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Foreword

Summer 2024 Results

The occupational specialism qualification is made up of one component, which needs to be
successfully achieved to attain the T Level Team Leadership and Management Occupational
Specialism.

We discussed the approach to standard setting/maintaining with Ofqual and the other
awarding organisations before awarding this year. We have agreed to take account of the
newness of qualifications in how we award this year to recognise that students and teachers
are less familiar with the assessments (grading-arrangements-for-vigsand-technical-
gualifications-within-t-levels-in-the-academic-year-2023-t0-2024), whilst also recognising the
standards required for these qualifications.



https://www.gov.uk/government/publications/ofqual-guide-for-schools-and-colleges-2024/ofqual-guide-for-schools-and-colleges-2024#grading-arrangements-for-vtqsand-technical-qualifications-within-t-levels-in-the-academic-year-2023-to-2024
https://www.gov.uk/government/publications/ofqual-guide-for-schools-and-colleges-2024/ofqual-guide-for-schools-and-colleges-2024#grading-arrangements-for-vtqsand-technical-qualifications-within-t-levels-in-the-academic-year-2023-to-2024

Introduction

This document has been prepared to be used as a feedback tool for providers in order to
support and enhance teaching and preparation for assessment. It is advised that this
document is referred to when planning delivery and when preparing candidates for the T
Level Technical Qualification (TQ) in Management and Administration Occupational
Specialisms.

This report provides general commentary on candidate performance in the occupational
specialism assignment. It highlights common themes in relation to the technical aspects
explored within the assessment, giving areas of strengths and weakness demonstrated by
the cohort of candidates who sat assessments in the summer 2024 assessment series.

The grade boundaries that were used to determine candidate’s final summer 2024 results
are also provided. For summer 2024, as per Ofqual guidance, the approach to grading
recognises that these are new qualifications.



8715-312 Team Leadership and Management Occupational
Specialism

This is the first sitting of this occupational specialism, with a cohort of 615 candidates from 50
providers.

The majority of candidates completed all six tasks within the occupational specialism.
Task 1

Across the cohort, candidates tended to complete calculations competently, although some
candidates miscalculated figures or missed details out which affected their marks.

SWOT analyses were mixed across the cohort, with some strong examples and some
weaker examples demonstrated amongst candidates. Some stronger candidates also
included a PESTLE analysis.

Evidencing of research was mixed across the cohort. Some candidates effectively presented
an evidence summary including research completed, while other candidates did not
reference any research completed.

The tone of responses was noticeable in this task, with some candidates effectively using a
professional tone while others were unprofessional in their manner of written response.

Candidates chose a mixture of options one and two.

Budgeting and governance was an area where evidence was minimal across the cohort.
External and internal considerations were not always covered in detail, and these were
missed entirely by a small number of candidates.

The majority of candidates provided good evidence of decision-making tools to determine the
best option.

Task 2

For this task, many candidates produced a task-related strategy, rather than an overarching
strategy.

SMART targets were covered moderately, but these were not always specific to the brief
provided or fully ‘SMART".

Gantt charts presented by candidates varied in their detail. Monitoring was often missed from
Gantt charts, but was sometimes explained separately by candidates. A small number of
candidates did not present a Gantt chart for marking.

Across the cohort, good risk logs were seen, though these did have some areas where
improvements could have been made. Mitigations presented on these were often brief and
long term changes and financial/legislative risks were not always covered.

Presentation notes were identified as area where candidates often lacked evidence, and
where these were provided, these were not always engaging or adapted for internal
stakeholders.

Task 3



The stakeholder map and analysis was completed by most candidates to a good standard
with some excellent examples shown across the cohort.

An area for improvement for a number of candidates was providing explanations for their
RAG ratings.

The time management element of this task appeared rushed for a number of candidates. A
number of candidates referred to time management tools, but did not show how these would
be used.

Across the cohort, there was a large range of time management tools evidenced, including
to-do lists, calendars, Eisenhower matrix, Gantt charts, 4Ds, KANBAN boards, Pomodoro
and the Pickle Jar theory.

Task 4

Across the cohort, the email and agenda elements of the task were executed well, although
candidates need to remember to use professional tone in their written communications.

Candidates did not always use ‘house style’ as detailed in the task brief.

In agendas provided by candidates, timings were often missing and minutes of the meeting
tended to be what other participants had asked rather than the candidate’s own narrative.
Actions were also often missing on minutes.

In the recorded meetings, candidates were generally nervous or quiet, making it difficult for
examiners to hear them communicating clearly. Minutes were also regularly short, taking an
average of ten minutes rather than the potential 30 minutes available.

Candidates generally covered the reflection on leadership style effectively. Candidates who
performed better in this element gave a summary of all leadership styles before reflecting on
the best one. In this section candidates did not always cover or understand emotional
intelligence.

Task 5
Candidates across the cohort performed well in this task.

A small number of candidates did not do an initial plan, only providing a PDP with outcomes.
Some candidates created outcomes that did not relate to developing Tony’s confidence.

Most candidates chose to use the GROW model for this task, with a smaller number of
candidates using OSCAR.

Some candidates were clearly nervous, causing them to speak more quietly and require
more prompting from tutors , which limited the marks they could be awarded.

Sessions were generally 20 to 30 minutes long, however some were considerably shorter at
under 10 minutes, and some exceeded the allocated 30 minutes.

The majority of candidates used three SMART objectives for the PDP, with varying levels of
detail seen across the cohort. The quality of coaching plans produced varied across the
cohort.



Observation records submitted by some providers were very detailed, while others contained
minimal information and were handwritten making them hard for examiners to use effectively
in making judgements.

Task 6

Candidates across the cohort showed knowledge and understanding of the situation with
Sam Can Lui and the impact this would have on the team. It was noted that some responses
to this scenario were quite aggressive in their language.

In some candidate responses, anti-discrimination and equal opportunities were not
addressed, or were only discussed minimally by stating relevant legislation. Higher
performing candidates gave more information around this.

Candidates across the cohort could have defined SMART objectives more effectively to
achieve higher marks.

Candidates across the cohort provided good written summaries, with many candidates
referring to the SBI model. However, some candidates provided action plans which lacked
detail.



Best practice and guidance to providers on potential areas
for improving performance in assessment

It is recommended that Providers utilise and deliver the sample assessments as formative
assessment to support candidates in preparation for summative assessment.
Task 1 Research and financial analysis

Candidates should be reminded of the need for professionalism in their communication
throughout the project.

Providers should ensure candidates have opportunities to practice developing in-depth
SWOT analyses.

Candidates should have opportunities to develop their confidence in financial calculations.
Task 2 Project strategic planning

Providers should ensure that presentation notes that are created by candidates are
submitted for marking.

Candidates should be reminded that images used in presentations must be gathered during
the tasks where internet usage is permitted, or should not be used in the presentation slides.

Providers should ensure that candidates have a strong understanding of project planning
tools such as Gantt charts.

Task 3 Stakeholder management

Candidates would benefit from guidance and opportunities to practice assembling a
stakeholder map.

Task 4 Leading and supporting the team

Candidates should be reminded of the requirement to use ‘house style’ as presented in the
brief.

Candidates should be provided with opportunities to practice writing minutes, as there were
elements of this that were regularly missed across the cohort such as actions.

When recording the meeting task, providers should ensure that all members of the group are
included in the video recording, and that the candidate is clearly identifiable.

In the recording, tutors asking questions could not always be heard clearly. In these cases it
was useful where providers provided a transcript for reference.

Providers should ensure that tutors follow the provider guidance accurately, and do not lead
candidates with their interactions.



Candidates should be encouraged to use the allocated time effectively, as some meetings
took less than 10 minutes in total.

Providers should ensure that observation records contain sufficient detail, and are in a format
that is clearly readable for examiners. Some handwritten observation records provided by
providers were not usable. The best observation records contained details of the candidates
performance and were typed.

Providers should ensure that provider guidance is followed accurately for this task. Providers
should ensure they have the correct number of people present in the recording and that the
assessment space has been set up to enable successful assessments.

Filming quality is important in this task, as poor audio, in particular can disadvantage
candidates.

Providers should ensure that tutors do not lead candidates by asking too many questions or
making suggestions to the candidate about what should be discussed next.

Task 5 Coaching and developing a team member

Candidates would benefit from further development around SMART objectives, as it was
noted across the cohort that the SMART targets provided by candidates did not always follow
the requirements of SMART.

Candidates should develop their use of professional language and coaching style, ensuring
that they are appropriately speaking to their coachee.

Providers should ensure that tutors playing the part of Tony (the coachee) are interacting
with the candidate, rather than focusing on typing notes. For some candidates this caused
delays in their task and caused them to need to repeat things they had said.

Providers should ensure that the environment for this task is chosen carefully, in order that
the candidate will not be interrupted or distracted by others.

Candidates should be encouraged to make full use of the time available to them. The
majority of candidates presented sessions of 20 to 30 minutes, but some candidates limited
their potential for achieving higher marks with sessions of 10 minutes or less.

Observation records provided by tutors varied in their level of detail. Some records were
useful as these were sufficiently detailed, while others were handwritten, provided little detail
or were missed from the submission.

Providers need to ensure that the provider guidance is followed accurately for this task.
Providers need to ensure that recordings are of a high quality, particularly with regard to
sound, where poor audio quality can be of a detriment to candidates.

Tutors acting as Tony in this scenario need to ensure that they are familiar with the case
study and the task they are participating in, in order to give a consistent performance across
candidates within the provider.



Task 6 Managing a challenging conversation

Candidates would benefit from more focus on anti-discrimination and equal opportunities as
this was an area that was missed by a large number of candidates across the cohort.

Candidates should be reminded to consider their language choices, also taking note of their
tone of voice as some candidates used language that was perceived to be aggressive.



Support materials

Sample and Past Occupational Specialism (OS) Assessments:

It is recommended that Providers utilise and deliver the sample OS as well as past OS (if
available) as formative assessment to support candidates in preparation for summative
assessment.

Sample and past OS (if available): T Level Technical Qualification in Management and
Administration qualifications and training courses | City & Guilds (cityandquilds.com)

Guide Standard Exemplification Material (GSEM) Assessments:
It is also recommended that Providers utilise the GSEMs to help understand the standard
required to achieve a Distinction and Pass grade.

8715-312 OS Distinction GSEM: Distinction GSEM

8715-312 OS Pass GSEM: Pass GSEM

TQ Occupational Specialism Assessment Process Guide:
The guide gives support to Providers in preparing for and delivering T Level Occupational
Specialism assessments.

Link: Management & Administration Occupational Specialism Assessment process quide
(cityandquilds.com)

Events and Webinars:

City & Guilds run free webinars and events throughout the year on preparing for and
delivering the T Level Occupational Specialisms. The below link provides details on
upcoming in person events, live webinars, on-demand webinars and preparation for the
occupational specialism assessment.

Link: Events and webinars - T Levels | City & Guilds (cityandqguilds.com)



https://www.cityandguilds.com/qualifications-and-apprenticeships/business-skills/business-admin-and-public-services/8715-t-level-technical-qualification-in-management-and-administration#tab=documents
https://www.cityandguilds.com/qualifications-and-apprenticeships/business-skills/business-admin-and-public-services/8715-t-level-technical-qualification-in-management-and-administration#tab=documents
https://www.cityandguilds.com/-/media/productdocuments/business_skills/business_admin_and_public_services/8715/assessment-materials/8715-32-team-leadership-and-management/guide-standard-exemplification-materials/ma_practical_assignment_team_leadership_management_gsem_distinction_v1-0-pdf.ashx
https://www.cityandguilds.com/-/media/productdocuments/business_skills/business_admin_and_public_services/8715/assessment-materials/8715-32-team-leadership-and-management/guide-standard-exemplification-materials/ma_practical_assignment_team_leadership_management_gsem_pass_v1-0-pdf.ashx
https://www.cityandguilds.com/-/media/cityandguilds-site/documents/t-levels/2023/ma-occupational-specialism-assessment-process-guide-pdf.ashx?la=en&hash=2DFE9E439EA8B2BAE6EC302DA738C25269A6FDBB
https://www.cityandguilds.com/-/media/cityandguilds-site/documents/t-levels/2023/ma-occupational-specialism-assessment-process-guide-pdf.ashx?la=en&hash=2DFE9E439EA8B2BAE6EC302DA738C25269A6FDBB
https://www.cityandguilds.com/tlevels/events

Grade boundaries

The table below shows the grade mark ranges for the Occupational Specialism for the
summer 2024 series.

Mark range
8715-312
Distinction 44-60
Merit 29-43
Pass 14-28
Unclassified (U) 0-13
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Get in touch

The City & Guilds Quality team are here to answer any queries you may have
regarding your T Level Technical Qualification delivery.

Should you require assistance, please contact us using the details below:

Monday - Friday | 08:30 - 17:00 GMT
T: 0300 303 53 52

E: technicals.quality@cityandguilds.com

W: http://www.cityandguilds.com/tlevels

Web chat available here.

The T Level is a qualification approved and managed by the Institute for Apprenticeships and Technical Education.

Copyright in this document belongs to, and is used under licence from, the Institute for Apprenticeships and Technical
Education, © 2024. ‘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. ‘Institute for Apprenticeships & Technical
Education’ and logo are registered trademarks of the Institute for Apprenticeships and Technical Education.

We make every effort to ensure that the information contained in this publication is true and correct at the time of going
to press. However, City & Guilds’ products and services are subject to continuous development and improvement, and
the right is reserved to change products and services from time to time. City & Guilds cannot accept responsibility for
any loss or damage arising from the use of information in this publication.

City & Guilds Limited (Reg No 16513878). All rights reserved. City & Guilds is a trademark of City & Guilds Limited.
City and Guilds Group Giltspur House, 56 Giltspur Street London EC1A 9DE
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