
By City & Guilds

T Levels –
Management & 
Administration

An introduction for 
new providers
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Agenda

Management & Administration Pathway1 

Industry Placement

What Next?

Resources & Support
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Core  
20-50% Total TQ time  

Graded A* - E

Core 1 Concepts & theories

Core 2 Transferable/Core skills
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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 

Working towards

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 is the 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

2
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Technical

Qualification

Industry placement

Meaningful contribution in the 

workplace 
Practical skills for employmentTechnical skills and knowledge

A
n
 i
n

tr
o
d
u
c
ti
o

n
 t

o
 M

&
A

 T
 L

e
v
e
ls



S
e
p
t 

2
5
/2

6

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 
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Technical Qualification - Core

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
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Business Improvement 
Occupational Specialism 

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
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Team Leadership/Management Occupational Specialism 

Direct links to Team Leader 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://skillsengland.education.gov.uk/apprenticeships/st0384-v1-4
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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 

Business Support Occupational Specialism 

https://www.instituteforapprenticeships.org/apprenticeship-standards/business-administrator-v1-0
https://www.instituteforapprenticeships.org/media/4041/final_ma_outline_content_itt_march2020.pdf
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Assessment contribution – CORE & OS
The overall assessment weighting for the core and the occupational specialism is 50:50.

Core
Occupational 

Specialism

50% 50%

GLH 600 600– 620

Grade A*-E P/M/D

Assessment - CORE Overall contribution

Core examination 1 30%

Core examination 2 30%

Employer-set project 40%
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Provisional GLH allocation to CORE exams

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.

https://www.gov.uk/guidance/industry-placements
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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

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

https://www.cityandguilds.com/tlevels/business
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Resources & Support

Ready to Support eligible providers and stakeholder 

engagement

➢ Updated webpage for T Levels

➢ Assessment timelines 

➢ Provider focus groups/curriculum planning

➢ Employer Industry Boards

➢ e-bulletins

➢ Specification 

➢ Dedicated Technical Advisors

➢ Network Events/Teams Meetings

DFE resources

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
https://www.cityandguilds.com/tlevels/providers
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Resources & Support

Our dedicated Management & Administration T Level page hosts:

• Sample Core Theory Papers

• Moderators reports

• Enlarged past question papers

• Exam Guides

• Sample Employer Set Projects

• Specification

• GSEMS (Guide Standard Exemplification Materials) for all the 

Occupational Specialisms at both Pass and Distinction grade
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HEI Engagement

C&G has relationships with:

• University of Vocational Awards Council (UVAC) 

• Russell Group Qualifications Network

• UCAS – broad understanding of UCAS tariffs and entry requirements, and how the different grading systems 

align to traditional academic GCEs

• Universities heads of admissions, admission managers and teams, academics and OVCs

• Institute of Education –University College London (UCL)
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Suggested Entry Requirements to HE

Suggested entry criteria for foundation year

• Core component: C/D/E

• Occupational Specialism Grade: Pass

• Overall T Level Grade: Pass

• UCAS points: 72-96 

Suggested entry criteria for direct entry 

• Core Component: A*/A/B

• Occupational Specialism Grade: Distinction/Merit  

• Overall T Level Grade: Distinction/Merit 

• UCAS points: 120-144 

Other combinations may apply for UCAS tariff points to 

achieve overall merit grade 

• B/C in the core component    

• Pass/Merit in the occupational specialism 

Rationale

Based on the current entry requirements taken from a range of universities for a foundation 

year typically 64-72 UCAS points or MPP, or 96-120 UCAS or MMM-DDM for direct entry.
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How will T Levels be 
graded?

• A nationally recognised certificate to show their overall 

grade and a breakdown of what they have achieved.

• An overall grade of Pass, Merit, Distinction or Distinction*.

The T Level certificate will also include:

• a separate grade for the core component, using 

A* to E

• a separate grade for each occupational specialism, 

shown as pass, merit or distinction

• grades for maths and English qualifications (if required)

• completed the industry placement

• met any additional mandatory requirements

• Learners who do not pass all elements of their T Level will get a 

T Level statement of achievement which will show the elements they 

have completed.

• City & Guilds do not issue certificates. These will be issued by Skills England
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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


Need further support?

For further support on the Management & Administration T 

Level, please contact Dom Green at City & Guilds

Dominic.Green@CityandGuilds.com
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Every effort has been made to ensure that the information contained in this publication is true and correct at time of publication. 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.  
© 2025 City & Guilds Limited (Reg No 16513878). All rights reserved. City & Guilds is a trademark of City & Guilds Limited.

About City & Guilds

City & Guilds is the global skills partner, empowering people, organisations and economies 
to develop the skills they need for growth. With almost 150 years of trusted expertise, we 
support people into work, help them develop on the job and move into the next job.

We work with Governments, employers, training providers, colleges and industry 
stakeholders to design and deliver high-quality training, qualifications, assessments and 
credentials that lead to meaningful career progression. We understand the life changing link 
between skills development, social mobility and success. Our solutions span critical sectors 
including construction, engineering, transport, energy and electrical, serving over 1 million 
learners annually.

Through our comprehensive portfolio of brands and trusted global network, we set industry-
wide standards for technical, behavioural and commercial skills to improve performance and 
productivity. We believe you can achieve your potential - and we're here to help make it 
happen.

For further information please visit cityandguilds.com/about-us

Contact us

Giltspur House 

5-6 Giltspur Street

London

EC1A 9DE

customersupport@cityandguilds.com  

01924 930 801 

www.cityandguilds.com 
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