APPRENTICESHIP STANDARD – Creative Industries Production Manager

Typical roles: Production Accountant, Production Manager, Stage Manager, Line Producer, Post Production Supervisor, Post Producer, Bookings Manager

OCCUPATION: Creative Industries Production Management
A production manager is the person who takes responsibility for all the organisational aspects of production schedule and/or budget. A production manager can work across all genres in film, television, commercials, VFX, post-production, animation and live performance art production. They may be work in a production office, on set/stage, in a studio or on location in the UK or internationally. A production manager may be employed by television or film production companies, VFX or post-production facilities, or theatres and performance venues. The production manager role varies according to the part of the production process that they work in. The production manager’s role in production is to support the realisation of the creative team’s vision; the producer, the director, writer, set designer, costume supervisor, theatre technicians, sound recordist, VFX supervisor, animation supervisor and/or camera crew. In post production and VFX, they provide the link between production company and the supplier to deliver people and resources to complete the project. The production manager has responsibility for the practicalities of running a production; including the preparation of production schedules or script breakdowns, to ensure that enough time is allocated for all aspects of the production process, and to manage the productions resources including personnel. Production managers need to be sensitive to the creative process, have negotiation skills, and to be able to identify and offer solutions to problems as they occur. This role may involve out of hours or irregular working or travel. 

This is a core and options apprenticeship Standard; all learners will undertake the core element of the apprenticeship and then they will choose to specialise in four key creative production areas: Production Accounting, Film, TV and Short Form Production, VFX, Post-Production and Animation and Live Performance Art Production. 

· Option 1  Production Accounting - The Production Manager working in Production Accounting is part of a team of Production Accountants and Assistant Production Accountants who, although being part of the wider finance community, are embedded within production departments working closely with the Production Management teams. They are responsible for managing the financial control of a slate of productions and/or providing financial support on a more dedicated basis to a more complex production.

· Option 2 Film, TV and Short Form Production – Overseeing all operational and logistical elements of the production, the Production Manager working in Film or TV or Short Form productions, leads the production team and in some cases may manage Junior Production Managers and  Production Co-ordinators. They plan out the production workflow process from pre-production to delivery of the final content which could be a film, television programme or commercial.

· Option 3 Option 3 VFX, Post-Production and Animation - The Post Production Manager works closely with the Producer and Supervisors on a project to create, implement and run the schedule, tracking and managing the workflow through departments and ensuring that the project meets both internal and external deadlines. The Production Manager leads or schedules the production team on a day-to-day basis and may manage junior line producers, bookings assistants and production co-ordinators. In some facilities the Production Manager may take on budgetary and client facing responsibilities.

· Option 4 Live Performance Art Production – The Production Manager working in Live Performance Art Production supports the Technical Director to ensure the most effective use of resources and systems to realise all the technical elements of designs for productions, within the agreed budget, time and technical parameters. This may include Live Performance Art Productions held in theatres, national and international touring venues and non-traditional venues.

Level - This apprenticeship is set at Level 7.
Entry Requirements - There are no set entry requirements for this apprenticeship, although typically, this role is likely to be taken up by someone who already has previous experience of technical theatre, production co-ordination or production accounting. 
Qualifications - Apprentices without English and Mathematics at level 2 must achieve level 2 prior to taking their End Point Assessment. For those with an education, health and care plan or a legacy statement the apprenticeships English and maths minimum requirement is Entry Level 3, and British Sign Language qualifications are an alternative to English qualifications for those whom this is their primary language.   Apprentices without level 2 English and Maths will need to achieve this level prior to taking the end-point assessment. 
Duration - The apprenticeship will typically take 18-24 months to complete.
Review date - After 3 years.

CORE SKILLS & KNOWLEDGE FOR ALL OPTIONS

KNOWLEDGE & UNDERSTANDING: A Production manager knows and understands:

· How to interpret a creative brief/idea into a production schedule and budget 
· The make up of a production team and the reporting lines within the group 
· How to lead/and or manage a production team, including motivation and maintaining team morale
· How to manage conflict
· The legal, ethical and environmental  policies and practices relating to production management including recruitment and people management and sustainability such as carbon calculators
· The legal and regulatory requirements which apply to content production such as copyright, intellectual property rights, safeguarding 
· Production insurance policies and completion financing 
· The ways in which a complex organisational project may be analysed.

SKILLS: A Production manager is able to:

· Follow the correct processes for contracting resources for a production (such as staff, Logistics, equipment, catering)
· Manage the production team and act as first point of contact,  liaising with the creative team as required 
· Work autonomously and collaboratively with the production crew to ensure the production is on schedule and on budget 
· Build and maintain positive relationships with colleagues, customers, suppliers and professional networks
· Provide effective financial control and management of budgets on productions, providing regular cost reports and timely advice on budgetary control including potential overspends to the production management team 
· Effectively manage the day to day running of the production schedule, putting measures in place for potential issues and allowing for contingencies
· Ensure Health and Safety legislation and organisational guidelines are followed on productions such as documented risk assessments, safety and security policies
· Ensure production deadlines are met 
· Effectively present and communicate complex information both verbally and in writing to different audiences
· Maintain a high degree of accuracy and attention to detail in line with regulatory requirements for productions
· Proactively develop and maintain own professional competence
· Operate within and adhere to agreed organisational policies, standards and procedures 
· To report to senior management regarding the progress of the production and to flag any issues as and when they arise
· Analyse and evaluate the key issues and processes relating to the management of creative projects to ensure continuous improvement

Option 1 Production Accounting

Knowledge & Understanding
· The principles of accounting and bookkeeping
· The management of tax incentives and reliefs 
· Foreign currency management 
· The role of production finance within a media organisation
· The financial conventions in production, how to identify cost drivers and the reasons for accurate cost control and forecasting
· editorial and scheduling decisions and the impact of these on a budget/forecast

Skills
· Ensure that the accurate provision of accruals and commitments are made throughout the production lifecycle to support effective cost management of productions
· Contribute to the preparation of accurate and achievable month-end forecasts
· Manage expectations, balancing creative aspirations with financial and resource constraints
· Complete statutory and corporate financial returns for location spend items on behalf of the production 
· Prepare final accounts, ensure all outstanding claims are settled and close the production accounts in line with agreed procedures and policies
· Establish and maintain an audit trail for all work undertaken, liaising with auditors as required


Option 2 Film, Television and Short Form Production

Knowledge & Understanding 

· The end-to-end production workflow from pre-production through to distribution, and how the stages of production and departments interact
· The key issues and challenges relating to multiplatform and/or media asset management in production management
· The principles of acquisition, studio production, outside broadcasting, editing, processing and visual special effects 
· The post production process for delivering to a variety of broadcasters, using production and post production methods such as live action, clip based and animation
· The elements of channel/brand identity and how they are applied
· International production requirements such as language versioning and delivery standard conversions



Skills

· Plan the production workflow and agree the timelines and responsibilities with each department 
· Plan content for a multiplatform project including international deliveries
· Ensure that all content is cleared for the relevant rights required such as music and archive material
· Evaluate and monitor the key issues and risks relating to compliance, delivery standards, rights, finance, budgeting and editorial policy
· Identify, plan and source  production and post production resources such as editing, sound and visual effects in a cost-effective and time-effective manner relative to the nature of the project
· Ensure the content produced meets industry technical requirements and production delivery standards such as format and quality

Option 3 VFX, Post-Production and Animation option

Knowledge & Understanding 

· How to produce and maintain a project plan that delivers client objectives whilst setting internal targets
· The workflow of both live-action and CG based projects and the functions of relevant departments within that workflow
· How to utilise project management tools, databases and software such as Shotgun, Filemaker, MS Project, Excel or scheduling systems etc.
· The specialist technology and software used for post production workflows
· Approaches to vendor, client and internal colleague (including global sites) relationship management including negotiating, influencing and effective networking

Skills

· Make informed and project critical decisions on resource allocations relating to post production 
· Manage the production coordinator(s) and ensure that the logistics of the project are well organised
· [bookmark: _Hlk500325635]Communicate effectively with the edit support team and edit assistants sharing information regarding any faults, ‘work arounds’ or upgrades  
· Liaise with Technical Support and assist in the resolution of any issues which arise within the technical areas to ensure that a high service level is maintained at all times 
· Actualise work orders to track completed work and prepare cost reports or invoices 
· Ensure the content produced meets industry technical requirements and post production delivery standards such as format and quality







Option 4 Live Performance Art

Knowledge & Understanding 

· Different forms of live performance art and the individual challenges they pose, including plays, musicals, dance, opera and site-specific performance
· The theatre production process from inception to staging including model showing, costings and rehearsal planning, through to technical rehearsals and previews
· The technical roles and departments within the industry such as Lighting, Sound, Video, and Stage Management
· The equipment and techniques used within these roles and departments
· The construction methods used to build scenery and the suitability of materials that can be used
· [bookmark: _GoBack]How to carry out technical surveys of venues to ensure these are suitable for the production


Skills
· To read and interpret scale models and technical drawings, along with an ability to draw basic technical drawings both by hand and in CAD programmes
· Apply specific Health & Safety legislation including Construction (Design and Management)  regulations (CDM) and the local authority requirements to secure the licencing of productions
· Produce and distribute technical design information to departments and contractors
· Liaise with departments and specialist contractors regarding designs
· Manage the delivery of physical aspects of the production, from design through fit up to press night
· Manage touring productions including  preparing seating and technical briefs and liasing with venue technical departments

Behaviours all options
Professionalism: 
· Integrity, honesty and reliability  - Maintains professional conduct so as to enhance the honour and reputation of creative industries production management. Uphold ethics and maintain respect when dealing with others.
· Adaptability and flexibility - Adapts positively to changing work priorities and patterns, ensuring key production deadlines continue to be met.
· Resilience and proactivity - Displays tenacity and proactivity in the way they go about their role, dealing positively with setbacks when they occur on a production.

Creativity:
· Creative thinking -  Conceptualises creative ideas and the creative vision for the production. Analyses problems, and uses initiative and innovation to provide creative solutions and opportunities for the production.
