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STAFF PARTICIPATION 
IN THE PGCAP POLICY  
 

 

 

 
1.  INTRODUCTION 
 
  This Policy supports the University Mission to create an accessible high quality 

learning environment, which is innovative, challenging and enterprising. It supports 
the University’s Promotion of Equalities Policy and the University commitment to 
promote a culture which is excellent and accessible.  

 
  Subject to the specific circumstances listed below, it is a condition of employment 

that all newly appointed staff on Academic Staff Contracts with fewer than three 
years’ experience of teaching in higher education (note 1), and not already 
possessing a teaching in higher education qualification, should acquire the University 
Postgraduate Certificate in Academic Practice (PGCAP). The normal period for being 
awarded the PGCAP will be within three years following appointment.  Any period 
when the member of staff is absent due to illness, accident, injury, maternity leave, 
parental leave, special leave or other time agreed by their line manager (e.g. 
sabbaticals) will be omitted. For other staff who are not required to undertake this 
course of study, but it has been agreed that this would support their professional 
development this will be agreed as part of their Staff Development Review and time 
and payment of fees will be allocated in line with the Staff Development Policy1  

 
2.   SPECIFIC CIRCUMSTANCES 
 
2.1  Staff with a minimum of the equivalent of two years’ full-time teaching 

experience in higher education (note 2) 
 
  Instead of undertaking the PGCAP, staff with the equivalent of a minimum of two 

years’ full time teaching experience in higher education may seek the agreement of 
their line manager to apply for membership of the Higher Education Academy (HE 
Academy) after they have taught for the equivalent of one year full time at the 
University. Failure to achieve membership of the HE Academy within three years of 
appointment at the University will be treated as failure to complete and pass the 
PGCAP (see para. 7 below).  The attainment of HE Academy Fellowship is a 
measure of achievement at a particular point in time (as is the PGCAP).  All 
members of staff are expected to undertake continuous professional development to 
maintain standards of professional practice. 

 
2.2  Staff on a fixed term contracts (FTC) and temporary staff (full-time or 

fractional) 
 
  Staff who are on a FTC which is less than 3 years will not be required to undertake 

the PGCAP. However, to promote equal opportunities, staff on a FTC of more than 
one year will be entitled to undertake the PGCAP whilst in employment (note 3). 

 
 

                                                 
1 See Sections 5.2 Staff Development and 13.7 Staff Development Policy in this Handbook. 
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2.3  Fractional (Proportional) Staff including Hourly Paid Staff 
 
  Fractional (proportional) staff on permanent academic contracts and staff on hourly 

paid contracts who teach a 0.5 fte contract or above for three years should undertake 
the PGCAP. To promote equal opportunities, staff who teach less than a 0.5 fte 
contract will be entitled to undertake the PGCAP whilst in employment  (note 3). 

 
2.4  Research Staff (Researcher grades, (Senior) Research Fellow, Reader, 

Professor) 
 
  Research staff whose balance of duties requires them to teach 0.5 fte or more of 

their time are required to undertake the PGCAP. Research staff who teach less than 
these hours pro-rata to contract will be entitled to undertake the PGCAP (note 3). 

 
2.5 Staff with teaching qualification other than in HE 
 
  Newly appointed staff with a teaching qualification other than in higher education 

(e.g. School Teaching; Further Education Teaching) may opt to apply for 
membership of the HE Academy within three years of their appointment, instead of 
undertaking the PGCAP (note 4). 

 
3.   FUNDING 
 
  The University will pay the PGCAP fees of newly appointed staff whose participation 

is deemed to be mandatory or, where applicable, a contribution to the HE Academy 
application fee in line with the policy on paying professional subscriptions. 

 
4.   TIME ALLOWANCE AND SUPPORT 
 
  Newly appointed staff whose participation is deemed mandatory will be entitled to 

105 full hours2 (i.e. the equivalent of 45 class contact hours) in their workload 
allocation for each of the two modules to enable them to undertake the award 
programme. This will be spread over the duration of the programme. There is no 
requirement to undertake the full programme within a year. Where the University 
provides funding to undertake the PGCAP this time allowance in the workload 
allocation model will apply. Hourly paid staff for whom participation is mandatory will 
receive paid time (note 5).  

 
  Equivalent time allowance will be given for those members of staff choosing the HE 

Academy route and these will be incorporated in the annual workload allocation 
model (note 5).  Hourly paid staff for whom participation is mandatory will receive 
paid time. 

 
  The Staff Development Review process (SDR) is the normal mechanism for support, 

discussion and agreement on training and developmental requirements.  
 
5.   PERSON SPECIFICATIONS  
 
  Person specifications will include possession of a PGCAP (or equivalent) as a 

desirable requirement. 
 
 
                                                 
2  See Section 1.7 Appendix A ‘Guidelines for the Determination of the Duties of Academic Staff 
(Lecturers, Researchers and Managers) in this Handbook. 
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6. APPLYING FOR A POSITION AT THE UNIVERSITY 
 
  Applicants who apply for a position in the University will be made aware of this policy 

and will be informed during the interview process if they will be required to undertake 
the PGCAP.  If the candidate at interview states or evidences that he/she is unwilling 
to obtain the PGCAP or, where appropriate, apply for membership of the HE 
Academy this will result in the University not appointing the applicant.  Unsuccessful 
candidates will be offered the opportunity of feedback by the recruiting manager (see 
note 6).  

 
  The letter of appointment and written statement of particulars of employment 

(normally referred to as “the contract”) will state if the appointee is required to obtain 
the PGCAP or, where appropriate, apply for membership of the HE Academy and in 
the event of a failure to be awarded the PGCAP or membership of the HE Academy 
the University has the right to terminate employment (see para. 7 below). 

 
  A list of staff that are required to undertake the PGCAP will be provided to the 

Teaching and Learning Innovation Department who run the course. 
 
7. FAILURE TO COMPLY WITH THE POLICY IN THE REQUISITE TIME 
 
  The University may consider terminating employment if a member of staff does not 

obtain the PGCAP in the requisite time or, where applicable, membership of the HE 
Academy. Prior to any use of the University’s Disciplinary Procedures the matter will 
be investigated in accordance with the University’s Investigation Procedures. 
Relevant factors to be taken into account will include whether appropriate assistance 
and support has been given, and whether or not any Appeal against a 'failure to 
award' is in progress.  

 
8.   MONITORING 
 
  Annual monitoring reporting of newly appointed staff participation in the PGCAP, and 

achievement of membership of the HE Academy, will be presented to the University’s 
Learning and Teaching Committee by Teaching and Learning Innovation. 

 
  Monitoring of the effects of the policy will include information on race, gender, 

disability, age and whether in full or part-time employment (including hourly paid). 
 
9.    POLICY REVIEW 
 

The Learning and Teaching Committee will review this Policy biennially. 
 
10. NOTES 
 
Note 1  ‘Three years’ teaching experience in higher education’ denotes that a substantial 

period of teaching will have been undertaken; a guideline figure for recruiting 
managers is the equivalent of 200 hours teaching a year though in some 
situations it may be appropriate to average this over the three years (as a result 
of sabbaticals, contract type changes etc). 

 
Note 2  This may be/have been acquired by a part-time member of staff teaching over a 

longer period of time than two years. 
 
Note 3  Entitlement to take the course is not an entitlement to funding. Where staff are 

entitled to take the course they may discuss with their manager the possibilities 
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for part/whole funding from the University. Where staff are required to undertake 
the course they will be funded. 

 
Note 4  A review of the policy will take into account developments within the HE Academy 

for an increase in the categories of qualifications to be recognised for direct entry. 
 
Note 5  The proposed time allowance on the workload allocation model will be 'counted 

only once' but recognised for the specific purpose of obtaining either the PGCAP 
or HE Academy membership; it is recognised that across the University it has 
long been common practice for newly appointed staff to be given a reduced 
timetable. 

 
Note 6  Management and General Reference Guide on Recruitment and Selection 

defines procedures for unsuccessful applicants and complaints/dissatisfaction.  


