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T LEVEL INDUSTRY PLACEMENT OBJECTIVES & LEARNING GOALS TEMPLATE
Placement Overview
	Student Name
	Jordan Taylor

	T Level & Occupational Specialism
	Management & Administration – OS: Business Support

	Placement Dates / Pattern
	10 Nov 2025 – 22 Jan 2026 (Block)

	Business Name / Department
	Sandling District Council / Contact Handling - Customer Services

	Employer Contact
	Amira Khan, Operations Manager

	Tutor Contact
	Leah Morrison

	Employer Engagement Contact
	Chris Bennett


Planned Review Points
Mid-Placement review date:	12 Dec 2025				Final review date: 22 Jan 26
Placement Objectives (Broad Focus Areas)
List up to 3 high-level objectives for the placement. These should reflect key outcomes for the student and align with employer opportunities and the T level curriculum.
1. Support the effective flow of information and documentation within the organisation.	
2. Contribute to the improvement of internal business processes.
3. Build confidence in communicating with internal stakeholders.


Learning Goals (SMART and Activity-Linked)
For each objective, identify 2 to 3 specific learning goals. These should align with tasks the student will undertake and the skills they will develop.
	Linked Objective
	Learning Goal
	Skills Developed
(Technical / Employability)
	Linked Tasks / Activities
	Expected Behaviours
	Expected Progress
(Annex F rating)

	1
	By the end of week 3, accurately produce three types of business documentation (e.g. letter, email, meeting notes) with minimal errors.
	Recording, formatting, communication
	Drafting letters, note-taking, internal emails
	Attention to detail, timekeeping, following process
	Good

	1
	Maintain and update customer records weekly using the internal database, ensuring 100% accuracy by cross-checking with team lead.
	Data handling, organisation
	Database entry, updating contact logs
	Reliability, confidentiality, independence
	Good to excellent

	2
	Use a feedback form to collect staff input on a current admin process and present a 5-minute summary of findings in a team meeting.
	Analysis, presentation
	Designing feedback form, summarising insights
	Professionalism, presentation, teamwork
	Good

	2
	Apply a root cause analysis method to a small admin issue and suggest two improvements by week 6.
	Problem-solving, critical thinking
	Process mapping, interviewing team members
	Initiative, engagement, structured thinking
	Good

	3
	Contribute at least one idea or update in two internal meetings by end of placement.
	Verbal communication, confidence
	Staff meetings or daily huddles
	Active participation, team engagement
	Good

	3
	Deliver a weekly verbal update to supervisor using structured notes and adapt based on feedback.
	self-management, active listening
	1:1 supervisor check-in
	responsiveness, feedback handling, reflection
	good to excellent

	
	
	
	
	
	



Agreement
Signatures below confirm agreement to the objectives and learning goals set above.
	Student Signature:
	Date

	Tutor Signature:
	Date

	Employer Signature:
	Date

	Parent/Carer (if required):
	Date
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