
 

 

 

Academic Professional Apprenticeship Guidelines - 2018/19 

 

1. Introduction 

1.1 Our Academic Professional Apprenticeship (AP Apprenticeships) is normally for all eligible 

staff who do not meet the requirements for an exemption. The AP Apprenticeship will align 

with the requirements for academic staff, new to teaching, to undertake our Academic 

Professional Apprenticeship training and complete the Post Graduate Certificate in Higher 

Education (PG Cert HE apprenticeship route) as a main vehicle in preparing for the 

independent end-point assessment and successfully meet the requirements of the 

apprenticeship standard .  

Staff completing the apprenticeship will be awarded: 

• The Academic Professional Apprenticeship 

• The PG Cert Higher Education  

• Fellowship of the Higher Education Academy (FHEA). 

1.2 Staff eligible for the AP Apprenticeship includes Associate Lecturers, Lecturers, Senior 

Lecturers, Associate Professors (specialist route - Teaching), and Researchers, and Senior 

Researchers (specialist route- Research). 

1.3 The Academic Professional Apprenticeship will normally take 18 months to 24 months  to 

complete and will be a requirement for all those new to teaching and on core1 academic 

contracts. The programme requires that participants spend 20% of their working time 

engaging in learning activities ‘off-the-job’ which includes attendance of the PGCert HE 

learning sessions and assessments. Attendance and completion of 20% ‘off-the-job’ learning 

activities are externally audited and mandated requirement. The AP Apprenticeship is 

                                                           
1 Core contracts as defined in Middlesex University excludes those on Hourly paid contracts. 
 



 

 

practically oriented towards teaching, scholarly practice and/or research as well as developing 

academic management and leadership skills. 

 

1.4 The AP Apprenticeship standard was approved in January 2018 and the funding band was 

confirmed in May 2018. We expect to start the programme in September 2018.  

1.5 Middlesex University pays the Apprenticeship Levy as a large UK employer and uses these 

funds to invest in the required professional development of its staff. The Academic 

Professional Apprenticeship Standard has been designed by Higher Education Institutions 

specifically for the purpose of enabling academic teaching and/or research focused staff to 

gain formal recognition as Academic Professionals.  

The AP Apprenticeship standard has two specialist roles that will be supported as part of the 

provision at Middlesex University – one in teaching and the other in research. Recognition will 

include Fellowship status on the HEA Professional Standards Framework for the Academic 

Professional with a specialist role in teaching. We will be applying for equivalent recognition 

by Vitae for our provision as mapped to the standard for the Academic Professionals with a 

specialist role in research once the Vitae scheme is in operation.  

1.6 The qualification by which Middlesex University enables staff to gain recognition as an 

Academic Professional is the Postgraduate Certificate in Higher Education (PG Cert HE) with 

additional 6 months support working towards the external end point assessment. The 

University will organise all arrangements for this with an identified End-point Assessment 

Organisation. 

2. Post Graduate Certificate in Higher Education (apprenticeship route) 

2.1 The PG Cert in Higher Education is a required professional qualification for both new members 

of academic staff who are embarking on a career in Higher Education, as well as those who 

may have some experience of teaching but have no formal qualification in learning and 

teaching in higher education or equivalent experience. In addition, academic staff whose 

responsibilities are primarily as researchers will now be able to gain for formal recognition as 

Academic Professionals (Specialist Role in Research). 

  

2.2 All eligible new members of academic staff employed on core contracts of 0.8 FTE and above 

who join the University, will normally be expected to undertake the AP Apprenticeship within 

the first two years of service. Academic staff will not need to undertake the programme if they 



 

 

have achieved a similar, recognised qualification at another institution or have HEA 

recognition. 

The minimum duration of each apprenticeship is based on the employee working 30 hours a 

week or more, including any off-the-job training you undertake.’ However, this does not apply 

in every circumstance. For example, people with caring responsibilities or people with a disa-

bility may work reduced weekly hours. Where this is the case, the duration of the apprentice-

ship will be extended to take account of this.  

 

2.3  Attendance and ‘off-the-job’ learning requirements  

All apprenticeships delivered in England require that 20% of employed time is dedicated to 

‘off-the-job’ learning. This means that the University will ensure that at least 20% of appren-

tice’s employed time will be allocated for and focused on the learning/training required to 

complete the apprenticeship.  

 

2.4        This is one of the government’s core principles underpinning the delivery of high quality     

apprenticeships. This requirement applies to apprenticeships at all levels. However, ‘off-the-

job’ does not necessarily mean that this learning has to take place away from the workplace, 

nor does it necessarily require face-to-face teaching. Rather, it means that the time associated 

with the 20% must be focused on the learning required to complete an apprenticeship. 

 

2.5       The requirements for ‘off-the-job’ learning also does not imply that learning will not take place           

‘on-the-job’. Rather the successful completion of apprenticeships will require the integration 

of ‘off’ and ‘on-the-job’ learning to develop professional competence and meet the require-

ments of End-point Assessment.(see appendix 3 for off the job learning as it relates to the PG 

Cert HE). 

 

2.6       The programme has been accredited by the Higher Education Academy (HEA) and is aligned to       

the UK Professional Standards Framework (UKPSF). Equivalent arrangements will be sought 

with Vitea once their professional recognition scheme is in place. 

 

2.7 Those who successfully complete the programme fulfilling requirements for Descriptor 2 of 

the UK Professional Standards Framework (UKPSF), will be eligible for HEA Fellowship. Those 

https://www.heacademy.ac.uk/ukpsf
http://www.heacademy.ac.uk/fellow/applying-to-become-a-fellow


 

 

who successfully pass the end-point-assessment will have met the requirements of the Aca-

demic Professional Apprenticeship Standard.  

 

The PG Cert HE structure 

 

 

2.8 The PG Cert HE is delivered using a variety of methods, including face-to-face interaction, so 

that participants can discuss ideas and meet other participants as well as structured online 

learning activities for them to engage with. Participants will also be allocated a Workplace 

Mentor who will support and help them focus their professional learning. (see appendix 4 for 

more information)   some core modules are taken to meet both specialist roles but the “End 

Point Assessment” is different for each role. 

 

2.9 The PG Cert HE is designed to draw extensively on participants day-to-day work activity as a 

University employee, and assessment can link closely to their normal professional practice. 

Participants are normally expected to complete the programme within a maximum of two 

years and any exception to this will need to be agreed with their line manager, Programme 

Leader for the PG Cert HE and the Workplace Mentor.   

3. Academic Professional Apprenticeship - Contractual Terms   

3.1 The employment status of all staff undertaking the Academic Professional Apprenticeship  will 

be covered by the terms and conditions contained in their contract of employment and 

relevant Academic Staff Handbook. Their employment contract will cover areas such as: 



 

 

• working time 

• pay 

• health and safety 

• holidays 

• protection from discrimination 

• the right to join a trade union. 

3.2 Undertaking the Academic Professional apprenticeship is based on working 0.8 FTE or more. 

For those working less than 0.8 FTE hours per week undertaking the Academic Professional 

apprenticeship, the duration of the Apprenticeship must be extended (pro rata). 

3.3  Time for ‘off-the-job learning towards the completion of the PG Cert HE is part of contract 

hours and will constitute at least 20% of employed time. A formal record of this time (template 

provided) must be kept up-to-date and any issues arising in meeting this requirement must 

be discussed immediately with you Workplace Mentor, PGCertHE programme leader, and line 

manager.  

3.4 All staff undertaking the Academic Professional Apprenticeship will be subject to University 

Policy and Procedures and will be covered by the Academic Staff Handbook.  In addition to 

the contract of employment with the University, an Apprenticeship Agreement, Learning 

Agreement, and Commitment Statement must be signed by the apprentice and the Universty    

3.5        Cases of under performance 

Failure to achieve the agreed learning milestones or any other disciplinary issue should be 

addressed through the normal HR processes. In all cases, the HR Business Partner for the em-

ploying Department should be consulted on appropriate action, including the formal process 

to be followed.  

 

3.6        Probationary periods 

For academics on the Academic Professional Apprenticeship, passing their probation is not 

linked to completion of the Apprenticeship. 

 

3.7 Changes in the length of an apprenticeship 

https://www.unionlearn.org.uk/how-much-do-apprentices-get-paid
https://www.unionlearn.org.uk/joining-trade-union


 

 

The duration of an Apprenticeship may be varied for a number of reasons, such as recognition 

of prior learning, which may reduce the overall time to completion of the Apprenticeship. 

However, all apprenticeships must be undertaken over a period of at least twelve months. 

 

3.8 Sickness and changes in personal circumstances 

Sickness, changes in personal circumstances, failure to achieve any academic milestones, or 

any other unforeseen circumstances, may result in an extension to the Apprenticeship.  

The relevant HRS Business Partner should be contacted for further advice in all such cases.  

 

3.9 Maternity, paternity and shared parental leave  

The entitlement to the family friendly leave applies equally to academics on the Academic 

Professional Apprenticeship as to any other member of staff, subject to satisfying any qualify-

ing criteria, whether for statutory or contractual benefits. Arrangements to suspend, extend 

or delay a course of training to enable this leave to be taken will be discussed with the line 

manager, Tutor and the HR Business Partner as appropriate, to enable the member of staff to 

complete their Apprenticeship.  

 

3.10 Salary   

Academics undertaking the Academic Professional Apprenticeship are subject to terms set out 

in the contract of employment.  

 

4. Conditions for enrolment on the AP Apprenticeship & other considerations 

4.1    Employees with a contract of more than two years duration and not less than 0.8 FTE should        

    be expected to complete the programme unless exempt at the time of appointment. 

 

4.2  Normally staff should be expected to successfully complete the AP Apprenticeship within 24 

months of enrolling. 

4.3 Failure to complete the AP Apprenticeship within 2 years may result in delayed grade pro-

gression within the University and is likely to be considered negatively when candidates in 

such a position apply for promotion. 

4.4  Employees undertaking the AP Apprenticeship must be given adequate time to complete the 

programme within an agreed time framework (i.e. normally within 24 months). Any issues 

arising from inadequate time allowances must be raised immediately with the Workplace 

Mentor, AP Programme Leader and line manager. 



 

 

 

5. Guidelines for exemptions 

The following qualifications would be considered for exemption of new teaching staff from un-

dertaking the Academic Professional Apprenticeship: 

 

EITHER 

- PG Cert HE 

- Qualified teacher status: e.g. Registered teaching qualification recognised by SEDA, 

HEA, Bed, PGCE or further education qualification. 

- DFEE registered teaching number (school based number) 

- Recognised ENB (NURSING) teaching qualification 

 

OR 

- Three years full time teaching experience (subject to review following guidelines from 

the HEA). 

- Fellowship of the HEA  

 

6. The role of the line manager 

6.1 The employee’s line manager must ensure the a workplace mentor is provided, and protected 

time is given to the employee so they are able to attend learning sessions. The line manager should 

also provide support to the employee for the additional 6 months in preparation for the end-point-

assessment in order to enable the apprentice to successfully complete their agreed apprentice-

ship. For example, in the case of Lecturers & Associate Lecturers, the line manager will normally 

be their Head of Department or another senior academic colleague. 

 

6.2  The mentor will normally be an established and an experienced member of staff, and who will be     

          responsible for the apprentice’s day-to-day development and support. 

 

 

6.3 The line manager will be required to organise, with the support of the AP Programme Leader,   

Any learning or support sessions, which will enable the apprentice to successfully attain agreed 

qualifications.  



 

 

 

6.4 It can be particularly useful for an apprentice, who may have limited experience in the workplace, 

to be assigned a mentor who is not ordinarily involved in the apprentice’s day to day work. This 

person can be an ideal sounding board to offer advice and guidance in a wide range of matters.  

 
6.5 The line manager and the mentor should not be the same person.  The line manager and the 

mentor both have a vital role in supporting the apprentice and in developing and evidencing op-
portunities for learning and assessment in the work place, in order to enable them to meet the 
agreed learning outcomes. 
 

 

7. Eligibility criteria 

7.1      As with all employees of the University, apprentices must meet certain eligibility criteria,  

such as the right to live and work in the UK, or be a citizen of the UK or European Economic 

Area (EEA). To be eligible for an apprenticeship, employees who are not a UK or EEA citizen 

must have lived in the UK or EEA for the past 3 consecutive years.  

 

7.2  In order to meet the government requirements for apprenticeship funding University 

apprentices cannot be receiving funding for any other training and they must be acquiring 

substantive new skills. This means that they are not undertaking an apprenticeship that 

includes a qualification in the same skill area at the same level as previously achieved. 

  



 

 

 

Appendices 

Appendix 1 - Apprenticeship Agreement    

Appendix 2 - Commitment Statement 

Appendix 3 – off the Job learning 

Appendix 4 –Role of the Workplace Mentor  -pending 

Appendix 5 –FAQ  -pending 

End Point Assessment plan – separate document 

 

 

Connected Policies 

• Academic Probation Policy 
• Academic Probation Form 
• Academic Promotion Policy 
• Academic Job Descriptions   
• Staff Development Policy 
• Staff Studying Policy 
• Academic Staff handbook 

 

  



 

 

 

 

 

Appendix 1 

 APPRENTICESHIP AGREEMENT 

Further to the Apprenticeships (Form of Apprenticeship Agreement) Regulations2 which came into 

force on 6th April 2012, an Apprenticeship Agreement is required at the commencement of an 

Apprenticeship for all new apprentices who start on or after that date.  

The purpose of the Apprenticeship Agreement is to:- 

• identify the profession or occupation for which the apprentice is being trained; and 

• confirm the qualifying Apprenticeship standard or framework that the apprentice is following. 

The Apprenticeship Agreement is incorporated into and does not replace the written statement of 

particulars issued to the individual in accordance with the requirements of the Employment Rights Act 

1996. 

The Apprenticeship is to be treated as being a contract of service not a contract of Apprenticeship.   

Apprenticeship Particulars: 

Apprentice name:  

Profession or occupation for which the apprentice is 

being trained: 

 

Relevant Apprenticeship standards or framework and 

level: 

 

Start date of Apprenticeship:  

Expected completion date:  

Signatories: 

Apprentice:  Date: 

Middlesex University :  Date: 

                                                           
2 Apprenticeships (Form of Apprenticeship Agreement) Regulations 2012 

http://www.legislation.gov.uk/uksi/2012/844/made


 

 

 

Appendix 2 

 

Commitment Statement  

 

I agree to commit to and complete all apprenticeship qualifications under the apprenticeship frame-

work, as identified in my individual learning plan to the best of my ability (with support if required)  

 

Name of Apprentice  

Apprenticeship standard or framework  

Associated programme and qualification  

Level of the apprenticeship  

Length of Apprenticeship  

Faculty/School/Department  

Name of Line Manager  

Name of Workplace Mentor  

Name of Programme Leader  

 

 

AS AN APPRENTICE, I HAVE READ AND UNDERSTOOD THE ABOVE  

Please keep a copy of this for your records.  

Name: 

Job title: 

Signature: 

Date: 

 

It is automatically presumed you will meet these commitments, should you wish to discuss further 

please contact us.  

 

Middlesex University representative (as Employer/Provider) 

Name: 

Role: 

Signature: 

Date: 



 

 

 

The Apprentice agrees to:  

a. Work with Middlesex University to agree an individual learning plan  to achieve their apprenticeship   

b. Manage their own learning, and with support from Middlesex University, work to meet the targets 

and timelines needed to complete the apprenticeship by the planned end date  

c. Participate in reviews with Middlesex University to track progress and success in meeting appren-

ticeship milestones, and agree any changes needed to the learning plan to address performance or 

support enhanced learning opportunities   

d. Maintain attendance and participation to meet the off the job learning requirements for this ap-

prenticeship programme  

e. Inform the Line Manager, HR Business Partner, Mentor and Programme Leader if personal circum-

stances change that will affect completion of the apprenticeship or will change the planned end 

date 

f. Proactively identify any issues or barriers to successful completion of this apprenticeship and raise 

these quickly with the line manager and Programme Leader working with both to implement any 

action needed. 

g. Raise any queries or complaints regarding the apprenticeship through the Programme Leader. 

h. Participate in course feedback and apprenticeship evaluation to support the continuous improve-

ment of the programme for current and future apprentices. 

i. Take opportunities that arise to support other current and future apprentices to benefit from their 

apprenticeship 

 

 

The University as employer agrees to: 

a. Provide a working environment that meets current health and safety legislation to enable their 

apprentice to work and learn safely for the duration of the apprenticeship 

b. Work with their apprentice and the Training Provider to agree an individual learning plan and pro-

vide the apprentice with access to the on the job knowledge, skills and experience, resources and 

opportunities needed to achieve this apprenticeship   

c. Support the Training Provider to comply with funding rules and collate evidence to confirm ap-

prentice and apprenticeship eligibility for funding  

d. Support the apprentice to manage their own learning, by ensuring sufficient off the job time in 

their typical working day (or time in lieu) to meet the requirements of this apprenticeship  



 

 

e. Enable the line manager and Workplace Mentor to support and guide this apprentice to carry out 

their day to day role and to meet the targets and timelines needed to complete the apprenticeship 

by the planned end date.  

f. Participate in reviews with the apprentice and Training Provider, providing evidence and feedback 

on progress at work and success in meeting apprenticeship milestones, and agree any changes 

needed to the learning plan supporting the apprentice to address performance or access enhanced 

learning opportunities   

g. Support their apprentice to track attendance and participation to meet the off the job learning 

requirements for this apprenticeship programme  

h. Inform the Programme Leader if there are organisational or apprentice circumstance changes that 

will affect completion of the apprenticeship or change the planned end date  

i. Proactively identify any issues or barriers to successful completion of this apprenticeship and raise 

these quickly with the Training Provider and apprentice, working to implement any action needed 

j. Raise any queries or complaints regarding the apprenticeship through the Provider process, and 

to the ESFA (Education & Skills Funding Agency) where needed. 

k. Participate in course feedback, impact assessment and evaluation to support the continuous im-

provement of the programme for apprentices and employers 

l. Take opportunities to promote and publicise the successful completion of this apprenticeship and 

the benefits of the apprenticeship programme  

 

 

The University as Apprenticeship Training Provider agrees to:  

a. Provide a learning environment that meets current health and safety legislation to enable the 

apprentice to learn safely for the duration of the apprenticeship 

b. Work with the apprentice and Programme Leader to comply with the apprenticeship funding 

rules, providing an evidence pack that confirms eligibility for funding  

c. Work with the apprentice, line manager and mentor to agree an individual learning plan and pro-

vide the apprentice with access to the knowledge, skills and experience, resources and opportu-

nities needed to achieve this apprenticeship  

d. Support the apprentice to manage their own learning, by ensuring sufficient resources, support, 

access to materials in their typical working day to meet the off the job requirements of this ap-

prenticeship  



 

 

e. Enable the line manager and/or workplace mentor to support and guide the apprentice, to carry 

out their day to day role and to meet the targets and timelines needed to complete the appren-

ticeship by the planned end date by providing a clear summary of off the job and on the job learn-

ing needed, contained at Appendix 3 

f. Lead reviews with the apprentice, mentor and line manager, providing evidence and feedback on 

progress to track success in meeting apprenticeship milestones, and agree any changes needed to 

the learning plan to support the apprentice to address performance or access enhanced learning 

opportunities   

g. Track attendance and participation to meet the off the job learning requirements for this appren-

ticeship programme  

h. Inform the Line Manager, Mentor and HR Business Partner if there are changes that will affect 

completion of the apprenticeship or change the planned end date  

i. Proactively identify any issues or barriers to successful completion of this apprenticeship arising 

from university, employer or apprentice and raise these quickly with the employer or apprentice, 

working to implement any action needed 

j. Manage any queries or complaints regarding the apprenticeship through the university process, 

supporting the apprentice to escalate to the ESFA where needed. 

k. Enable the line managers’, mentor’s and apprentice participation in course feedback, impact as-

sessment and evaluation to support the continuous improvement of the programme for appren-

tices and employers 

l. Take opportunities to promote and publicise impact and success for the line manager, apprentice 

and the wider apprenticeship programme. 

 

  



 

 

 

Appendix 3 

 

‘Off-the-job training’ in Apprenticeships – guide for the Academic Professional Apprenticeship 

 

Definition – DfE (June 2017) – is found in ESFA funding rules. It accounts for at least 20% of the 
apprentice’s employed time.  

Off-the-job training is defined as learning which is undertaken outside of the normal day-to-day 
working environment and leads towards the achievement of an apprenticeship. This can include 
training that is delivered at the apprentice’s normal place of work but must not be delivered as part 
of their normal working duties.  

 

Off-the-job training must be directly relevant to the apprenticeship standard and could include the 
following: 

- Teaching of theory (e.g., lectures, role playing, simulation exercises, online learning or manufac-
turer training), 

- Practical training: shadowing, mentoring, industry visits and attendance at competitions,  
- Learning support and time spent writing assessments/assignments. 

Academic Professional Apprenticeship  
The 20 days self-managed activity time can be used for ‘off-the-job’ development time, as this 
time is included within the contracted paid working hours.  

1. PGCert HE Scheduled contact time in the class-
room  

 

2. Time spent preparing & writing assessments  
3. In ‘learning mode’ while preparing teaching & 

learning sessions 
 

4. In ‘learning mode’ while delivering teaching & 
learning sessions (scheduled contact time) – 
being observed  

 

5. Shadowing/Observing others’ teaching and 
learning sessions  

 

6. Mentoring conversations   
7. Learning support sessions – e.g., use of soft-

ware systems 
 

8. Mandatory training sessions –  
i) Fire, health & safety 
ii) Prevent duty 
iii) Data protection  
iv) Equality, diversity and inclusion  
v) Cyber Security 

 

9. Seminar/conference attendance & presenta-
tions (outside of PGCert) 

 

10.   
TOTAL 320 hours 

 



 

 

Note that the PGCertHE programme = 60c which requires 600 hours of guided learning.  

Not all learning hours required for this programme will necessarily be scheduled within working hours. 
Some preparation and assessment activities will need to be completed outside of working hours.  

 

Off-the-job training does NOT include:  

- English and maths (up to level 2) which is funded separately 
- Induction sessions 
- Progress reviews or on-programme assessment needed for an apprenticeship standard, 
- Training which takes place outside the apprentice’s paid working hours.  

 

It is the responsibility of the main education provider and the employer to ensure that an apprentice 
spends a minimum of 20% of their time doing off-the-job training.  

 

 

 

 


	EITHER
	OR

