
Apprenticeships for Existing Staff 
Manager Guide

Overview

Apprenticeships are available to existing employees across a variety of levels and apprenticeship 
standards. They provide a structured route for staff to develop their knowledge, skills, and 
behaviours through a blend of workplace learning and formal training. The training is fully 
funded through the University’s Apprenticeship Levy.

Key Features of Apprenticeships

Offer the opportunity to learn new knowledge, skills, and behaviours
Provide a strong foundation for professional development
Must be relevant to the apprentice’s job role
Minimum duration of one year
Range from Level 2 (GCSE level) to Level 7* (Master’s level)  
Follow a government approved apprenticeship standard
Funded by the Apprenticeship Levy
Delivered by University-approved training providers
Must include off-the-job learning
Complete with an End Point Assessment (EPA)

 *Level 7 apprenticeships are only available for staff under 21

Your Apprentice

Remains on their existing terms and conditions of employment
Job role must align with the chosen apprenticeship programme
Must be committed to completing all programme elements
Require line manager support throughout the programme
Should be supported by a workplace mentor
Can undertake an apprenticeship at any level, provided they do not already hold a higher-
level qualification in the same subject
Must have a University contract lasting the full duration of the apprenticeship
Must meet the government’s funding eligibility criteria

https://universityofcambridgecloud.sharepoint.com/sites/HR_Mentoring
https://assets.publishing.service.gov.uk/media/6936acd76a167b6884b7360e/Funding_Rules_2025_to_2026.pdf
https://skillsengland.education.gov.uk/apprenticeships/
https://www.apprenticeships.admin.cam.ac.uk/overview/providers
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Ffeweek.co.uk%2Fwp-content%2Fuploads%2F2025%2F05%2FApprenticeship_funding_rules_annex_C_-_off_the_job_training_minimum_requirements.xlsx&wdOrigin=BROWSELINK
https://www.apprenticeships.gov.uk/apprentices/understanding-end-point-assessments


 Next Steps for Existing Staff

Discuss your team member’s personal development goals, interests or aspirations
Identify a relevant apprenticeship standard that aligns with their role and development 
needs
Contact the Apprenticeship Team to help locate and liaise with approved training providers
Plan and support off-the-job learning, ensuring the apprentice will have the time and 
guidance needed
Complete a UoC approval form provided by the Apprenticeship Team and return it
The apprenticeship team will check contract eligibility and link with the training provider
Meet with the training provider and apprentice to sign the training Plan
The training provider will send a signed copy of the training plan to the Apprenticeship Team 
so that payments can be retrieved from the Apprenticeship Levy

Contact Information

For any questions or further support, please contact the Learning and Organisational 
Development Apprenticeship Team - we’re here to help.

Email: Apprenticeships@admin.cam.ac.uk
Viva Engage: Become a member of the apprenticeship community 
Website: View further details on our website

https://engage.cloud.microsoft/main/org/universityofcambridgecloud.onmicrosoft.com/groups/eyJfdHlwZSI6Ikdyb3VwIiwiaWQiOiIzMTU1NzMzNzA4OSJ9
https://www.apprenticeships.admin.cam.ac.uk/

