others, regardless of culture, ability, race, gender, age or sexual orientation.  

• Are courteous and respectful of host venues and training centres where these facilities are 
used.  

• Show a positive commitment to their own development and learning.  

• Show respect for other learners’ development and understand that learners’ progress at 
different rates. 

• Attend, and arrive punctually at, all training/assessment events that you have been scheduled 
to take and inform the trainer promptly if they are unable to do this so that catch-back plans 
can be agreed.  

• Make full use of webcams so that participants can be seen as well as heard, thereby 
maximising the level of engagement and enabling wellbeing, engagement and effectiveness of 
learning to be assessed.  

• Use video backdrops where possible to enable the use of video in situations where this may 
otherwise be unsuitable (eg when working from home, an open office or a confidential site).  

• Use headsets to cut out background noise and electrical feedback, to enable full 
concentration on the scheduled session. 

• Promptly complete the administration required to meet funding rules.   

• Take care of equipment and facilities and show respect for property / facilites belonging to 
others.  
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• Do not engage in any activity that could be construed as Learner Malpractice (see - Capella’s 
Assessment Policy for further details regarding Malpractice). 

• Take due notice and care of your own Health & Safety and wellbeing, and show respect for 
others Health & Safety and well-being. 

• Make a Capella aware of any Safeguarding or Prevent issues or concerns that you have, no 
matter how small, either regarding yourself or another learner or a Capella team member. 

• Make Capella aware if you require any additional learning support (see Capella's Delegate 
Support Policy for further information regarding Delegate Support). 

 
Examples of Misconduct and Gross Misconduct 
The following are examples of behaviour which Capella consider to be misconduct and which 
may result in suspension or exclusion from a Training Programme.   

• Failure to follow Health & Safety Regulations. 

• Conduct which prevents, obstructs, or disrupts teaching, learning or administration of 
scheduled sessions. 

• Engaging in any activity that could be considered to be learner malpractice, eg plagiarism, 
collusion or cheating.  

• Disruption to a Training Programme or assessment, either directly or by lack of cooperation, 
that affects other learners on the programme.   

• Failure to follow the reasonable instructions and requests of the trainer or a representative of 
Capella or, where applicable, the host venue.  

• The use of offensive, abusive, inappropriate or bad language.  

• Causing damage to the premises, equipment or property of another learner, the trainer, 
Capella or, where applicable, the host venue.  

• Interference with software belonging to or used by Capella or, where applicable, the host 
venue. 

• A lack of commitment to your own learning and development including poor attendance.  

• Misuse or unauthorised distribution of intellectual property belonging to Capella, which 
includes programme content, printed and digital support material, and recordings of training 
sessions.  

 
The following are considered examples of gross misconduct. 

• All forms of Bullying (eg online bullying, discriminatory bullying, prejudice based bullying), 
Harassment (including sexual harassment), Intimidation, and/or Disorderly behaviour. 

• Persistent use of offensive, abusive, inappropriate or bad language.  
- Behaviour or language which is racially or sexually offensive, which is offensive to those 
with disabilities or is discriminatory or prejudiced in any way. 
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• Violence (including sexual violence) or a threat of violence (including sexual harassment and 
online harassment).  

• Drunkenness or illegal use of drugs whilst on the premises of a host venue or whilst 
attending a training programme or assessment.  

• Activity that is classified as illegal, whilst attending a training or assessment event. 

• Failure to follow Health and Safety instructions, which may cause or have caused serious 
injury.  

• Making a malicious, fraudulent or unfounded allegation against a Capella or another 
apprentice. 

 
Disciplinary procedure 
Except in circumstances which are considered acts of gross misconduct, in the first instance, 
the Capella will respectfully bring the issue to the attention of the apprentice and will discuss, 
where necessary, the action that the apprentice needs to take in order to address the concern 
and prevent further issues arising. Apprentices will be given an opportunity to change their 
behaviour. 
 
If an apprentice's behaviour continues to be unacceptable and/or causes disruption to others, 
the trainer may ask the apprentice to leave the session pending further discussion or 
consultation with their employer.  
 
If an apprentice's behaviour is considered disrespectful to others or is otherwise considered to 
be gross misconduct, the apprentice will be asked to leave the session immediately.  
 
In the event of hostile behaviour towards others, or involvement in suspected illegal activity, 
Capella may contact the police or other applicable bodies such as the relevant Regional 
Prevent Duty Lead.   
 
If Capella becomes concerned that your behaviour suggests you may be vulnerable, or present 
a risk of harm to yourself or others, the Capella will follow the procedures detailed within 
Capella’s Safeguarding & Prevent Policy.  
 
Investigation into the removal of an apprentice from a training programme 
Following an event where it has been necessary to remove an apprentice, Capella will 
undertake an investigation which will take into account statements provided by the apprentice, 
trainer and other witness accounts.  
 
Where it is found that the apprentice was removed with due cause, they will only be accepted 
back onto future Capella training programmes on the condition that their behaviour improves. In 
such circumstances, the apprentice's employer will be held accountable for any damage 
resulting from their employee's inappropriate behaviour, and their employer may also be 
restricted in their access to future Capella training programmes.   
 
Capella reserve the right to refuse an apprentice re-entry onto a Capella training programme 
where they have been removed with due cause. 
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