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Northumbria University Apprenticeship Framework 

1. University Position and Strategy 
 
Our apprenticeship portfolio aligns with the Northumbria University 2030 Strategy which has 
three ambitions of equal priority. 

 
Powering and Inclusive Economy 
Working in partnership with key regional and national stakeholders we draw on our expertise 
in research and education to understand and address skills gaps and broader workforce 
development challenges in the region and beyond. We deliver apprenticeships which are both 
commercially and financially viable and grow in response to stakeholder needs and demands 
with a focus on occupations and sectors where there is a requirement for higher level skills 
and competencies. 
 
Driving Social Mobility 
We are particularly proud of the role of apprenticeships in improving access and participation 
in Higher Education supporting social mobility. We recognise the opportunities presented 
through apprenticeships to support the diversification of the workforce and engage students 
from backgrounds who may not be attracted by or able to access more traditional forms of 
study. Our strategic intent is well suited to enable apprentices to benefit from the synergies with our 
wider undergraduate and postgraduate taught student community, as well as celebrate the 
uniqueness of the apprenticeship pathway. Our policy and support infrastructure underpin this 
strategic approach and ensure that our developments are accordingly fit for purpose. 

 
Creating new knowledge 
Our apprenticeship portfolio is both enriched by and contributes to world-leading research. As 
such our apprenticeship portfolio represents a valuable mechanism through which to apply 
our existing strengths in research, knowledge exchange and high-quality teaching and 
learning in collaboration with our external partners in the region and beyond. 

As an established Apprenticeship Training Provider, our framework for managing 
apprenticeships remains iterative so that our academic schools and professional services 
regularly review and ensure the continued alignment of their practice. 

Successful completion of an apprenticeship at Northumbria requires programme teams to be 
cognisant of the fundamental differences in the design, delivery, management, regulation, and 
funding of apprenticeships compared to our traditional provision. Northumbria is regulated as 
a single Apprenticeship Training Provider and is required to operate as such with a coherent 
framework for managing its apprenticeship provision. Where an academic school proposes to 
deliver an apprenticeship, it recognises and agrees to operate wholly within this framework 
comprising unified policies, processes, systems, and ways of working, to ensure our ongoing 
compliance to our regulatory obligations. 
 
The regulations and policies governing the academic experience of Northumbria students shall 
apply in full to apprentices as to any other registered student enrolled on a Northumbria 
programme, except where a specific provision is made, or variation sought to accommodate 
the specific requirements of apprenticeships. 
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2. Governance and Policy 
 
Apprenticeship Governance Structure and Management 
 
The University has a complex governance structure, reflecting its range of provision and 
activities. The information below outlines at a high level the role of the relevant boards and 
committees in apprenticeships. 
 
Board of Governors 
Supreme decision-making body of the University, overseeing all activities of the University and 
endorsing its strategic direction. The Board of Governors is the accountable authority under 
the Higher Education and Research Act (HERA). 
 
University Executive 
Advises the Vice-Chancellor and Chief Executive on matters relating to the management of 
the University. The overall strategic direction of apprenticeships, and high-level aspects of 
apprenticeship operation and compliance will be considered here. 
 
Academic Board 
Academic Board, subject to the oversight of the Board of Governors, oversees the education 
and research of the University and is responsible for the academic quality and standards of 
the University, and the admission and regulation of students and other learners (including 
apprentices). It advises the Vice-Chancellor and the Board of Governors on academic matters. 

Education Committee 
Strategy and policy oversight for student learning and experience activities, providing advice 
and monitoring activities in these areas. It manages business through several sub- 
committees including: 
 
Quality and Standards Sub-Committee 
Responsible for oversight of the approval and review of all programmes, including 
apprenticeships, which are considered in the context of the overall portfolio of the University. 

Faculty Education Committee 
Responsibility for promoting, supporting and facilitating the creation of a culture of Education 
excellence at Faculty and School level across all delivery models, including apprenticeships. 

 
Joint Steering Committees: Durham Constabulary and Northumbria Police 
Responsible for strengthening subcontractor relationships, sharing data and information and 
developing the PCDA portfolio. The JSCs are also used as evidence for the yearly 
Subcontracting Audit. 

Apprenticeship Assessment Board (AAB) 
Confirms University awards and monitors progression and engagement on apprenticeship 
programmes according to apprentice-specific requirements, including Gateway. 
 
Department Apprentice Journey Meetings (DAJM) 
Conducts regular review of individual apprentice progress, including skills assessment, 
attendance, off the job (OTJ), and academic progress. Identifies actions and interventions 
where areas of concern are identified, including safeguarding concerns. 
 
A diagram of the governance structure is available in Appendix A.  

 

https://www.northumbria.ac.uk/about-us/leadership-governance/the-role-of-the-board-of-governors
https://www.northumbria.ac.uk/about-us/leadership-governance/university-executive/
https://www.northumbria.ac.uk/about-us/university-services/student-library-and-academic-services/quality-and-teaching-excellence/governance-and-committees/
https://www.northumbria.ac.uk/about-us/university-services/student-library-and-academic-services/quality-and-teaching-excellence/governance-and-committees/
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Assessment Regulations 

The Academic Regulations for Taught Awards (ARTA) and its related policies apply to 
apprentices, except where there are particular requirements relating to the apprenticeship 
external regulation and funding rules. Variations of the regulations might also be applied to 
cover the requirements of any relevant Professional and Statutory Bodies (PSRBs). Variation 
Orders will be approved through the Quality and Standards Sub-Committee of Education 
Committee as per standard policy. 

Department for Education (DfE) and Access to Levy Funds 

2.1        Please note that at the time of writing some of the organisations in this guidance 
are undergoing changes.  

2.2       Apprenticeship Provider and Assessment Register (APAR) 
 
The University must be registered as a provider on the APAR to run apprenticeship 
programmes, draw down levy funds, and deliver End Point Assessment (EPA). Registration 
is via an application process which includes information on our quality control measures, 
management, leadership and staffing. From time to time the University will be invited to renew 
registration. The University will be contacted by Department for Education if we are required 
to renew the registration. The APAR is also a register for EPAOs (End Point Assessment 
Organisations), and the University must register for each standard (and each version of each 
standard) they are an EPAO for. For integrated apprenticeships, the University can only 
become an EPAO for that standard once learners are registered to the programme. The APAR 
submission is managed by the Governance and Compliance team. 
 
2.3 Department for Education (DfE) Contract 
 
DfE contracts and agreements are published on a secure government portal and are 
electronically approved/signed off by an authorised Signatory on behalf of the training 
provider. The DfE contract is managed by Legal Services. Variations to the contracts and 
agreements can be made throughout the funding year and require re-signing. DfE will stop or 
pause apprenticeship funding where there is not an up-to-date signed agreement. 

2.4    Department for Education (DfE) Apprenticeship Funding Returns 
 
The Individualised Learning Record (ILR) is the primary apprenticeship data collection 
process. All training providers must return an ILR return each month to ensure that public 
money is distributed through the DfE in line with government targets for quality and value for 
money. The ILR return calculates the actual funding earned and monitors training providers’ 
delivery against the apprenticeship budget. 
 
Training providers collect information about each of their learners, the learning they are 
doing, and the learning outcome. The ILR data is stored in the Apprenticeship Management 
System (Aptem) and is submitted to the DfE each month through a secure DfE portal: ‘Submit 
learner data’. The ILR return goes through strict validation and other checks to ensure the data 
is of good quality and in the correct format. Valid learner data is run through a funding 
calculation, checked against contract information and the appropriate payment is then made. 
Funding will not be received for any learners that have validation errors. 
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2.5     Apprenticeship Data Compliance 

The Apprenticeship Data Compliance process involves ensuring that all data related to 
apprenticeships is collected, managed, and reported in accordance with regulatory 
requirements. This process is crucial for maintaining the integrity and transparency of 
apprenticeship programs. 

Key steps in the process include: 

1. Data Collection: Gathering accurate information from various sources, such as 
apprentices, employers, and training providers. This includes details on enrolment, progress, 
and completion. 

2. Data Management: Organising and storing data securely, while implementing systems to 
track changes and updates. Regular audits and reviews are essential to maintain data 
accuracy. 

3. Reporting: Compiling data for submission to relevant regulatory bodies. This includes 
generating reports that meet compliance standards and deadlines. 

4. Compliance Work: The Apprenticeship Provider Data Self-Assessment Toolkit is a 
government developed online toolkit designed to help apprenticeship providers evaluate their 
data practices and improve the quality of their data management. The toolkit allows training 
providers to output a series of reports to test the integrity of their Individualised Learner Record 
(ILR) data. This assists the University in carrying out routine data cleansing and submitting 
accurate ILR data returns to the Department for Education (DfE). 

PDSAT main purposes include: 

• Assessment: Providing a structured way for providers to assess their data collection, 
management, and reporting processes. 

• Improvement: Identifying areas for improvement in data practices, ensuring 
compliance with relevant regulations and standards. 

• Guidance: Offering best practices and resources to enhance data quality and security. 
• Accountability: Supporting providers in demonstrating accountability and 

transparency in their data handling. 
• Decision-Making: Helping providers make informed decisions based on accurate and 

reliable data. 
 
5. Continuous Improvement: Regularly assessing the compliance process to identify areas 
for enhancement, ensuring alignment with changing regulations. Overall, it aims to enhance 
the effectiveness and efficiency of apprenticeship programs through better data management. 

3. Types of Apprenticeship 
 
Apprenticeships are work-based programmes of study which are designed to meet Skills 
England Apprenticeship Standards.  
 
The University delivers two types of apprenticeships: Degree Apprenticeships (DA) and Higher 
Apprenticeships (HA). 

All types of apprenticeships can be delivered as ‘open’ or ‘closed’ programmes. An open 
programme is offered to any employer with apprentices in appropriate roles, whilst a closed 
programme is delivered to a specific employer. Closed programme content and delivery 
pattern may differ slightly from the ‘open’ equivalent. 
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All apprenticeship programmes must operate in accordance with the Apprenticeship Funding 
Rules (hereafter referred to as ‘the funding rules’). For apprenticeship programmes delivered 
by the University, the University is responsible for compliance with the funding rules. 

All staff involved in the delivery and support of apprenticeship programmes within the 
University will be kept informed of the requirements of the funding rules (and any associated 
changes) by the Governance and Compliance team. Staff must act in accordance with the 
funding rules, including retaining appropriate documentation to demonstrate compliance as 
part of an associated evidence pack. 
 
3.1  Degree Apprenticeships (DA) 
 
The Skills England DA Standards include a level 6 or level 7 mandatory degree award 
(bachelors with honours, or masters degree) as part of the Apprenticeship Assessment Plan. 
The Degree element is governed via standard ARTA regulations (or approved variations 
thereof). The apprenticeship End Point Assessment (EPA) assesses professional competency 
and completion of the Knowledge, Skills and Behaviours (KSBs) as outlined in the specific 
apprenticeship standard. The EPA is either integrated into the degree programme (the degree 
and the apprenticeship award are assessed at the same time), non-integrated (the degree and 
the apprenticeship award are assessed separately) or fully integrated (the EPA is not a 
separate module in the programme and will be signed off by an exam board after all KSBs 
and degree components are completed). EPA requirements are published in the 
Apprenticeship Standard Assessment Plan. (See section 7 below for more information on 
EPA). 

3.2  Higher Apprenticeships (HA) 
 
The Skills England HA Standards do not always include a mandatory University award though 
non mandatory awards may be incorporated into the programmes. Northumbria University’s 
principles for the delivery and management of Higher Apprenticeships are as follows: 
 

3.2.1 Like Degree Apprenticeships, HAs combine academic study with work-based 
learning. Students must be employed in a job role which provides opportunity to 
practice and evidence the knowledge, skills & behaviours (KSBs) required to achieve 
the apprenticeship as defined by the relevant Skills England Standard. Apprentices 
are awarded an HA award after completion of an approved programme of study and 
successful completion of EPA. 

3.2.2 Unlike Degree Apprenticeships, HA Standards do not include a degree qualification 
but may or may not include another qualification. In some cases where there is no 
mandatory award, apprentices may successfully complete the programme and be 
awarded a Higher Apprenticeship by receiving a university award. 

 
3.2.3 Progression to the EPA Gateway is not always dependent on achievement of a 

university award. This is dependent on whether there is a mandatory qualification 
included in the standard. 

 
3.2.4 At Northumbria University, HA programmes are made up of modules with notional 

workload and corresponding credit size. Module learning outcomes should map 
directly to the HA Standard and enable apprentices to demonstrate acquisition of 
KSBs and professional competence. All content must contribute to the 
apprenticeship award. 
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3.2.5 University awards on HA programmes will be written into the programme design and 
approved via the normal University approval process. Any University award title 
should be distinctive from the apprenticeship title to clearly differentiate. 

 
3.2.6 University awards may be given to students on HA programmes in the following 

circumstances: 
 

3.2.6.1 Where an award has been written into the Skills England Standard. 

3.2.6.2 As recognition of achievement on early exit from the programme. 
 

3.2.6.3 As recognition of credits gained on the HA programme after 
successful completion of EPA. 

 
4 Mapping to Standards 
 
All learning on both DA and HA programmes must contribute to the Skills England standard. 
At programme development stage a mapping exercise is carried out and submitted as part of 
the programme approval documentation. The mapping must clearly demonstrate that all 
module learning outcomes directly contribute to the apprenticeship standard KSBs and all 
standards are covered by learning outcomes. 

This mapping demonstrates that levy funds are being used appropriately i.e., to deliver only 
Skills England Apprenticeship Standards. 

5 Programme Approval and Revision 
 
Initial approval and any subsequent revisions of all apprenticeship programmes follow 
University approval processes in all respects, other than the specific requirements referenced 
in the two sections below. 
 
5.1 Programme Approval 
 
Initial approval for developing an apprentice programme must be supported by the Pro Vice 
Chancellor (Education), in order to ensure fit to University Apprenticeship Strategy. 
 
Following endorsement by the Pro Vice Chancellor (Education), the proposer follows the 
standard University programme approval process and submits a proposal to the Portfolio 
Development Team which coordinates strategic (business case) consideration process, and 
approval by Quarterly Continuous Improvement Review. At this stage, an apprenticeship 
supplement must be included in the documentation for consideration. The supplement 
requires the proposer to demonstrate the following: 
 

5.1.1 How the minimum requirement for off- t he - j o b  training hours is met 
on the programme, 

5.1.2 Programme costing which complies with Apprenticeship Funding rules 
and an indicative delivery schedule including start and end dates, and 
EPA Gateway. 

5.1.3 A due diligence report is also required at this stage if the proposal 
includes sub-contracted delivery (see section 10). 

5.1.4 How the unique features of an apprenticeship such as 
Safeguarding, Prevent and Fundamental British Values (FBV) are 
clearly articulated. 
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Following strategic approval, in order to prepare for academic approval, the proposers must 
complete the University’s bespoke Apprenticeship Programme Specification template, as well 
as other key documentation which is specific to apprenticeship programmes. These templates 
are owned by the Approvals and Revisions team in Academic Registry. 
 
To aid and document appropriate scrutiny, at the time of academic programme approval the 
University Approval Panel (UAP) members are issued an Apprenticeship-specific checklist 
which ensures that the key features of an apprenticeship programme have been appropriately 
addressed within the programme design. The UAP must ensure that the programme is 
structured to deliver the learning aims (KSBs) of the Skills England Apprenticeship Standard, 
and the EPA (where integrated) follows the appropriate Assessment Plan. Where a PSRB is 
involved in programme approval, mapping of learning aims and outcomes must include both 
PSRB standards and Skills England standards. 

UAP members are additionally asked to question and clarify the role of employers in the design 
and delivery of apprenticeship programmes, to ensure compliance with apprenticeship design 
expectations. 
 
5.2 Programme Revisions 
 
It is fully expected that apprenticeship programmes will need to change over time, especially 
when a new Skills England (or related PSRB) standard or version of a current standard is 
published in the sector. The process for revising an apprenticeship programme is the same as 
for any other University programme, but with some key additions: 

5.2.1 Heads of Apprenticeships (or equivalent academic member of staff) 
and appropriate professional support staff are expected to assess 
each revision submission for apprenticeship programmes, to ensure 
compliance with apprenticeship regulations, latest standards, and 
design principles. 

 
5.2.2 Apprenticeship programmes should be marked / highlighted as such in 

the revisions process, to enable robust tracking and monitoring of 
Skills England standard revisions. 

 
5.2.3 Apprenticeship programme documentation must be on the correct 

apprenticeship specific templates, to ensure all key information is 
captured. 

 
5.2.4 After approval of apprenticeship revisions, the amended information 

must be accurately transferred into the apprenticeship management 
system (Aptem) and updates must be communicated to apprentices 
and employers in a timely manner, when there is an impact on 
contractual obligations requiring training plans and relevant 
agreements to be reissued.  The decision to move an apprentice to a 
new version of a standard is a tripartite agreement between all parties. 

Post-approval, final versions of documentation will remain stored on standard University 
systems, in line with all other Northumbria programmes. 
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6 Work-based Learning and Off the Job Training (OTJT) 
 
Apprenticeship programmes combine academic study with work-based learning. Every 
apprentice must be supported to achieve the apprenticeship standards within their job role. 
DfE places obligations on employers and providers to ensure that apprentices are employed 
in an appropriate job role and are adequately supported. Each employer provides a mentor to 
support the apprentice through the programme. The mentor is usually the immediate line 
manager and attends a progress review meeting at least every three calendar months with 
the University coach and the apprentice. 

6.1 Off-the-Job Training (OTJT) 
Off-the-job training (OTJT) is a statutory requirement for an English apprenticeship.  It is an 
essential component, and a legal requirement, of an apprenticeship.  DfE defines off the job 
training as ‘training which is received by the apprentice within their practical period, during the 
apprentice’s normal working hours, for the purpose of achieving the knowledge, skills and 
behaviours of the apprenticeship they are undertaking.  By normal working hours we mean 
the hours for which the apprentice would normally be paid, excluding overtime. It is not on-
the-job training, which is training received by the apprentice for the sole purpose of enabling 
the apprentice to perform the work for which they have been employed.  By this we mean 
training that does not specifically link to the knowledge, skills and behaviours set out in the 
apprenticeship’. 
 
Further information can be found on GOV.UK: off-the-job training. 
 
Off-the-job training must be directly relevant to the apprenticeship standard, teaching new 
knowledge, skills and behaviours required to reach competence in the particular occupation. 
To comply with funding rules, off-the-job training hours will only be eligible if they are taken in 
the apprentice’s normal working hours and over the planned duration of the training practical 
period within the apprenticeship. The apprentice must meet the planned hours before passing 
through Gateway. Note that these planned hours must meet or exceed the minimum off-the-
job training hours as published in DfE funding rules. 
 
The planned hours can be found on your Training Plan and from the beginning of the 
programme you will be expected to record the amount of time you spend in off the job training, 
using Aptem. Note that any ineligible activity, including any that is done outside of normal 
working hours, will be discounted from your OTJ log. 

The provider must ensure that off the job training delivers new skills that are directly relevant 
to the apprenticeship standard. Off the job training can include: 

a) The teaching of theory (e.g. lectures, role playing, simulation exercises, 
online learning and manufacturing training) 

 
b) Practical training (e.g. shadowing, mentoring, industry visits and 
participation in competitions) 

c) Learning support 
 

d) Time spent writing assignments 
 

e) Revision (where this is specifically required for achievement of the 
apprenticeship). 

Apprentices are required to record their OTJ hours weekly and collect supporting 

https://www.gov.uk/government/publications/apprenticeships-off-the-job-training
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evidence to validate their claim. 
 
OTJ components are designed specifically for individual learner training plans, mapped within 
Aptem. This acts as a progress monitoring tool for all stakeholders, supporting attendance 
and engagement, and a linked repository for portfolio evidence. 

7 End Point Assessment (EPA)  

            End Point Assessment is currently undergoing changes in line with the 
Apprenticeship Assessment Principles published in February 2025 - therefore 
this policy is subject to change and as is written reflects the current 
arrangements for End Point Assessment as outlined in the Apprenticeship 
Funding Rules - End Point Assessments (114-129). As changes are made and 
terminology updated this policy will be reviewed and updated as necessary. 

 
All apprenticeship standards will have an accompanying EPA Assessment Plan. This 
determines if the apprentice has met the requirement of the apprenticeship standard; that is, 
they are able to demonstrate the Knowledge, Skills and Behaviours (KSB) and are 
occupationally competent. 

 
Successful completion of EPA is necessary for the award of the Apprenticeship Certificate. 

 
Statutory Integrated/Fully Integrated 
Statutory regulators prescribe how new entrants to the occupation should be assessed and 
set out the level of competence. 

 
Integrated 
Integrated: EPA is an integral component of the University programme. The University will 
normally provide all the scheduled on-programme learning and deliver the EPA. The End Point 
Assessment will be credit bearing. 

 
Non-Integrated 
Non-integrated: the University will normally provide the scheduled on-programme learning and 
confirms either the University award and/or that Gateway criteria is met. The EPA is then 
conducted independently by an external EPAO who confirm the apprenticeship award. 
 
In all cases, the EPA is mandatory and the apprenticeship programme has not been completed 
until EPA is attempted. 
 
For both integrated and non-integrated EPA, the University will confirm that apprentices have 
satisfied the requirements of Gateway, which is the point they progress to EPA, via an 
Apprentice Assessment Board, or AAB (see section 15 below). 
 
The nature of the EPA and Gateway requirements differ according to the Skills 
England Apprenticeship Standard 
 
The University’s EPA policy can be found here. 
 
8 Employer Agreements and On-Boarding 
 
8.1 Employer Application Form 
 
Business Development Managers in Research and Innovation Services manage the initial 
Employer Application. At this stage, due diligence, appropriateness of the programme to 
business and apprentice needs and eligibility of proposed apprentices are confirmed in line 

https://northumbria-cdn.azureedge.net/-/media/university-policies/policy-master-versions/end-point-assessment-policy.pdf?modified=20241010125204
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with Apprenticeship funding rules. Employer information and that of each apprentice candidate 
(where known) is extracted from Approved Employer Application forms and added to an 
onboarding SharePoint site, accessed by Business Development, Applicant Services, 
Apprenticeship Academic Support and Strategic Planning and Performance to begin the 
apprentice admission and employer contracting processes. 
 

8.2 Employer Contracts 
 
There must be a written contract between the University and the employer which forms the 
contract for services between the two institutions in relation to the negotiated fees, set against 
the pricing matrix of the Apprenticeship Funding Rules eligible costs including the cost of EPA. 
 
The contract template (Apprenticeship Training Services Agreement) has been developed by 
Legal Services and Apprenticeship Academic Support Team to meet Apprenticeship Funding 
Rules and University needs and is managed on an operational level on a self-service basis by 
Apprenticeship Academic Support Team. Legal Services will be consulted if an employer 
requests a change to the standard terms or when a need to adjust the agreement has arisen 
from the University or changes to external regulations. 

Contracts are issued to employers by the Apprenticeship Academic Support Team. The 
contract will be in place prior to commencement of the apprenticeship programme and full 
onboarding of the apprentice in line with funding rule requirements. 
 
A contract will normally be for a period of four or five years or until the last apprentice has 
completed, whichever is the latter. For repeat cohorts with the same employer which fall within 
the main contract term, an annual schedule may be used which details any amendments or 
updates to the main contract and the names of the new apprentices, otherwise a full contract 
will be sent as standard. 
 
8.3 Other Agreements 

In addition to a contract, the following documents must also be in place prior to the start of the 
programme: 
 

8.3.1 Apprenticeship Agreement: 
This is an agreement between the apprentice and the employer. The 
University will provide information to assist employers to complete this, but 
the document is owned by the employer. 

 
8.3.2 Training Plan: 
This is an agreement between the University, the apprentice, and the 
employer. The document sets out how all three parties will support the 
apprenticeship. The content of the Training Plan must align with the 
requirements of the funding rules, including setting out the planned content 
and schedule for the training (including module list and EPA); start and end 
dates for the apprenticeship (including EPA); start and end dates and 
duration of the practical period (excluding EPA); the number of planned off- 
the-job training hours for the full apprenticeship; the roles and responsibilities 
of each party; and written confirmation from the employer that the apprentice 
will be allowed to undertake the required amount of off-the-job training (and 
English and Maths training if required) within their normal working hours. An 
example of the Training Plan available on Aptem can be found here. 

https://northumbria-cdn.azureedge.net/-/media/teaching-excellence/pl%2C-d-%2C055-v003---appendix-apprenticeship-framework-policy---aptem-training-plan-example.pdf?modified=20240612141353
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Signed copies of the Apprenticeship Agreement and the Training Plan are retained by the 
Apprenticeship Academic Support Team in Aptem. The Training Plan must reflect any key 
updates and reissued for signature where required. A document audit trail of any revisions 
resulting from changes in circumstance is kept in the evidence pack. 
 
9 External Quality Monitoring (EQA) for EPA 
 
EQA of the integrated degree and higher apprenticeship provision is the responsibility of the 
Office for Students (OfS) via the Designated Quality Body (DQB). 

The process of EQA is based on the IfATE EQA Framework. Guidance has been released by 
the Office for Students on the process for EQA. Judgements focus on whether EPA is 
effective, valid and reliable, and in line with OfS Condition B4. 
 
EQA readiness checks would apply when an EPAO intends to deliver EPA for a new 
apprenticeship standard. These confirm that the EPAO is ready and able to ensure timely 
delivery of assessments for learners who have completed their learning and are ready to take 
the EPA. 
 
EQA monitoring checks are designed to ensure that the actual delivery of EPA provides a 
relevant, reliable and independent assessment of occupational competence, when an EPAO 
has completed at least one cycle of EPA. EPAOs are selected for monitoring checks on the 
basis of risk and prioritising is likely to take place based on the number of apprentices on 
standards. 
 
Parts of the ongoing monitoring includes the EPAO’s internal and external quality monitoring 
processes, which, in turn, will inform above checks by the OfS. 

External examiners form one of the lynchpins of Northumbria’s moderation processes. 
Northumbria’s external examiners policy outlines criteria for appointment, roles and 
responsibilities, nomination, and appointment processes as well as internal reporting and 
feedback requirements applicable. Additional duties as to End Point Assessment around 
review documentation, review of sample work, standardisation/moderation meetings and 
examination boards observation, meetings with independent assessors, apprentices and 
employers are also referenced. 
 
Conflicts of interest are managed as part of the recruitment/appointment process with prior 
scrutiny applicable by heads of apprenticeships initially to ensure suitable due diligence. Any 
further escalation is enabled through the Governance structure, where required. 
 
Regular governance reporting of external examiners appointments and feedback takes place 
through Quality and Standards Sub Committee, Education Committee and Academic Board 
throughout committee cycles. 
 
Training of and communication with external examiners is ongoing through the recruitment, 
appointment, reporting and (fee) claim processes. An additional yearly webinar also takes 
place to provide details of the sector context, Northumbria practices and contacts in place. 
 
Please see Appendix C for external examiner/assessor supplementary report. 
 
10 Annual Quality Monitoring 

Through Continuous Programme Performance Review (CPPR) colleagues will review 
apprenticeship programmes, with adjustments to take into account apprenticeship-specific 

https://www.instituteforapprenticeships.org/media/5505/eqa-framework-august-2020-a.pdf
https://northumbria-cdn.azureedge.net/-/media/university-policies/policy-master-versions/external-examiner-assessor-policy.pdf?modified=20251212142827
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data sets and considerations. Apprenticeship Programme CPPR Reports are continuously 
monitored, whilst being signed off by the relevant Faculty Executive Group (FEC) at two points 
per academic year (December and April), providing the audit trail that all data has been 
considered. 

Signed off Apprenticeship CPPR Reports are used as a basis for the institutional SAR (Self 
Assessment Report) and QIP (Quality Improvement Plan). A meeting of Apprenticeship 
Programme Leaders and Heads of Apprenticeships will be convened to draft the institutional 
SAR, then signed off by Quality and Standards Sub Committee. 

Quality and Standards Sub Committee continuously monitors AAF (Apprenticeship 
Accountability Framework) metrics. 

Learner feedback is gathered by the Quality Review Team, using a number of applicable 
Learning and Teaching Surveys such as Programme Level Surveys. NSS (National Student 
Survey) eligibility also applies. 
 
Employer feedback is monitored internally via a yearly employer survey carried out jointly by 
Governance and Compliance and the Quality Review Teams. Results are then reported to the 
Quality and Standards Sub Committee. Additionally, risk monitoring of the Government 
Employers’ Survey (currently carried out every 90 days) outcomes is taken place through the 
AAF dashboard with reporting through the Quality and Standards Sub Committee. 
 
11 Sub-Contracted Provision 

Apprenticeship provision may be sub-contracted to other suitable organisations where there is 
benefit to the programme, for example by enhancing employer collaboration, workplace 
expertise or expanding the geographical location of delivery in line with the requirements of 
the Apprenticeship Funding Rules. A sub-contractor may be the employer or another training 
provider. This activity is closely monitored by DfE, and the University must adhere to the DfE 
sub-contracting standard. The University has a sub-contracting policy and rationale in place 
which outlines the governance and management of such arrangements. The University’s 
management of sub-contracting is subject to an annual audit.   

The University’s Sub-Contracting Policy and rationale is published on our webpages in line 
with DfE regulations and can be found here.  
 
Proposals including potential sub-contracting are subject to scrutiny as early as possible in 
the planning process. The approval process is set out in the sub-contracting policy: 
 

• The Faculty Planning Group will initially consider all new requests to enter a 
sub-contracting relationship for an Apprenticeship opportunity, regardless of 
value. This scrutiny takes place prior to tender. 

 
• Following the Faculty Planning Group sign-off, details of any proposed 

subcontracting arrangement including educational rationale, due diligence 
report and costings for wider University scrutiny are submitted to the Quarterly 
Continuous Improvement Review, who will be able to halt development of the 
programme if the appropriate scrutiny of potential sub-contracting has not 
taken place according to university policy. 

 
• The Quarterly Continuous Improvement Review recommendations regarding 

proposals to sub-contract will be submitted to Quality and Standards Sub 
Committee to consider and Education Committee for approval and reported to 
Finance and Resources Committee to endorse. 

https://www.northumbria.ac.uk/business-services/engage-with-us/degree-apprenticeships/develop-an-apprentice
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• The Finance and Resources Committee receive rationale for sub-contracting 

and confirm Governor sign-off annually. 
• DfE regulations on sub-contracting determine that rationale is outlined as 

determined in the Apprenticeship Funding Rules.  

12 Apprentice Application and On-boarding 

12.1 Eligibility 
 
In addition to academic entry criteria the following criteria apply to prospective apprenticeship 
students in accordance with Apprenticeship Funding Rules. 
 
For example, they must: 
 

12.1.1 Be in employment and have a contract of sufficient duration to allow 
them to complete the apprenticeship. 

 
12.1.2   Be a resident in the UK. 

 
12.1.3 Be in a job role which provides them with the opportunity to apply the 

knowledge, skills, and behaviour (KSBs) stipulated in the 
apprenticeship standard. 

 
12.1.4 Be able to evidence certification of qualifications and/or have a 

Personal Learning Record to evidence qualifications. 
 
For full rules on eligibility, please click here.  
 
12.2 Application 

The apprentice application process follows University Online Application process and standard 
University policies and procedures apply (although with variations relating to Apprenticeship 
standards). Apprentices are initially nominated by their employer as part of the employer 
contracting process and it is then the University’s responsibility to check potential apprentices 
against University and DfE eligibility criteria. The Application process is managed by the 
University’s Applicant Services team. 
 
12.3 Initial Skills Assessment 
 
When eligibility is confirmed, an Initial Skills Assessment (ISA) must be carried out for each 
prospective apprentice. Prior experience is mapped against the standard’s KSBs to determine 
a starting point against which to benchmark progress and identify any RPL (Recognition of 
Prior Learning) required. DfE funding must not be claimed for learning previously acquired and 
the University must demonstrate that the apprenticeship programme provides new learning 
for each learner. ISA is carried out by Workplace Coaches assigned to support the relevant 
programme. 

Where RPL is due, the University can either exempt a student from studying the module or 
part of the module (reducing OTJ hours) or, if deemed appropriate, allow the student to 
complete the module but remove the cost of delivery from the funding claim. 

From 31 October 2023, DfE have accepted that prior learning is less likely to exist for 16-18 

https://www.gov.uk/guidance/apprenticeship-funding-rules#to-2026-rules
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year olds but, where this is the case, the provider must still evidence this with a check of the 
personal learning record and a discussion. There is no longer a requirement to complete a 
skills scan in this scenario. 

13 The Apprentice File/Evidence Pack 
 
The University must hold evidence to assure DfE that funding is being used appropriately. Most 
evidence will occur naturally from normal business process. In the event of an DfE audit, if 
evidence is not available, funding may be at risk. 
 
See ‘Evidence Requirements’ of the Apprenticeship Funding Rules for details of evidence 
pack requirements and the relevant sections relating to evidence. From this list of required 
evidence, the Governance and Compliance team keep a record of where relevant evidence 
can be found and who is responsible for updating it. 
 
14 Coaching and Progress Review 
 
14.1 The Workplace Coach 
 
Each apprentice is allocated a Workplace Coach. The coach forms a tri-partite group along 
with the apprentice and the employer mentor when completing Progress Review Meetings 
(PRM). PRMs take place at least every three calendar months during the apprentice’s 
programme. PRMs monitor and review progress and support the apprentice in developing and 
applying work-based skills as defined by the Apprenticeship Standards Knowledge, Skills and 
Behaviours (KSBs). The coach also conducts a compliance check to ensure that the 
apprentice is being given, by their employer, the OTJ hours required for the apprenticeship 
and recording evidence. 

The role of the Workplace Coach includes: 
 

Conducting an initial assessment of each apprentice’s existing knowledge, skills 
and behaviours against the apprenticeship standard prior to the start of the 
programme. This assessment informs RPL and forms a foundation to monitor 
development during the programme. The initial meeting takes place via Teams with 
the Apprentice, Employer and Workplace coach involved in the process. 

Leading Progress Review Meetings with the employer, mentor and apprentice. The 
coach will complete a standard PRM Template which is developed and managed by 
the Apprenticeship Academic Support Team and Lead Coaches. Actions are 
identified and actively followed up, and overall progress is RAG rated, which 
identifies cases for intervention and escalation requirements. These actions are 
discussed in the monthly Departmental Apprentice Journey Meetings (DAJMs). See 
section below. Workplace Coaches and members of the academic staff teaching on 
the apprenticeship programme formulate any actions needed to get the apprentice 
back on track. 

 
Supporting portfolio development. The coach will provide advice and guidance 
to apprentices and employer mentors on the completion of the apprentices’ work-
based portfolio. 

Preparation for End Point Assessment. The coach completes a PRM focused on 
KSB mapping and helps to prepare apprentices for professional discussions if 
necessary. 

 
15 Departmental Apprentice Journey Meetings 
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15.1 Purpose and Remit 
 
Departmental Apprentice Journey Meetings (DAJMs) will undertake regular reviews to 
ensure work-based learning and OTJ are on track, and an adequate level of employer 
support is in place. 
 
At each DAJM, the content and structure of discussion will differ depending on apprenticeship 
nuances but core consistent focus for review will be as follows: 
 

15.1.1   To consider a summary of Apprentice Progress Review Reports (with 
RAG ratings), academic records of apprentices, OTJ and attendance 
records (where available). 

 
15.1.2   The workplace coach to go through their caseload of apprentices 

monthly with Line Manager and Programme Leader to discuss any 
queries etc per apprentice. 

 
15.1.3   To discuss, on an exceptional basis, (Red and Amber rated) 

apprentices and apprenticeships with unsatisfactory progress or 
engagement. All apprentices, including those who are Green rated will be 
included in the DAJM meeting. 

 
15.1.4   To identify actions and interventions where progress is not satisfactory 

and maintain a centrally held log of discussions, decisions and follow up 
actions. 

 
15.1.5   To refer wellbeing concerns to the dedicated safeguarding officers. 

 
15.1.6   To refer concerns relating to ongoing lack of engagement to the 

Apprenticeship Academic Support team for investigation. 

 
15.1.7   Once established by the Apprenticeship Academic Support team, to 

endorse decisions to suspend apprentices due to lack of engagement in 
line with DfE funding rules and report to the Apprentice Assessment 
Board (AAB). 

 
15.1.8   The Workplace Coach to choose an action to help get the apprentice 

back on track e.g. Category 1: Workplace Coach to follow up, Category 
2: Academic Support to follow up, Category 3: The faculty HOA (Head of 
Apprenticeships or equivalent) to follow up. 

 
Additional items of focus will differ but may include the following: 
 

15.1.9            To consider Business Development updates. 

 
15.1.10 To update on Admissions. 

 
15.1.11 To receive updates from Registry teams if relevant. 
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15.1.12 To receive an update from Workplace Coaches. 

 
15.1.13 To receive an update from each apprenticeship programme. 

 
15.1.14 Any Other Business. 

15.2 Operation 

Each Workplace Coach will share their caseload and report any actions taken from their 
apprentice PRMs raising any areas and apprentices for concern. The DAJM will agree and 
record any necessary actions which need to take place, or have to date been put in place, to 
support any apprentice identified. Progress on actions will be discussed and recorded at the 
following DAJM to assess completion and impact. See DAJM Terms of Reference at 
Appendix B. 

16 Apprentice Assessment Board 
 
16.1 General Purpose and Remit 
 
The remit of the Apprentice Assessment Board (AAB) incorporates the standard University 
PAB (Programme Assessment Board) Terms of Reference. The Terms of Reference were 
amended to accommodate the distinct types of apprenticeship and additional monitoring and 
compliance responsibilities. 

16.1.1  To confirm linked University awards on Degree Apprenticeship 
programmes and optional University awards on Higher Apprenticeship 
programmes (NB these should have been formally agreed at the initial 
approval stage, see section 5.1). 

16.1.2   To confirm the academic progression status for individual apprentices 
based on their profile of confirmed marks with reference to the Academic 
Regulations for Taught Awards, any specific regulations formally agreed 
to apply to a programme (e.g., Professional Statutory Regulatory Body 
(PSRB) considerations) and the Knowledge, Skills, Behaviours (KSBs) 
relating to the relevant apprenticeship standard. 

 
16.1.3   To confirm progression to Gateway for End Point Assessment (EPA). 

 
16.1.4   To monitor apprentices’ engagement and compliance by: 

At programme and cohort level, to receive any apprentice specific 
interventions which have taken place following ongoing review and 
progress activities at Departmental Apprentice Journey Meetings 
(DAJM). Covering, but not exclusive to; Off the Job Training (OTJ), 
Employer Engagement and trajectory to meet required apprenticeship 
KSBs. 

See AAB Terms of Reference at Appendix B. 
 
16.2 AAB Remit - Degree Apprenticeships (integrated) 
 
Final Year: The role of the AAB is to confirm competency against the Standard’s KSBs, as 
demonstrated by assessment results and eligibility for aligned University awards. For 
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integrated standards the AAB will confirm that apprentices have met Gateway requirements 
to progress to EPA. After the EPA, the AAB will confirm achievement of the University Award 
 
and the apprenticeship. The AAB also confirms resit requirements, including resits/retakes of 
the EPA. 
 
To do this, the AAB receives: 
 

16.2.1   Module results as evidence of KSB achievement 

16.2.2   Employer sign-off as evidence of workplace competency 

16.2.3   Acquisition of level 2 functional skills 

16.2.4   OTJ hours 
 

16.2.5   Other Gateway requirements as may be specified by the 
Apprenticeship Assessment Plan. 

 
Progressing: The AAB confirms apprentice competency to be appropriate to the stage of 
study by consideration of module results and an overview of RAG rating status. It ratifies 
interventions in cases of non-engagement and non-compliance referred by the DAJMs. 
 
AAB Remit - Degree Apprenticeships (non-integrated) 
 
Final Year: The role of the AAB is to confirm progression to Gateway and eligibility for any 
University awards. It receives and considers: 
 

16.2.6   Student performance, as demonstrated by module results. 

16.2.7   Overview of RAG rating status. 

16.2.8   Flags raised by DAJMs reports 

16.2.9   Other Gateway criteria (OTJ and functional skills acquisition where 
needed) 

16.2.10 Employer’s recommendation 

The AAB confirms progression to Gateway and makes a recommendation to the EPAO 
regarding the level of competency against the Standard’s KSBs. 

Progressing: The AAB confirms apprentice competency to be appropriate to the stage of 
study by consideration of module results and an overview of RAG Rating status. It ratifies 
interventions in cases of non-engagement and non-compliance referred by the DAJMs. 
 
16.3 AAB Remit - Higher Apprenticeships 

Final Year: The role of the AAB is to consider apprentice performance as demonstrated by 
assessment results and an overview of RAG rating status. The AAB makes a 
recommendation to the employer and the EPAO regarding the level of competency against the 
Standard’s KSBs. 

Progressing: The AAB decides on whether apprentice competency is appropriate to the stage 
of study by consideration of module results and an overview of RAG rating status reports. It 
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ratifies interventions in cases of non-engagement and non-compliance referred by the 
Departmental Apprentice Journey meetings. 

16.4 Powers of intervention 
 
The AAB has the power to withdraw or suspend an apprentice for the following reasons in line 
with ESFA eligibility criteria: 
 

16.4.1   Does not possess a level 2 maths and English qualifications and will 
not do so before Gateway. 

 
16.4.2   No evidence of active learning for more than one calendar month. 

16.4.3   Apprentice is not developing new knowledge related to their job role. 

16.4.4   Lack of progress against KSBs. 

16.4.5   Studying on another Apprenticeship programme. 

17 Risk Register 
 
Under the University Risk Management Policy, all Faculties and Services must have 
operational risk registers. These registers identify the faculty/service risks, the measures that 
are currently in place to manage the risks, and what additional measures may be required to 
further reduce the adverse effect, should the risk event occur. For specialist areas, such as 
Apprenticeships, whose activities sit across multiple faculties and/or services, it is prudent to 
create a specific risk register for that activity to provide an overarching view and allows for the 
risks to be managed more cohesively and effectively. 
 
The Apprenticeship Risk Register will feed in laterally to any other appropriate Faculty or 
Service risk registers as well as upwardly influencing the University’s Strategic Risk Register 
where risks are significant enough to do so. The Governance Services Team will facilitate 
regular review of the Apprenticeship Risk Register, in line with the University Risk 
Management Policy, reviews being conducted with the identified risk owners or their delegates. 
 
18 Safeguarding 

All Apprentices are given information about staying safe at university, in the workplace and 
online (through the Safer Online training). Apprentices are encouraged to stay safe at work 
and identify any potential risks to their mentor or employer. 
 
Apprentices must complete mandatory Safer Online training and Safeguariding/Prevent 
training.  For apprentices that have started after September 2023, this is accessed and 
completed via Aptem. This is then monitored and checked in Progress Review Meetings by 
their Workplace Coach. Apprentices who are not on Aptem still complete this via Blackboard 
sites and it is monitored by faculty staff (e.g. Programme Lead, Head of Apprenticeships or 
equivalent). It is still checked in Progress Review Meetings as well.  
 
As part of the improved onboarding process, Apprentices are required to upload a copy of 
their employer’s safeguarding policy to Aptem. The initial Progress Review Meeting will involve 
a discussion around this to ensure Apprentices understand this. 

All staff undergo a rigorous appointment process, with an embedded safe recruitment process, 
where appropriate checks with the Disclosure and Barring Service are undertaken where 
necessary. 

https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnorthumbria-cdn.azureedge.net%2F-%2Fmedia%2Fservices%2Fvco%2Fdocuments%2Fpdf%2Fpolicies%2Frisk-policy.pdf&data=05%7C02%7Clouise2.smith%40northumbria.ac.uk%7Caea23c73b0dc4eb32a3408dc21966cef%7Ce757cfdd1f354457af8f7c9c6b1437e3%7C0%7C0%7C638422177146597427%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=hDj7cpfAMHL%2FSlCQWR%2FSJ7K3Z7JFUIiY%2BORGWoTZdc4%3D&reserved=0
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All staff, including subcontracted teaching staff, receive mandatory Safeguarding training, which 
includes awareness of the Prevent Duty and how to spot signs of potential signs of 
radicalisation. This is complemented by a specific Prevent Duty online module and an in-
person Advanced Prevent Duty module, both of which are optional training available to all staff 
but targeted towards ‘key staff’ as identified under the Prevent Duty requirements. Online 
training is renewed on a 3-yearly basis. Staff training completion is monitored through the 
Safeguarding Steering Group and the Joint Steering Committee. 

An annual Safeguarding and Prevent report goes to the University Board each year 
containing information on cases handled by the Serious Welfare Team and which of those 
resulted in an external Safeguarding or Prevent referral. 
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Appendix A – Apprenticeship Governance Structure 
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Appendix B - DAJM and AAB Terms of Reference 
 

Departmental Apprentice Journey Meeting (DAJM) 

Terms of Reference 

Departmental Apprentice Journey Meeting (DAJM) are sub-committees/boards of the Apprentice 
Assessment Board (AAB). DAJMs provide the opportunity for apprentice progress to be reviewed 
regularly and have the following specific remit. 

1. Monitoring and Review 
 

1.1 Using outputs from the Coach Apprentice Review activity and forms, to regularly 
review apprentice progress. 

 
1.2 To specifically consider apprentice progress using a RAG rated approach to highlight 

those at risk, in terms of, but not inclusive to, the below: 

1.2.1 Skills Assessment – against required Knowledge, Skills and 
Behaviours (KSBs) 

1.2.2 Attendance 
1.2.3 Off the Job Training 
1.2.4 Academic Progress 
1.2.5 End Point Assessment (EPA) Progress 

1.3 To identify actions and interventions where progress is not satisfactory and to hold 
a central, shared log of risks and follow up actions. 

 
1.4 To refer any safeguarding concerns to the dedicated safeguarding officers. 

1.5 To refer concerns relating to ongoing lack of engagement to the Apprenticeship Ac 
Academic Support team for investigation which may result in the DAJM being asked 
to endorse the suspension of apprentices due to lack of engagement with the ESFA 
funding rules. 

 
1.6 To report to the AAB, via Apprentice Programme Leaders, any interventions which 

have been taken as an output of the DAJM and to highlight any apprentices who have 
been suspended on the apprenticeship due to lack of progress and/or compliance. 

 
1.7 To consider any further, relevant apprentice journey items nuanced by department. 

2 Notes to inform conduct of the DAJM: 

2.1  All DAJM documents will be electronic, in keeping with the University’s Environmental 
Sustainability aims. 

 
2.2 A summary data report which RAG rates apprentices’ overall progress will be prepared 

and stored online on a central Teams site. 
 

2.3 At the meeting, apprentices flagged as Amber or Red will be discussed and actions 
noted directly into the online spreadsheet. 
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Apprentice Assessment Board (AAB) 
Terms of Reference 

 
Apprentice Assessment Boards (AAB) are sub-committees/boards of the University 
Education Committee. AABs replace Programme Assessment Boards (PABs) for 
apprenticeship programmes and have the following specific remit: 

1. Monitoring and Review 

1.1 To confirm linked University awards on Degree Apprenticeship programmes 
and optional University awards on Higher Apprenticeship programmes. 

 
1.2 To confirm apprentice competency to be appropriate to the stage of study by 

consideration of module results and an overview of apprentice progress 
reports. 

1.3 To confirm resit requirements, including resits/retakes of the EPA. 
 

1.4 To confirm the academic progression status for individual apprentices based 
on their profile of confirmed marks and with reference to the Academic 
Regulations for Taught Awards, approved variations thereof, or any specific 
regulations formally agreed to apply to a programme (e.g. Professional 
Statutory Regulatory Body (PSRB) considerations) and the KSBs relating to 
the relevant apprenticeship standard. 

 
1.5 To confirm progression to Gateway for End Point Assessment (EPA) by due 

consideration of Gateway requirements according to the relevant 
Apprenticeship Standard/s. 

• To confirm that scrutiny of module marks has taken place with reference to: 

1.5.1 Satisfactory internal moderation 
1.5.2 Satisfactory external moderation 
1.5.3 Anonymous marking where applicable 
1.5.4 Release of marks by each School, noting any issues arising 

including missing marks, ratification of marks changes from 
Heads of School (HoS), Technical Extenuating 
Circumstances (TEC) decisions and Academic Misconduct 
cases. 

 
1.6 To receive confirmation from the External Examiner(s) aligned to the 

provision. 

1.7 To monitor apprentice engagement and compliances by: 
 

1.7.1 Noting interventions which have taken place following 
ongoing review and progress activities at Departmental 
Apprentice Journey Meetings (DAJM) including those to 
address concerns in the following areas: Off the Job Training 
(OTJ), Employer Engagement, Attendance, Engagement and 
trajectory to meet required apprenticeship Knowledge, Skills 
and Behaviours (KSBs). 

1.7.2 Ratify any decisions to suspend or withdraw an apprentice 
due to eligibility or contractual breach. 
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1.8 To receive and review programme cohort level statistics, including 
progression, retention Coach RAG rating, and achievement rates alongside 
action planning from the Programme Leader. 

2. Notes to inform conduct of the AAB 
 

2.1  All AAB documents will be electronic, in keeping with the University’s 
Environmental Sustainability aims. 

2.2 Ordinarily, the AAB will only discuss exceptional student profiles defined as 
follows: 

 
2.2.1 Module failure 
2.2.2 Decisions relating to apprentices with approved Personal 

Extenuating Circumstances 
2.2.3 Cases of substantiated academic misconduct 
2.2.4 Lack of progress against apprenticeship standards and/or 

frameworks 
2.2.5 Established breach of contract and/or eligibility 
2.2.6 Failure to progress to EPA. 

 
2.3 Where discretion is applied this will be noted and reported to the University 

Education Committee. 

2.4 AAB discussions should be held in a collegiate manner with involvement of the 
External Examiner(s), and any EPA Independent Assessors present who will be 
offered the opportunity to make any observations either in discussion of 
individual apprentices or apprenticeships and/or at the end of the Board. 

3. Constitution 
 

3.1 The Parent Body of the Board is the University Education Committee. 
 

3.2 The AAB is normally convened at the end of the apprenticeship stage or year. 
 

3.3 The quorum for the Board is as determined by the Chair. 

4. Membership 
 

4.1 Head of School or nominee (Chair). Nominees to Chair should be of a suitably 
senior level, such as another Head of School or Deputy Head of School. 

4.2 Directors of Education 
4.3 Directors of Apprenticeships 
4.4 Programme/Apprenticeship Leaders 
4.5 External Examiners (who can be a professional body representative) appointed 

to the AAB as a full voting member. At least one External Examiner must be 
present at boards considering levels 5 and above. 

4.6 Secretary: Registrar or nominee 
 

4.7 Ad Hoc Attendees: 

4.7.1 At the discretion of the AAB Chair, examiners or PSRB assessors, 
including EPA Independent Assessors, may be admitted to meetings 
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of the AAB as observers or, in circumstances deemed appropriate by 
the Chair, as voting members. 

4.7.2 The AAB Chair has the final authority for determining membership of 
the AAB that is appropriate to the apprenticeships under 
consideration. The number of attendees at a meeting (i.e., individuals 
who are not members) should not exceed the total membership 
numbers of the meeting. 

 
4.7.3 Module Leaders and Apprentice Coaches may attend meetings of the 

AAB at the invitation of the Chair. 
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Appendix C – External examiner/assessor supplementary report 
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