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T Levels – Management & Administration

An overview for new providers
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Using the webinar platform
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Send any questions in the

question area throughout the webinar

All attendees will be set to mute

Webinar resources will be shared on our 

website shortly after

October 2021



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

Jill Hansen

Technical Advisor

Leadership Management

Jill.Hansen@i-l-m.com

Alison Whittle

Technical Advisor

Post 16 sector

Alison.Whittle

@cityandguilds.com

October 2021
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Agenda 

• Welcome

• Management & Administration pathway

• Core

• Occupational Specialisms

• Industry placements

• What next?

• Resources

• Opportunity for Questions
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Core  
20-50% Total TQ time  

Graded A* - E

Core 1 Concepts & theories

Core 2 Transferable/Core skills

October 2021
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T Level programme composition

Occupational specialism
50-80% Total TQ time

Graded Pass/merit/distinction 

Based on occupational maps 

No less than 50% of the total qualification planned time 

Threshold competency

LTP 

(other requirements set by 

T Level panel) 

Maths and English 

GCSE or Functional Skills Level 2 

Industry Placement

315-420 hours

Min 45-60 days

1800 hours over two years. 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)
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The T Level Course 

80%
Up to 1400

hours

Core English and maths

Occupational 

specialism
Other requirements

20%
At least 

315 hours

350 hours

average
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Technical

Qualification

Industry placement

Meaningful contribution in the 

workplace 
Practical skills for employmentTechnical skills and knowledge



October 2021

7

Technical Qualification overview for Business and Administration

Business and Administration Core component

Pathway: Management and Administration

Business improvement Team leadership & 
management  

Business support  

Learners must complete;

• Business and Administration core 

• one occupational specialism 



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



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 

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

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 

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


Assessment contribution – CORE & OS
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x

Core
Occupational 

Specialism

50% 50%

GLH 600 520 – 549

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%



Provisional GLH allocation to CORE exams
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10/18/2021

Paper 1 Provisional Guided Hours allocated 

Section 1 Business Context 125

Section 2 People 90

Section 7 Business Behaviours 45

Total provisional GLH 260

Paper 2

Section 3 Quality and Compliance 50

Section 4 Finance 60

Section 5 Policies and Procedures 45

Section 6 Project and Change Management 95

Total provisional GLH 250
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Industry Placement

• Every T Level includes an industry placement 

• Minimum of 315 hours (approximately 45 days) but can last 

longer. 

• Employers can offer industry placements as they see fit

• Providers will ensure learners have an industry placement and 

will support employers offering industry placements. 

• This will include assistance with the necessary paperwork, a 

careful planning process and support with designing the industry 

placement.

Take a look at Government guidelines here
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https://www.gov.uk/guidance/industry-placements
https://www.gov.uk/government/publications/t-level-industry-placements-delivery-guidance/t-level-industry-placements-delivery-guidance
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Industry Placement support – AOC website 
https://www.aoc.co.uk/ip-guidance-resources

• For providers ‘How to’ guidance 

• Before placements

• For students

• During placements

• Tools and templates

• Employer engagement

• Before placements

• During placement 

• Post placements

• For employers
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Specification Content
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https://www.cityandguilds.com/tlevels/business

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


Coming soon..
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Resource development

Curriculum planning support

Workshops for
• Core (including Employer Set Project)
• Occupational specialisms

Teaching and Learning support for exam components



12-month countdown timeline for providers
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Click here to download the full document

https://www.cityandguilds.com/-/media/cityandguilds-site/documents/t-levels/2021/t-levels-wave-3-management-and-administration-12-month-countdown-timeline-for-providers-pdf.ashx?la=en&hash=F49D088C0AC8ECE92E7A48319951A29978475C50


Support & Guidance
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Ready to Support eligible providers and stakeholder engagement

➢ Updated webpage for T Levels

➢ Timeline 

➢ Provider focus groups/curriculum planning

➢ Employer Industry Boards

➢ e-bulletins

➢ Specification 

➢ Dedicated Technical Advisors

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

DFE resources

October 2021

https://www.cityandguilds.com/tlevels/providers
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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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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Questions?
Thank you for attending

‘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.


