

[image: A black background with orange letters

Description automatically generated]

SETTING OUT KEY ACTIVITY MILESTONES FOR EMPLOYERS

INTRODUCTION 
Use this resource once an employer has agreed to host a student, so there is a clear shared plan for what needs to happen before, during and after the industry placement.
A simple timeline helps the employer understand what is needed, who is involved and when decisions, paperwork or meetings need to happen.
If there is a long gap between agreement and the placement start date, build in light-touch contact points to keep the employer engaged and confident that progress is being made.
Adapt the template to reflect your own school or college processes, using the milestones that matter most for your placement model and employer relationship.
You may also want to use this alongside the “Employer journey mapping” resource to check that the employer experience feels joined up from first discussion through to completion and follow-up.


TYPICAL ACTIVITY MILESTONES

Preparation for Placement
Confirming the placement job role / what the student will do on placement / hours of work etc.
This is likely to involve tasks such as working with the employer to agree an industry placement role description and developing and agreeing the industry placement objectives.

Selecting a student for your placement
Agree with the employer whether they will be involved in applications, CV review or interviews, or whether you will match students to the agreed role requirements.

Completion of paperwork (Due Diligence, Industry Placement Agreement)
Package paperwork together where possible so the employer is not dealing with repeated ad-hoc requests. Time this carefully: too early and details may change; too late and the process can feel rushed. This will include documentation such as employer due diligence checklist (Annex G) and the Industry Placement Agreement.

Getting to know your student
If the employer was involved in selection, they will already know something about the student. If you completed the matching process, build in an opportunity for the employer and student to meet before the placement starts. You might share a CV or student profile and arrange an introductory meeting or workplace visit with the Line Manager. Use this stage to confirm any reasonable adjustments needed to support the student, including support for special educational needs, learning barriers or other agreed needs.

Preparing your team – Line Manager/Task Manager
Agree who will act as the Line Manager or Task Manager and make any introductions needed, especially where your early contact has been with HR, learning and development or another central contact.
Consider what support the employer may need to prepare line managers, agree workload expectations and understand how best to support a student in the workplace. The supporting learners on their placement, helping students to learn and managing young people who are new to the workplace may be useful resources for employers.
If funding support is needed, have appropriate arrangements been made?
Agree day one arrangements in advance, including arrival time, reporting point, induction activity, key contacts and any immediate workplace requirements.

During the Placement
Induction
Students should be treated as a new employee to the employer with plans for an appropriate induction to be carried out at the beginning of their placement. This could include any mandatory training e.g. manual handling, health and safety.

Student Review Meetings 
Agree dates, times, locations and attendees for review meetings at the outset, so the employer knows what involvement is expected and can plan around it.


End of Placement
Final student review meeting
At the end of the placement a final student review meeting needs to be carried out, you may also use this time to ensure the employer completes an appraisal of student performance along with the declaration of completion.  

Review of your experience
Plan time to capture employer feedback on the whole experience, from initial engagement through to completion. Use this to identify what worked well, resolve any gaps and agree how the relationship can be maintained or improved for future placements.
Other
Celebration activities 
If you have a calendar of events which includes celebration activities it could be helpful to include these – it’s also a positive action to end with.

Keeping in touch 
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If you have a keep-in-touch or account management approach, include the planned contact points here so the employer knows what to expect beyond the formal student reviews.
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KEY ACTIVITY MILESTONES FOR INDUSTRY PLACEMENTS
We are delighted that you have agreed to partner with <school/college> to host one or more of our T Level students on an Industry Placement.
This document sets out the key activity milestones which we will guide you through to prepare for, host and complete the industry placement.  If you have any questions about the activity set out here or anything else regarding the industry placement please contact <name, email, phone>.

	Key Activity Milestones
	Contact
	When
	How

	A description of what needs to happen / the task
	Named contact at the school/college who will be supporting you
	When is this scheduled to take place
	Add any relevant information such as meeting links, locations, document links etc.

	Preparing for the Placement

	Confirming the placement job role / What the student will do on placement.
	
	
	

	Selecting a student for your placement
	
	
	

	Completion of paperwork (Due Diligence, Industry placement agreement)
	
	
	

	Getting to know your student
	
	
	

	Preparing your team – Line Manager/Task Manager
	
	
	

	During the Placement

	Induction
	
	
	

	Student review meeting - 1
	
	
	

	Student review meeting - 2
	
	
	

	End of Placement

	Final student review meeting
	
	
	

	Review of your experience
	
	
	

	Other

	T Level student and employer celebration activities
	
	
	





[image: A black background with a black square

Description automatically generated with medium confidence]
image1.png
T LEVEL




image2.png
HM Government




