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T Levels – Management & Administration

An introduction
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Who we are
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Karen Egan

Technical Advisor 

Leadership Management

Karen.Egan@i-l-m.com 

Dom Green

Technical Advisor

Business

Dominic.Green

@cityandguilds.com

Alison Whittle

Technical Advisor

Post 16 sector

Alison.Whittle

@cityandguilds.com
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How do T Levels compare?

A Levels

• Subject-based 

qualifications

• Two years at a local 

college or school

T Levels

• 2-year technical programmes at local colleges, 

schools, training providers

• 80% classroom-based

• 20% in a placement

Apprenticeships

• At least 12 months

• work-based training

• 80% on the job 

• 20% off the job

Followed by possible progression to:

Includes industry 

placements to build 

attitudes and 

behaviours

and to develop 

practical skills

Higher Education Skilled Employment
Progression onto an 

Apprenticeship (inc. 

Higher/Degree) 
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Core  
50% Total TQ time  

Graded A* - E

Core 1 Concepts & theories

Core 2 Transferable/Core skills

January 2022
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T Level programme composition

Occupational specialism
50% Total TQ time

Graded Pass/merit/distinction 

Based on occupational maps 

LTP 

(other requirements set by 

T Level panel) 

N/A in M&A

NO LONGER IS Maths and English 

GCSE or Functional Skills Level 2 

Industry Placement

315-420 hours

Min 45-60 days

Achievement of T Level must include all components. UCAS points will be attached and the points will 

be equivalent to 3 A levels.

Assessment:   
• External exams

• Substantial employer set project

Assessment:   
• Synoptic practical assignment(s)

Employability, enrichment & 

pastoral (EEP)



An overview of the 
Technical

Qualification (TQ) for 
Management & 
Administration

10/24/2023
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Assessment contribution – CORE & OS
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x

Core
Occupational 

Specialism

50% 50%

GLH 600 595-620

Grade A*-E P/M/D

The overall assessment weighting for the core and the occupational specialism is 50:50.

Assessment - CORE Overall contribution

Core examination 1 30%

Core examination 2 30%

Employer-set project 40%

10/24/2023



Technical Qualification - Core
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Key areas covered:

1. Business Context

2. People

3. Quality & compliance

4. Finance 

5. Policies and Procedures

6. Project and Change Management 

7. Business Behaviours

Ensure the Core Skills are embedded



External examination of Core content

One core exam, with two papers. 

 Each paper will: 

• contain 100 marks 

• have a set duration of 2.5 hours

• be weighted 30% of the overall Core grade

• be externally-set and marked 

• be sat within the same assessment window.
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Approximate GLH

Paper 1 Provisional Guided Hours 

allocated 

1. Business Context 146

2. People 107

7. Business Behaviours 56

Total provisional GLH 309

Paper 2

3. Quality & compliance 47

4. Finance 90

5. Policies and Procedures 45

6. Project and Change 

Management 

109

Total provisional GLH 291
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Employer-set project – covering Core skills/
knowledge
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• The Employer-set project. 

• contains 100 marks 

• set duration of 25 hours

• weighted 40% of the overall Core grade

• externally-set, marked & moderated



When do the Core assessments take place?

Summer series (Easter-June)

• ESP

• Core paper 1 & 2

Autumn series (October/Nov)

• ESP

• Core paper 1 & 2

11
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November 2022 M&A T Level network
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Occupational 
Specialism

Developing the knowledge and skills 
necessary to enter employment



Business Improvement Occupational Specialism 
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Direct links to Improvement Technician apprenticeship standard

Key areas this OS covers:

• Acquiring data to support the improvement process

• Analyse data to identify opportunities for improvement

• Engage stakeholders in discussions on business processes 

and improvement 

• Identify, propose and plan solutions for improvement

• Monitor and report the implementation of business improvement 

activities 

January 2022

https://www.instituteforapprenticeships.org/media/4041/final_ma_outline_content_itt_march2020.pdf
https://www.instituteforapprenticeships.org/apprenticeship-standards/improvement-technician-v1-0


Team Leadership/Management Occupational Specialism 
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Direct links to Team Leader or Supervisor standard

Key areas this OS covers:

• Lead, manage and develop individuals and teams to 

deliver outcomes

• Build relationships with colleagues, customers and stakeholders 

• Deliver core operational tasks and plans 

• Manage and implement projects 

• Apply governance and compliance requirements

January 2022

https://www.instituteforapprenticeships.org/media/4041/final_ma_outline_content_itt_march2020.pdf
https://www.instituteforapprenticeships.org/apprenticeship-standards/team-leader-or-supervisor-v1-2


Business Support Occupational Specialism 
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Direct links to Business Administrator apprenticeship standard

Key areas this OS covers:

• Support the running of the organisation 

• Organise and prioritise workloads and processes 

• Recommend and deliver improvements to business practices 

• Build and maintain positive internal and external stakeholder relationships 

• Manage the business information flow 

January 2022

https://www.instituteforapprenticeships.org/media/4041/final_ma_outline_content_itt_march2020.pdf
https://www.instituteforapprenticeships.org/apprenticeship-standards/business-administrator-v1-0


Occupational specialism assessment - Practical assignments 
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• Each Occupational specialism assessment will comprise of a practical assignment 
that

• contains 60 marks 

• is of a set duration of 32 hours

• Externally-set, externally-marked

• Externally moderated by City & Guilds 

• is based on an overarching project brief 

• has a range of individual tasks that are mapped to the performance outcomes 
of the specialism; with weightings applied per performance outcome

• has a mark scheme that reflects the individual performance outcomes assessed 
by the specialism and with banded marks to reflect the assigned weightings 

January 2022



Core and OS Mapping

Management & Administration Core Occupational Specialisms 

Business Context Business Support (OS)

People Team Leadership (OS)

Quality & compliance

Finance 

Policies and Procedures

Project and Change Management Team Leadership (OS)

Business Improvement (OS)

Business Support (OS)

Business Behaviours Team Leadership (OS)



November 2022 M&A T Level network
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Funding and 
UCAS



Funding Bands
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November 2022 M&A T Level network
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Reminder of our 
resources
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T Level resources
• T Level welcome pack

• Free schemes of work, worksheets, 
PowerPoints and formative 
assessments

• Teaching & learning assessment guides

• HEI factsheet

• Learner leaflet (open days)

• In delivery annual calendar

• Curriculum planner template

• Sample weekly timetables

• TQ assessment guidance

• Approval & quality assurance timelines 
& webinar recordings

• Specifications 

• Sample Core & ESP

• GSEMS

• Summer Core report



Management and Administration T Level: Core
Textbook 

• Complete coverage of the T Level’s core component
• Prepares students for core exams and ESP
• Publishing Spring 2023
• Available in print and digital formats
• Print: 9781398372559 // £34
• Boost eBook: 9781398372405// £11 per year
• From expert authors Tess Bayley, Sean Vertigan and 

Saundra Middleton

Visit www.hoddereducation.co.uk/t-levels

Tackle the core component of your Management and 
Administration T Level head on with this comprehensive 
textbook published in association with City & Guilds.

November 2022 M&A T Level network
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A range of learning and 
assessment features and 

activities to engage your learners 
and prepare them for the core 

exam and ESP
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On demand support

25

January 2022

We have a host of recorded webinars and in person events to support.

All our webinars are located on our T Levels webpage at 
https://www.cityandguilds.com/tlevels/events and include:

• Core assessment support (face to face)

• Q&A for Core assessments (inc. ESP) LIVE

• Q&A for Occupational Specialism assessments LIVE

• Curriculum planning

• Preparation for core exams and assessments

• Preparation for the Employer-Set Project assessment

• Preparation for Occupational Specialism assessments

• End of year feedback session

https://www.cityandguilds.com/tlevels/events


Management & Administration webpage

• Search 8715 on our website

• Documents tab
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Resources and Support for T Levels 
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Free promotional material from the Department for Education

https://www.gov.uk/government/publications/t-levels-resources-for-teachers-and-careers-advisers?utm_medium=email&utm_campaign=govuk-notifications&utm_source=f0001d38-07d1-44ca-b063-ade36cd53c4d&utm_content=daily
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Thank you for watching

‘T LEVELS’ is a registered trademark of the Department for Education.

‘T Level’ is a registered trademark of the Institute for Apprenticeships

and Technical Education.
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