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[bookmark: _Toc236926551][bookmark: _Toc1141870148]SECTION 1: ABOUT YOUR LOGBOOK

This logbook is for you to use during your industry placement so that you:

· Keep track of and regularly reflect on how you build your technical knowledge and skills and personal development during your placement.
· Identify areas of development that you want to focus on in the future.
· Have a record of your achievements that you will be able to refer to when you return to your college/school, and when you apply for study or employment after your T Level.

Your logbook will be used as evidence to decide whether you have met the completion criteria for your industry placement. It is therefore essential that you complete all sections within this document as they are mandatory. 

You must also ensure that both your placement employer/s and your T Level provider (school/college) have regular access to this document.

You may adapt and modify the tables within this template as needed to accurately reflect your placement experience. However, all sections must be retained and completed.





























[bookmark: _Toc236926552][bookmark: _Toc844657242]SECTION 2: STUDENT INFORMATION

Use this section to fill in your personal details, your placement objectives and your learning goals

[bookmark: _Toc236926553][bookmark: _Toc1488754168]2.1 My details

	Name: 

	

	Provider name: 

	

	T Level course: 

	

	Named contact at my provider:

	

	Provider contact number: 

	

	Provider contact email:
	





[bookmark: _Toc236926554][bookmark: _Toc2145760175]2.2 My industry placement objectives

List up to 3 broad focus areas for your whole industry placement. These will be agreed before you start your placement. They will be shaped by what you want to develop during your placement, what is in your T Level curriculum, and your employer’s business needs.
	Objectives

	1
	E.g. Contribute to the improvement of internal business processes.


	2
	

	3
	








[bookmark: _Toc236926555][bookmark: _Toc1521493693]2.3 My industry placement learning goals

You should have learning goals for your placement time. These are specific things you will focus on to help you achieve your placement objectives and what your progress will be measures against in your end of placement review meeting. 

You should have a minimum of three employability and three technical focus areas. The tasks you undertake on placement will help you develop your knowledge and skills in these areas.

	Learning goal
	Employability or Technical?
	Linked objective

	E.g. Effective time management 


	E.g. Employability 
	E.g. 1

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	
























[bookmark: _Toc236926556][bookmark: _Toc1242064995]SECTION 3: PLACEMENT DETAILS AND REFLECTIONS

Use this section to:

· Record details of your placement employer.
· Reflect on your day-to-day tasks using the Progress Tracker.
· Complete your Daily Timesheet.

Once you have completed your placement, ask your employer to complete the employer feedback section and provide their reflections on your placement experience.

If you undertake placements with more than one employer, copy and paste this entire Section 3 into a new section in this document and fill in for each employer.


[bookmark: _Toc236926557][bookmark: _Toc1383824628]3.1 My placement employer information

	Employer name: 

	

	Address: 

	

	Employer contact:

	

	Employer phone number and email:

	

	Description of placement activity:





	


	To be completed at the end of your placement


	Placement start and end dates:

	

	Total completed hours:

	








[bookmark: _Toc236926558][bookmark: _Toc2059462964]3.2 My weekly progress tracker

This tracker should be used to show how you have built your employability and technical skills during your placement with this employer. Use this section to think about what you did during your placement, what you learned, and how it helped you work towards your learning goals and placement objectives.

It is recommended that you update this weekly.

	Employer name: 


	Date
	Task or activity completed
	Skills developed/ what did I learn
	Progress against learning goals/ objectives

	
	e.g. scoped a project 
	e.g. learnt to make a Gantt chart
	e.g. learning to use planning tools for my work has improved my time management

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	






[bookmark: _Toc236926559][bookmark: _Toc480685487]3.3 My timesheet

Use this timesheet to keep track of the hours you spend on placement with this employer. 

	Employer Name: 

	Date
	Start Time
	Finish Time
	Break
	Total Hours
	Employer confirmation

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	


 
	I declare the information provided on this timesheet is accurate

	Employer Signature:                                                     Date:

	Student Signature:                                                        Date:










[bookmark: _Toc43990581]
[bookmark: _Toc236926560][bookmark: _Toc650296393]3.4 Employer reflections

Your placement employer should complete this section at the end of your placement with them and discuss the feedback with you.

	Employer Name:

	How has the student progressed during their placement? How have they demonstrated progress towards their learning goals?






	What are the key things the student achieved/ learned/ delivered during the placement?






	What areas of growth should they focus on in the future?










	Any other comments:








Industry Placement Line Manager signature:
Date:













[bookmark: _Toc236926561][bookmark: _Toc509617441]SECTION 4: STUDENT END OF PLACEMENT REFLECTIONS

Use this section to reflect on your placement objectives (see section 2.2) and how your overall placement experience has helped you develop against those objectives. 

If you completed your placement with more than one employer, include examples and experiences from each employer in your reflection.

[bookmark: _Toc236926562][bookmark: _Toc2042627125]4.1 My end of placement reflections

	What are the keys things you have learnt on placement?





	






	What skills have you developed, and how?





	

	What problems/obstacles did you encounter and what did you do overcome these? 





	






	What were your key successes and achievements?
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