
Welcome to the T Level 
Management & Administration 
Employer Set Project Deep Dive. 
The webinar will begin shortly

March 1st 2023
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Send any questions in 
the question area

throughout the webinar

Using the webinar platform

March 2023 M&A T Level 
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Our action plan supports the planning and delivery stages to prepare for the TQ launch 

All attendees will
be set to mute

Webinar resources 
will be shared on our
website shortly after
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Karen.Egan@i-l-m.com

Dominic Green
Technical Advisor Business Skills

Dominic.green@cityandguilds.com

City & Guilds/ILM : Management & Administration Team 

Karen Egan
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Agenda 

1 Overview of the core assessments brief recap from high level (part 1) 
2 Assessment window-tasks-timings assessment conditions 
3 Assessment objectives 
4 Employer Set Project (ESP) the detail 
5 Evidence required 
6 Q&A 

• Overview of Core assessment   
• The assessment requirements of the ESP Core
• Evidence  

• Occupational specialisms
• Progression
• Industry placements
• Reviewing content
• Core Theory Exams
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When can I release the 
ESP to learners?

The ESP is administered to 
learners during the 
assessment window which 
opens on 3rd April and 
closes on 12Th May 2023.

Can learners retake/resit the 
ESP and if so, when? 

Yes there is an opportunity for a 
resit/retake in the autumn series 
which runs from 6th November to 

1st December 2023

Will there be any additional 
support for uploading of 
evidence?

Yes, there is a guide for 
the ESP Link below 
ESP Guide

Q&A

When will the ESP be released to centres?

The ESP will be available to centres on 27th

March 2023 via your T Level portal. You will be 
notified how you can access this. All 6 tasks will 
be released to you at the same time to help you 
plan your assessments.
Link to Key date Schedule Resource Hub

*It is crucial that centres read
all the assessment 

documentations ahead of 
delivering the assessments. 

https://www.cityandguilds.com/-/media/cityandguilds-site/documents/t-levels/2022/tq-assessment-process-guide-pdf.ashx?la=en&hash=CC2E76F6DFD3312899826239D4B61094E67A3D89
https://www.cityandguilds.com/tlevels/resources
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What evidence do I 
need to provide to 

C&G ?

How is the ESP 
structured, what do 

learners have to do?

How long do learners 
have to complete the 

ESP?

What do we need to do 
to keep assessment 
evidence secure? 

Q&A

All these questions are 
answered in the webinar  

presentation

What does each task 
consist of ? 
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High Level Overview of Core Exams
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Overview of the Core assessments for Management and Administration 
Learners must complete:
• Two externally set exams covering knowledge from the M&A core 

• One employer-set project covering knowledge and skills from the core 
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Timelines of assessments for curriculum planning  
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Employer Set Project 
recap from high level overview 
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How the Employer Set Project (ESP) is structured (sample)

• ***Tasks must be released to candidates in order of sequence and one task at a time 
• The time allocated and allocation of marks are not related 
• It is the weighting and level of skills being assessed that determine the marks for each task. 

Task Time Marks
1.1 (i) Research 2 hours

20 marks(ii) Outcome of research 4 hours
(iii) Determine a solution 2 hours

1.2 Project Initiation Document (PID) 3.5 hours 17 marks
1.3 Project Planning 4 hours 17 marks
1.4 Presentation 3.5 hours 19 marks
2.1 Collaborative problem solving 2.5 hours 12 marks
2.2 Evaluation 3.5 hours 15 marks

Total 25 Hours 100 marks  
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Employer Set Project (ESP) 
The employer-set project samples content from across the core of the Technical Qualification (TQ). 
However, due to their importance all versions of the employer-set project will cover content from the 
following core underpinning knowledge outcomes of specific knowledge and skills for each specialism 
will be assessed in the practical assignments: 

The project is linked to the core skills 

• Core Skill A (CSA) Business and commercial awareness
• Core Skill B (CSB) Project Management
• Core Skill C (CSC) Communication
• Core Skill D (CSD) Working collaboratively with others
• Core Skill E (CSE) Applying a logical approach to problem solving

Assessment overview: 

The project only draws on the content from the common core knowledge and skills content that sit 
across all core modules for the Management and Administration common core.

Learners will be marked on the quality and accuracy of the written work they produce.
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Ensure core skills from the handbook are embedded in delivery:

The skills column in the handbook 
identifies where these skills can be 
developed

• Core Skill A (CSA) Business and commercial 
awareness

• Core Skill B (CSB) Project Management
• Core Skill C (CSC) Communication
• Core Skill D (CSD) Working collaboratively with 

others
• Core Skill E (CSE) Applying a logical approach to 

problem solving

• Maths, English and digital skills

12
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The use f command verbs in  relation 
to question types
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Assessment Objectives & Weightings - ESP
Assessment Objective Typical Evidence (examples in brief) Approximate 

weightings
AO1 Planning skills and 
strategies

Clearly structured response to brief, cohesive response with 
ordered sections, logical approach to referencing, research 
and sources,

12%

AO2 Apply knowledge and 
skills to the context of the 
project 

Relevant core knowledge and skills applied to respond to 
brief, references relevant research and project planning 
tools, software, and processes. 

50%

AO3 Analyse contexts to 
make informed decisions

Analysis of key issues, evidence of risk rating and 
prioritisation of key issues relating to brief,

12%

AO4 Use maths, English, and 
digital skills

Use of correct terminology, abbreviations, units of 
measurement in context, consideration of audience of brief 
response (technical versus non-technical wording), 
appropriate use of calculations/graphs etc, consideration of 
the use of ICT and digital methods both in brief response 
and in presentation.

14%

AO5 Carry out tasks and 
evaluate for fitness for 
purpose

Considered analysis and evaluation of project outcome, 
what went well and what could be improved

12%

13
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The use f command verbs in  relation 
to question types
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ESP Looking at the detail 
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Task 1.1 – Investigate the project brief

8 hours duration, 20 marks 

The evidence required :
• PESTLE analysis 
• Research outcomes summary table 
• Cost vs. benefit analysis highlighting the best solution-(Payback (ROI) Calculations are set out and all workings 

shown).

Task specific requirements: 
• Internet can be used 
• Collect work after each session keep securely (memory stick/ locked cupboard) 
• Pdf or scan work so learners can refer but not rework a task once it is completed 

19
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Task 1.2 – Project Initiation Document (PID) 

3 ½ hours in duration and 17 marks available

Evidence required: 
Completed PID document a template is provided that you must use and submit.

What should be included in the PID:
• Background and Scope
• Project Rationale
• Project aims and objectives
• Budget
• Who the Project Management Team is
• Who the Project Key Stakeholders are
• What are the Project Deliverables
• Identify any risks
• Quality Management Method 
• Project Evaluation Method

Task specific requirements:
• Internet is not allowed for this task  

20
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Task 1.3 – Project Planning

4 hours duration 17 marks 

The evidence required :
• Project Plan-on- a-page in the form of a spreadsheet
• A supporting statement approx. 750 words (e.g. 1 ½ sides of A4) 

Task specific requirements learners must consider : 
• Project goals, objectives and key stakeholders 
• Project deliverables 
• Project schedule 
• Resource support plan 
• Communication plan
• Risk management plan 
• Evaluation methods 
No internet required/allowed

21
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Task 1.4 – Presentation 

3 ½ hours in duration and 19 marks

Evidence required: 
• Presentation materials – e.g. slides, handouts etc
• Video recording of presentation.

Task specific requirements: 
• Project plan from task 1.3 must be used to form the basis of the presentation
• Learners have 3 hours to prepare a digital presentation (PowerPoint)
• Learners have 15 minutes to present their findings and 15 minutes to respond to 3 questions
• No access to internet 
• Candidates’ completed project plan-on-a-page from task 1.3 should be used by the Tutor as part of this task 

to  help to inform the questioning after the presentation.

22
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The use of command verbs in  relation 
to question types
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Task 1.4 – Presentation (continued) 
(please refer to centre guidance for full explanation)

• The presentation should be presented by candidates individually (not in a group). 
• Bullet points
• Given within the presentation tutor needs to assume role of ‘the audience’ and will need to ask three 

questions that are contextualised to the candidates’ presentation. Please refer to the 3 level of depth 
questions and base your questions on this.  (ESP guide page 12 example shown)

• Although the presentation is to be videoed its good practice to note the questions asked and the 
candidates’ responses

• It’s recommended a second member of staff is available to support with the recording of the 
assessment, ensuring video equipment is working and the visual and sound is being captured

• Crib sheet for presenting e.g., name–subject- eye contact-projection of voice microphone.
23
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Task 2.1 – Collaborative problem solving

2 ½  hours and 12 marks

Evidence required:
• Draft discussion notes 
• Advisory note (approximately 300 words) 
• A social media message (maximum 280 characters) – hard copy or file saved securely . 
• Video recording of discussions

Task specific requirements:
• Must be carried out in small group (recommendation is groups of 3)
• All learners must contribute to the discussion 

24
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Task 2.1 – Collaborative problem solving (continued) 
Task specific requirements:
• Learners should be clearly identified – e.g. name tag or say name before contributing to discussion

• Learners have 1 hour to complete the group discussion. 

• Learners should work on their own for the first 30 minutes of the allocated 1 hour for the group to 
allow them to prepare and make notes before taking part in the discussion

• The 1 ½ hour remaining of the task is for learners to complete their advisory note and social media 
message.

• Remind learners how long left they have for each task

• A separate microphone positioned between the candidates is recommended.

25
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Task 2.2 – Evaluation

Evidence required: 
• An evaluation account (approximately 1000 words). 

3 ½  hours 15 marks 

Task specific requirements:
• Learners can structure their evaluation account in the way they feel is most clear and appropriate.
• Use of the Internet is not permitted 

Hints and Tips:
• What went well–what didn’t go so well and what would you do differently next time? (Include how to improve)   
• Learners could write about each task separately or at the end as one summary account
• Make sure learners link their evaluation to the tasks and project brief. 
• Make sure learners don’t just give a task-by-task explanation instead of an evaluation of their work. 

26
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Security of Assessments 

https://youtu.be/q-2rFfsf5Iw
https://www.jcq.org.uk/exams-office/ice---instructions-for-
conducting-examinations/

• There is specific guidance within the centre and 
candidate guidance pack relating to this

• Candidate evidence must be kept secure to prevent 
unsupervised access by the candidate or others 

• Where evidence is produced over a number of 
sessions, the tutor must ensure candidates and others 
cannot access the evidence without supervision 

• This might include storing written work or artefacts in 
locked cupboards and collecting memory sticks of 
evidence produced electronically at the end of each 
session.

https://youtu.be/q-2rFfsf5Iw
https://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations/
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Example of marking for task 2.2  Sample M&A ESP Marking Grid Guidance 

28

https://www.cityandguilds.com/-/media/productdocuments/business_skills/business_admin_and_public_services/8715/assessment-materials/8715-30-core/employer-set-project/m-and-a-employer-set-project-marking-grid-sample-v1-0-pdf.ashx


Example breakdown of AOs and marks for 2.2

29
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To summarise  
Evidence required by C&G for marking  

30

Task Evidence expected for marking
1.1 Investigate a project Brief 1. PESTLE analysis 

2. Research outcomes summary table 
3. Cost vs. benefit analysis highlighting the best solution-(Payback (ROI) Calculations are set out 

and all workings shown).
1.2 Project Initiation Document (PID) 1. Completed PID document using the template  provided 

1.3 Project Planning 1. Project Plan- on- a- page in the form of a spreadsheet
2. A supporting statement approx. 750 words (1 ½ sides of A4) 

1.4 Presentation 1. Presentation materials – e.g. slides, handouts etc
2. Video recording of presentation.

2.1 Collaborative Problem Solving  1. Draft discussion notes 
2. Advisory note (approximately 300 words) 
3. A social media message (maximum 280 characters) – hard copy or file saved securely . 
4. Video recording of discussions

2.2 Evaluation 1. An evaluation account (approximately 1000 words). 

The ESP will be available to centres on 27th March- you will be notified how you can access 
this. All 6 tasks will be released to you at the same time to help you plan your assessments
This evidence must be submitted and uploaded to us by 12th May 2023  for the summer 
series. 
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The use f command verbs in  relation to 
question types
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Resources
To download and access the above and more go to https://www.cityandguilds.com/tlevels/resources

T Level navigation of resources and support video  https://youtu.be/TmWPQypPIQQ

T Level Teaching, Learning and Assessment Guide here

https://www.cityandguilds.com/tlevels/resources
https://youtu.be/TmWPQypPIQQ
https://www.cityandguilds.com/-/media/cityandguilds-site/documents/t-levels/2022/teaching-learning-and-assessment-guide-pdf.ashx?la=en&hash=9FA8AA95D71429F96E7AC0B13E570455DCA4E0B7
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Events & Webinars
• Face-to-face events

• Events, networks and webinars are located on our T Level Home page here under the 
accordion Management & Administration . Here you will also find copies of the slide decks 
presented in the events, networks and webinars. 

• Recorded webinars on our dedicated Management and Administration Go To Webinar 
Channel. 

• For the most up to date information regarding future events please register for our T Level 
e-bulleting at the bottom of this webpage, here. 

Next Event:

(T Level in delivery, preparing for core assessment face to face network London - City 
and Guilds London Office

Tuesday, 7 March 2023 at 10:00 GMT

https://www.eventbrite.co.uk/e/t-level-in-delivery-preparing-for-core-assessment-face-to-face-
network-tickets-503234055607

T Level preparation for core assessment face to face network Wakefield

City and Guilds Wakefield Office

Wednesday, 8 March 2023 at 10:00 GMT

https://www.eventbrite.co.uk/e/t-level-preparation-for-core-assessment-face-to-face-network-
wakefield-tickets-503261758467

https://www.cityandguilds.com/tlevels/events
https://www.cityandguilds.com/tlevels/providers
https://www.eventbrite.co.uk/e/t-level-in-delivery-preparing-for-core-assessment-face-to-face-network-tickets-503234055607
https://www.eventbrite.co.uk/e/t-level-preparation-for-core-assessment-face-to-face-network-wakefield-tickets-503261758467


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

Contact Ruth Murphy to receive an advance sample chapter: 
ruth.murphy@hoddereducation.co.uk

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

COMING SOON!

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

33
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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

34
02/03/2023
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Websites to Support Providers
T Level Industry Placement Delivery Guidance 
T Level industry placements delivery guidance - GOV.UK (www.gov.uk)

Introduction to T levels 
T levels - GOV.UK (www.gov.uk)

How T Levels are funded 
How T Levels are funded - GOV.UK (www.gov.uk)

T Levels capital fund 
T Levels capital fund - GOV.UK (www.gov.uk)

T Levels resources for teachers and careers advisers 
T Levels resources for teachers and careers advisers - GOV.UK (www.gov.uk)

T Levels: next steps for providers 
T Levels: next steps for providers - GOV.UK (www.gov.uk)

Supporting with delivering T Levels
Support with delivering T Levels

T Level Transition Programme Framework for 2022 – 2023 
T Level Transition Programme Framework for Delivery 2022 to 2023 - GOV.UK (www.gov.uk)

ETF Foundation – T Levels
T Level Professional Development - Education & Training Foundation (et-foundation.co.uk)

https://www.gov.uk/government/publications/t-level-industry-placements-delivery-guidance?utm_medium=email&utm_campaign=govuk-notifications&utm_source=2cf9f1d1-889f-4d7d-85a6-7dd3f3d9d33d&utm_content=immediately
https://www.gov.uk/government/publications/introduction-of-t-levels?utm_medium=email&utm_campaign=govuk-notifications&utm_source=c4e586a7-caf9-43db-b5d8-64332d0ce7e2&utm_content=immediately
https://www.gov.uk/guidance/how-t-levels-are-funded?utm_medium=email&utm_campaign=govuk-notifications&utm_source=4a7b4a06-3f14-4dd6-a1fe-07af8f2215fe&utm_content=immediately
https://www.gov.uk/government/publications/t-levels-capital-fund?utm_medium=email&utm_campaign=govuk-notifications&utm_source=d6bd76d5-934f-4e8e-9059-72260f37b34b&utm_content=immediately
https://www.gov.uk/government/publications/t-levels-resources-for-teachers-and-careers-advisers
https://www.gov.uk/guidance/t-levels-next-steps-for-providers?utm_medium=email&utm_campaign=govuk-notifications&utm_source=a87b390d-8991-4500-9b78-abacff8f4eb1&utm_content=immediately
https://support.tlevels.gov.uk/hc/en-gb
https://www.gov.uk/government/publications/t-level-transition-programme-framework-for-delivery-2022-to-2023?utm_medium=email&utm_campaign=govuk-notifications&utm_source=30002202-94b8-4201-9c0b-982cc7e70e12&utm_content=immediately
https://www.et-foundation.co.uk/supporting/professional-development/technical-education/t-levels/#:%7E:text=T%20Level%20Professional%20Development%20Governance.%20The%20Education%20and,layers%3A%20Strategic%20Advisory%20Group.%20External%20Assurance%20Group.%20
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Thank you
Q&A 

March 2023 M&A T Level 
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