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T Level Industry Placements: Starter
Kit for T Level Student Line Managers

This starter kit is designed for those who will be supporting and training T Level students during
their industry placements.

The steps guide you through essential information and actions for a successful and high-quality
placement experience.

To access the necessary documents, click on the bold text in each step.

You can work through the starter kit at your own pace, checking off each box as you complete
the stages to track your progress. Don’t forget to save your document each time you make updates!

Pre-Placement

— Step 1

Familiarise yourself with the Line Manager Guide

The line manager guide is designed to help line managers understand their roles and |:|
responsibilities when working directly with T Level students during industry placements. Complete
Key sections are highlighted and useful appendices can be found on page 14.

— Step 2

Review an Industry Placement Objective Template

Familiarise yourself with this template. The provider will work together with you and the student
to complete it before the placement begins (or shortly thereafter).

Reviewing it now will help you generate and record your ideas effectively. Think about:

e Objectives: briefly summarise the overall role of the student and the contribution they will
make to the organisation (a science specific example can be seen on page 2).

e Typical tasks and activities: Identify tasks the student will perform during placement

(science examples on page 2).
e Learning goals: These will be discussed and agreed upon by you, the provider and the student. |:|
Ensure there are at least three employability skills and three technical skills for each activity. Complete

As the student progresses and gains competency, additional skills can be added.

This step requires thoughtful consideration, planning, and your time. You may need to speak with
your line manager to request time away from your regular duties to ensure the planned activities
are valuable and meaningful, ensuring a quality placement experience.

This document will be incorporated into the Industry Placement Agreement and signed by
all three parties.

More support is available from the UK Institute for Technical Skills and Strategy with this
planning process please contact: jo.hartley-metcalfe@itss.org.uk



https://itss.org.uk/wp-content/uploads/2024/08/T_Levels_IP_Development_Objective_Template-Science.pdf
https://itss.org.uk/wp-content/uploads/2024/06/T_Levels_Annex_E_Industry_Placement_Agreement.pdf
mailto:jo.hartley-metcalfe%40itss.org.uk?subject=
https://itss.org.uk/wp-content/uploads/2024/08/T_Levels_Line_Manager_Guide.pdf

— Step 3

Look over the Annex F Progress Indicators
You won’t need this document until it’s time to review student progress, but it’s useful to understand

how to assess the learning goals set in the previous step.
Annex F: Progress Indicators outlines the standards that will guide you in evaluating the student’s |:|
progress. It will help assess how well the student is advancing toward their learning goals throughout Complete

the placement, highlighting areas where they excel and identifying where improvement is needed. If the
student consistently performs well, you can plan more challenging activities. The provider will arrange at
least three review meetings with you and the student (before, during, and at the end of the placement).

— Step 4

Help with induction: Student Induction Checklist

This checklist will help plan a successful induction for your student. Induction can be conducted

in various formats, such as an informal one-on-one chat (checking off items as you go), a

presentation, reading materials, videos, or online resources. You can decide the duration |:|
of the induction, which may take a few days to a week.

Induction is also a good opportunity to explain commercial confidentiality if the student will be
exposed to sensitive information. Be creative and make the induction as engaging as possible,
as this may be the student’s first experience in a work environment. You may need to request
time to prepare for this, ensuring the student’s experience is enhanced.

Complete

During Placement
— Step 5

Glance over the T Levels Template Student Logbook

for Industry Placements

This logbook is for students to use before, during, and after their placement. The version may vary, as

providers have the flexibility to create their own. Students will use the logbook to track and reflect on |:|
their learning, development, and to record their achievements. It may also include their timesheet for Complete
you to sign. It is essential to ensure the accuracy of the student’s start and end times.

While you are not required to take any action with this logbook, it is helpful to be aware of it. You might
consider allowing students 20-30 minutes at the end of the workday to complete their reflections.

— Step 6

Familiarise yourself with the Student Midpoint Review Template

During your second meeting with the provider, you may be involved in completing a midpoint |:|
review document. This is an opportunity to assess the student’s progress up to that point and offer
constructive feedback. The provider will primarily be responsible for completing this paperwork.

To assist in making clear judgments, you should refer to the Annex F Progress Indicators from step 2.

Complete



https://itss.org.uk/wp-content/uploads/2024/08/T_Levels_Line_Managers_Annex_F_progress_indicators.pdf
https://itss.org.uk/wp-content/uploads/2024/08/T_Levels_Student_Induction_Checklist.docx
https://itss.org.uk/wp-content/uploads/2024/08/TLevels_Template_StudentLogbookIndustryPlacements.docx
https://itss.org.uk/wp-content/uploads/2024/08/TLevels_Template_StudentLogbookIndustryPlacements.docx
https://itss.org.uk/wp-content/uploads/2024/08/TLevels_Student_midpoint_review_template.docx
https://itss.org.uk/wp-content/uploads/2024/08/T_Levels_Line_Managers_Annex_F_progress_indicators.pdf

End of Placement
— Step 7

Familiarise yourself with the End of Placement Review D
You will need to complete this review at the end of the placement. Ensure you schedule time for this.

Complete

— Step 8

You will need to complete Annex H: Industry Placement

Student Completion Declaration []

This is very straight forward and confirms the student has met all the requirements of an Complete

industry placement.
— Step 9

Provide a reference Employer Reference Template |:|

It is recommended you provide the student with an employer reference. This document

is a template you may choose to use, or you may prefer to use your own version. Complete
— Step 10

Consider completing the End of Placement Review

This is an excellent resource for giving feedback to the provider, helping to shape and improve |:|

future placement processes. It allows both you and the provider to reflect on what worked well Complete

and identify areas for improvement.

And that’s it!

Just 10 straightforward steps to transform a young person’s life, advance their professional development,
and contribute to shaping future technical career.

Bt ~JNGATSBY  Technician[@eJpglgglitgglp]s www.itss.org.uk


https://itss.org.uk/wp-content/uploads/2024/08/TLevels_End_Of-_Placement-_Review_With_The_Provider.docx
https://itss.org.uk/wp-content/uploads/2024/08/TLevels_Annex_H_IP_Student_Completion_Declaration.docx
https://itss.org.uk/wp-content/uploads/2024/08/TLevels_Annex_H_IP_Student_Completion_Declaration.docx
https://itss.org.uk/wp-content/uploads/2024/08/TLevels_Employe_Reference_Template.docx
https://itss.org.uk/wp-content/uploads/2024/08/TLevels_End_Of-_Placement-_Review_With_The_Provider.docx
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