		Setting up your template




	Develop an occupation proposal
 Yes   No  

	Develop an occupational standard or EPA
 Yes   No  

	Was your agreed occupation proposal submitted on the pre March 2018 template
 Yes   No  

		OCCUPATIONAL STANDARD  FOR AN APPRENTICESHIP
 
Completing the template
This template should be completed by the Trailblazer Group with support from its Relationship Manager. Please do not attempt to do so before you are familiar with the occupational standard guidance
You will be able to amend and save (Save/submit  button on the Save/submit page) your draft as you develop your occupational standard.
Although the questions in the template should read in a logical order, we recognise that you may wish to move back and forth through the template as you develop your draft.  This is possible by clicking on any of the bars above as long as you have inputted your email address on the “this submission” page and the “Check my form” button below is switched to “No”.  Once you switch it to “Yes” (which we recommend you do just before final submission – see Save/submit) it will flag any questions/boxes that still need completing and will not allow you to move to the next section until you have completed them.
When creating drafts to circulate, please ensure each field relevant to your occupational standard is complete, even if this is with temporary placeholder text. This will ensure that no required questions are missing in your draft when you circulate it. However, any placeholder text will need to be replaced with finalised text prior to final submission to the Institute.
The data collected at this stage via the template is a mixture of information that will appear in the final standard (Occupational profile, KSBs, duration, level, and any qualifications, professional recognition and entry requirements) and supporting evidence to help the Institute review your draft (detail of Route, off-the-job training requirements, initial thinking on assessment methods, justification for inclusion of any qualifications, evidence of any professional body alignment and evidence of consultation).




	Check my form
 Yes   No  

		Sharing your draft or submitting the final draft to the Institute
Whenever you are ready to take either of these actions, please follow the instructions on the Save/submit page




		Advance information to give your Relationship Manager
In addition to the information required in this template, if you have not already done so you should provide the following information to your Relationship Manager (RM), or update previously provided information if needed:
Name of Trailblazer Group and, if a new group:
· Details of Chair (Name, employer, main business activity, employer size - see size definitions in third bullet below telephone, email) and confirmation that the individual meets the eligibility criteria for a trailblazer Chair. Note that the Chair must be the public contact for the Trailblazer on the Institute's website.
· Details of any facilitator (Name, employer, telephone, email)
· Details of employers on group (representative, employer, main business activity, employer size: micro (<10), small (10-49), medium (50-249) or large (>249), telephone, email)
· Details of any non-employer members (including professional bodies where alignment to professional recognition is intended - representative, employer, telephone, email)
· Title of occupation(s) covered by the proposal
· Demand for occupation (i.e. number of people undertaking the occupation in England) and estimated annual starts on the occupational standard
· Whether an existing framework covers the same occupation as the proposed standard
· Target timeline for when you want the apprenticeship standard to be approved for delivery by
Your RM will load this information into the Institute’s MI system and update it as you move through the process




		About this submission




	Unique occupational standard reference number: 
 (
ST0489
)
Your Relationship Manager will provide you with this number which will be remain the same through the development process and beyond.

	Trailblazer Group Reference Number
 (
 
)

	Title of Occupation:
 (
Storyboard Artist
)

		Insert occupation title (e.g. Arborist, Baker, Dental Nurse, Teacher…) 




	Your name
 (
Nicole Suter
)
	Your email
 (
nicoles@creativeskillset.org
)

		This should be the person within the Trailblazer who will populate the template. Any drafts/confirmation of the submission will be sent to this contact.




	Name of Trailblazer Group
 (
Animation
)

	Your Relationship Manager
 (
Rumessa Javid
)

	Does this standard have core and options?
 Yes   No  

		This approach may be appropriate where there are related occupations that share a core with options that all genuinely exist in the labour market. In such cases, the core should be as large as it can be and individual options must each meet the requirements for an occupation and not be too narrow. An apprentice will typically be required to acquire competence in the core and one of the options. You will have some core duties common to all options and some duties specific to each option. Clicking “yes” above will allow you to add options later in the template.




	Is this a resubmission?
 Yes   No  

		Occupational Profile - occupation summary




	Occupational profile
		If your standard is agreed for development, the published version will need to contain an occupational profile. This consists of a summary of the occupation and a list of the duties that the individual will need to be able to do. This needs to cover the nature of the occupation and how it fits within the sector(s), and you will build on this on the next page when you define the duties of the occupation. Typically, the occupation summary developed on this page should be between 250 and 350 words long, with a response to each individual statement  being two to three sentences.  This information must relate to what an individual who is fully competent in the occupation needs to be able to do.
Whilst the profile you developed in your proposal (based on our old template) will be a good starting point for this, we are now prescribing more clearly what information the occupation summary within the profile should contain and this information can be articulated by completing the following statements:
· This occupation is found in…[Insert sectors where the occupation is typically found]
· The broad purpose of the occupation is...[Provide brief details of what an employee in this occupation does without going into the level of detail covered by the duties on the next page]
· In their daily work, an employee in this occupation interacts with…[Provide brief details of types of organisations and internal/external functions that the employee would need to interact with to successfully get their job done. Also include detail of the typical environment(s) in which the occupation is found (e.g. office-based, outside in all weathers etc.)]
· An employee in this occupation will be responsible for…[Provide brief details of the level of responsibility/autonomy that the individual will have including what resources they may manage, who they would report to and the extent to which they are supervised or acting alone (which is a key factor in determining the level of the occupation). Also include any factors that may lead to this varying (e.g. size of organisation).]
Please also list any job titles typically held by individuals undertaking this occupation.  As job titles for the same occupation often vary between sectors, sub-sectors and sizes of employer, this is your opportunity to list all the relevant ones




	 (
This occupation is found in the creative media industries. Storyboard artists will typically be employed by a range of small to large production companies working within the British and International Animation, film, television, Visual Effects, games and commercial industries. The Storyboard Artist is a highly skilled and creative individual who is required during the first phase of production, called pre-production; storyboards are sequences from script/brief/screenplays translated into a series of illustrations. 
The broad purpose of the occupation is to use storyboards to visualise the narrative, planning shots and drawing panels to demonstrate the staging/action, and maintain continuity between scenes of a production. 
In their daily work, an employee in this occupation interacts with the Director and, possibly, with the scriptwriter, Producer, client or Storyboard Supervisor, to visualise and tell the story. They are usually based in either an office environment, or work remotely from their own offices/place of work working on television commercials, television series, games, short form work and feature films. 
An employee in this occupation will be responsible for preparing storyboards for production, including indications of dialogue, character performance and camera moves, and they could be asked to produce their work either as rough drawing or cleaned-up (more defined) drawings. This role may include out of hours or irregular working patterns when collaborating on international projects.
)

	Typical job titles 
 (
Typical job titles include Storyboard Artist, Story Artist, Revisionist.
)




		Duties and KSBs

Instructions:
An occupational profile should typically contain the 10-20 duties that make up the occupation. These should be the duties that a fully competent employee should be able to undertake when working in the occupation.  Further guidance is available here. 
With our new template, these will normally be developed at the proposal stage and pre-populated into the occupational standard section of the template.  However, as you completed that stage of the process on our old template, you will need to create the duties here based on information you provided in your proposal.  
You will then need to identify the knowledge, skills and behaviours (KSBs) required for competence in each duty along with initial information about the off the job training related to these. 
There will be repetition as you work through the duties where some KSBs are required in relation to more than one duty. However, please record such repetition as it will be helpful information for training providers and as it is really important to go through this process comprehensively for each duty. A simple way of addressing such repetition is to codify each knowledge, skill and behaviour (e.g. K1, K2, S1, S2 etc) and, where one is required in relation to multiple duties, simply cite the code after the knowledge, skill or behaviour as been referenced once in full.




	{if (!Form.StandardAgreed and !Form.SkipStandardStage and Form.DevelopmentStageStandardEPA) or (Form.ProposalStage)}
	Off the job training


{ end if }

		At this stage you will also need to decide whether you wish to provide information about the typical off the job training requirements relating to the apprenticeship standard as follows:
If you are content with the initial funding band already allocated to this apprenticeship standard, please tick the first button below, as you do not normally need to provide any further information relating to off-the-job training. 
If you do not believe the initial funding band allocation is appropriate, you can provide us with evidence to inform the final funding band recommendation. You do this by submitting training provider and EPAO quotes alongside your EPA plan. To acquire these quotes you will need to send apprenticeship training delivery quote forms, pre-populated with the typical off-the-job training requirements, to providers to complete. You have the following two options as to how and when to do this:
· Provide the information relating to typical off-the-job training requirements within this template below and an auto-populated apprenticeship training delivery quote form for you to forward to providers will be sent to you when you submit your draft standard (tick the 2nd option below for this)
· Input the information relating to typical off-the-job training requirements directly into the apprenticeship training delivery quote form at a later date (tick the 3rd option below for this) prior to sending it on to providers to complete. If you choose this option, you will not need to provide the information relating to off-the-job training now, but you will still need to ensure that you populate the apprenticeship training delivery quote form in good time to ensure you can acquire the quotes before you submit your EPA plan




	Please choose
 Content with initial funding band allocation    Do not believe the initial funding band is appropriate and wish to address the additional off-the-job training questions now in order to generate a populated apprenticeship training delivery quote form to send to providers   Do not believe that the initial funding band allocation is appropriate but will complete the apprenticeship apprenticeship training delivery quote at a later date   

	
	Duty 1
	In this occupation a fully competent employee can:
 (
Manage story board work on designated projects
)

		This must be drafted as a 'doing' statement




	Criteria for measuring performance:
	For this duty, list the important performance considerations for employers in terms of how the work is to be done and to what standards
 (
Execute story board work on projects in line with pre-production timescales
)

		Criteria for measuring performance will vary depending on the nature of the duty but may typically focus on issues such as speed, accuracy; efficiency, cost and compliance.  Examples include: “delivered in line with customer expectations/specifications”; “delivered in line with agreed timescale/cost/industry standard”; [instructions/advice] “communicated clearly and succinctly”; “in compliance with xyz procedures/guidance/legislation”.







		KSBs




		Knowledge




		This is the information, technical knowledge, and ‘know-how’ that the individual needs to have and to understand in order to successfully carry out the duties that make up the occupation.




	KSBs
	Knowledge
	Knowledge 1
	 (
Understand the end-to-end production workflow and the process from pre-production to delivery, and how the stages of production and departments interact
)




	Knowledge 2
	 (
Know and understand the language of film and story structure
)




	Knowledge 3
	 (
Understand the importance of thumb nailing quick sketch layouts and choosing the appropriate elements from the script to focus on in each panel
)




	Knowledge 4
	 (
Who to consult and work with to ensure that drawings meet design information whilst remaining within production limits
)




	Knowledge 5
	 (
How to read and interpret a creative brief or script, usually provided by the director, production designer or department head
)







		Skills




		Skills are the practical application of knowledge needed to successfully undertake the duties that make up the occupation. Duties may be sufficient to identify the practical application of knowledge. Skills may be added as necessary to facilitate assessment of particular aspects of the duty.




	Skills
	Skills 1
	 (
Manage relevant aspects of a production which are part of the pre-production phase
)




	Skills 2
	 (
Interpret a script or creative brief to identify the requirements for drawings and other visual information
)




	Skills 3
	 (
Select methods, media and the relevant scale for producing suitable drawings
)




	Skills 4
	 (
Take direction and be able to implement feedback quickly and effectively
)







		Behaviours




		Behaviours are mind-sets, attitudes or approaches required for competence, generally across the entire occupation.




	Behaviours
	Behaviour 1
	 (
Flexibility - the capacity to work both independently and collaboratively as part of a team and adapts positively to changing work priorities and patterns, ensuring productions deadlines continue to be met
)













	Duty 2
	In this occupation a fully competent employee can:
 (
Interpret a creative brief or script to create storyboards
)

		This must be drafted as a 'doing' statement




	Criteria for measuring performance:
	For this duty, list the important performance considerations for employers in terms of how the work is to be done and to what standards
 (
Interpret a creative brief or script to create storyboards within production parameters
)

		Criteria for measuring performance will vary depending on the nature of the duty but may typically focus on issues such as speed, accuracy; efficiency, cost and compliance.  Examples include: “delivered in line with customer expectations/specifications”; “delivered in line with agreed timescale/cost/industry standard”; [instructions/advice] “communicated clearly and succinctly”; “in compliance with xyz procedures/guidance/legislation”.







		KSBs




		Knowledge




		This is the information, technical knowledge, and ‘know-how’ that the individual needs to have and to understand in order to successfully carry out the duties that make up the occupation.




	KSBs
	Knowledge
	Knowledge 1
	 (
How to interpret a creative brief or script, usually provided by the director, production designer or department head
)




	Knowledge 2
	 (
Understand the technical requirements of the production, such as screen ratio and frame rate
)




	Knowledge 3
	 (
How to scope the intended production process, including outsourcing
)




	Knowledge 4
	 (
Know and understand any constraints applying to the production such as budgetary or design
)




	Knowledge 5
	 (
Understand the conventions of the production pipeline such as complying with shot, naming protocols etc.
)







		Skills




		Skills are the practical application of knowledge needed to successfully undertake the duties that make up the occupation. Duties may be sufficient to identify the practical application of knowledge. Skills may be added as necessary to facilitate assessment of particular aspects of the duty.




	Skills
	Skills 1
	 (
Plan the sequences, scenes, shots and action that are needed to communicate the narrative
)




	Skills 2
	 (
Ensure that your plans take into account the following conditions; shot composition, timings, transitions, camera moves, sound track, scratch dialogue, music, sound effects, special effects, pacing and rhythm
)




	Skills 3
	 (
Ensure that your visual story meets the proposed design constraints, technical requirements, facilities and production process for the production
)




	Skills 4
	 (
Adapt narratives to meet the different design, technical and production requirements that are  needed
)







		Behaviours




		Behaviours are mind-sets, attitudes or approaches required for competence, generally across the entire occupation.




	Behaviours
	Behaviour 1
	 (
Creative thinking- Initiative and innovation in the ability to analyses problems, problem solve, to provide creative solutions and opportunities for the production
)













	Duty 3
	In this occupation a fully competent employee can:
 (
Visualise the story and convey this in drawings
)

		This must be drafted as a 'doing' statement




	Criteria for measuring performance:
	For this duty, list the important performance considerations for employers in terms of how the work is to be done and to what standards
 (
Produce visual narratives to meet production requirements within agreed timelines
)

		Criteria for measuring performance will vary depending on the nature of the duty but may typically focus on issues such as speed, accuracy; efficiency, cost and compliance.  Examples include: “delivered in line with customer expectations/specifications”; “delivered in line with agreed timescale/cost/industry standard”; [instructions/advice] “communicated clearly and succinctly”; “in compliance with xyz procedures/guidance/legislation”.







		KSBs




		Knowledge




		This is the information, technical knowledge, and ‘know-how’ that the individual needs to have and to understand in order to successfully carry out the duties that make up the occupation.




	KSBs
	Knowledge
	Knowledge 1
	 (
Understand the uses of shot composition, contrast, scale and perspective and how the camera moves
)




	Knowledge 2
	 (
How to show action succinctly and maintain continuity
)




	Knowledge 3
	 (
Understand the key character poses and expressions that effectively illustrate the brief or script
)




	Knowledge 4
	 (
How to use false (forced) perspectives
)




	Knowledge 5
	 (
How to use light, colour and shape to convey structural information and mood
)




	Knowledge 6
	 (
How to use simple symbols and lines to denote movement in the shot
)




	Knowledge 7
	 (
How to visualise a 2D board into a 3D environment
)




	Knowledge 8
	 (
How to use expression and pose to portray emotion or motive, sometimes in exaggerated form
)







		Skills




		Skills are the practical application of knowledge needed to successfully undertake the duties that make up the occupation. Duties may be sufficient to identify the practical application of knowledge. Skills may be added as necessary to facilitate assessment of particular aspects of the duty.




	Skills
	Skills 1
	 (
Adapt style and make changes quickly as required
)




	Skills 2
	 (
Create tonal, atmospheric work that maybe required to generate a colour script
)




	Skills 3
	 (
Use effective drawing techniques which meet the production style, and which convey artistic and technical requirements for others
)




	Skills 4
	 (
Adapt narratives to meet the different design, technical and production requirements that are  needed
)




	Skills 5
	 (
Consult with appropriate experts when specialist skills are required to ensure the relevant technical information is clearly expressed in the drawings and other material
)







		Behaviours




		Behaviours are mind-sets, attitudes or approaches required for competence, generally across the entire occupation.




	Behaviours
	Behaviour 1
	 (
Creative thinking- Initiative and innovation in the ability to analyses problems, problem solve, to provide creative solutions and opportunities for the production
)













	Duty 4
	In this occupation a fully competent employee can:
 (
Prepare drawings for storyboards or other preparatory visualisations
)

		This must be drafted as a 'doing' statement




	Criteria for measuring performance:
	For this duty, list the important performance considerations for employers in terms of how the work is to be done and to what standards
 (
Prepare drawings to meet production requirements within timescales
)

		Criteria for measuring performance will vary depending on the nature of the duty but may typically focus on issues such as speed, accuracy; efficiency, cost and compliance.  Examples include: “delivered in line with customer expectations/specifications”; “delivered in line with agreed timescale/cost/industry standard”; [instructions/advice] “communicated clearly and succinctly”; “in compliance with xyz procedures/guidance/legislation”.







		KSBs




		Knowledge




		This is the information, technical knowledge, and ‘know-how’ that the individual needs to have and to understand in order to successfully carry out the duties that make up the occupation.




	KSBs
	Knowledge
	Knowledge 1
	 (
The processes and art of a particular department throughout the production such as animation, camera and rigging
)




	Knowledge 2
	 (
The different types of method and medium for producing drawings and associated information
)




	Knowledge 3
	 (
The importance of different painting and drawing media styles and how to use these appropriately and efficiently
)




	Knowledge 4
	 (
The importance of carrying out checks relating to content and presentation of drawings, associated graphical information and specifications
)







		Skills




		Skills are the practical application of knowledge needed to successfully undertake the duties that make up the occupation. Duties may be sufficient to identify the practical application of knowledge. Skills may be added as necessary to facilitate assessment of particular aspects of the duty.




	Skills
	Skills 1
	 (
Ensure the drawings and associated material are complete, accurate and comply with design information and industry technical conventions
)




	Skills 2
	 (
Ensure that there are sufficient drawings to present to the decision makers for the production
)




	Skills 3
	 (
Ensure that drawings clearly show the visual effect at key stages intended by the decision makers for the production, such as the director
)







		Behaviours




		Behaviours are mind-sets, attitudes or approaches required for competence, generally across the entire occupation.




	Behaviours
	Behaviour 1
	 (
Flexibility - the capacity to work both independently and collaboratively as part of a team and adapts positively to changing work priorities and patterns, ensuring productions deadlines continue to be met
)




	Behaviour 2
	 (
Resilience and adaptability - displays tenacity and proactivity in the way they go about their role
)













	Duty 5
	In this occupation a fully competent employee can:
 (
Present storyboards to colleagues and clients
)

		This must be drafted as a 'doing' statement




	Criteria for measuring performance:
	For this duty, list the important performance considerations for employers in terms of how the work is to be done and to what standards
 (
Effectively present and communicate complex information and ideas for productions, both verbally and in writing to different audiences
)

		Criteria for measuring performance will vary depending on the nature of the duty but may typically focus on issues such as speed, accuracy; efficiency, cost and compliance.  Examples include: “delivered in line with customer expectations/specifications”; “delivered in line with agreed timescale/cost/industry standard”; [instructions/advice] “communicated clearly and succinctly”; “in compliance with xyz procedures/guidance/legislation”.







		KSBs




		Knowledge




		This is the information, technical knowledge, and ‘know-how’ that the individual needs to have and to understand in order to successfully carry out the duties that make up the occupation.




	KSBs
	Knowledge
	Knowledge 1
	 (
How to present storyboard ideas and information in a way that portrays your proposal as better than others
)




	Knowledge 2
	 (
Understand the content and structure of effective proposals and the points these address
)




	Knowledge 3
	 (
Understand the purpose and benefits of summarising important features and key points, and how to do this effectively in both a written and oral format
)




	Knowledge 4
	 (
Understand the effect your voice tone, pace, volume and body language can have on your audience and their understanding of your key points during oral presentations
)




	Knowledge 5
	 (
Know and understand the purpose, benefits and ways of evaluating the success of presentations
)







		Skills




		Skills are the practical application of knowledge needed to successfully undertake the duties that make up the occupation. Duties may be sufficient to identify the practical application of knowledge. Skills may be added as necessary to facilitate assessment of particular aspects of the duty.




	Skills
	Skills 1
	 (
Present information in a way that emphasises the full range of benefits associated with your proposal
)




	Skills 2
	 (
Include the information that is of most interest to your audience and which portrays your proposal in the best way
)




	Skills 3
	 (
Use language which clearly conveys the topic and which is appropriate to the audience
)




	Skills 4
	 (
Respond carefully to questions, making sure you provide the information the audience is asking for
)




	Skills 5
	 (
Evaluate the success of your presentation and identify changes that will improve your presentation in the future
)







		Behaviours




		Behaviours are mind-sets, attitudes or approaches required for competence, generally across the entire occupation.




	Behaviours
	Behaviour 1
	 (
Creative thinking- Initiative and innovation in the ability to analyses problems, problem solve, to provide creative solutions and opportunities for the production
)













	Duty 6
	In this occupation a fully competent employee can:
 (
Work effectively with creative colleagues and clients
)

		This must be drafted as a 'doing' statement




	Criteria for measuring performance:
	For this duty, list the important performance considerations for employers in terms of how the work is to be done and to what standards
 (
Work effectively with others to realise production objectives
)

		Criteria for measuring performance will vary depending on the nature of the duty but may typically focus on issues such as speed, accuracy; efficiency, cost and compliance.  Examples include: “delivered in line with customer expectations/specifications”; “delivered in line with agreed timescale/cost/industry standard”; [instructions/advice] “communicated clearly and succinctly”; “in compliance with xyz procedures/guidance/legislation”.







		KSBs




		Knowledge




		This is the information, technical knowledge, and ‘know-how’ that the individual needs to have and to understand in order to successfully carry out the duties that make up the occupation.




	KSBs
	Knowledge
	Knowledge 1
	 (
Understand the particular operational and technical standards of a department and the challenges they face
)




	Knowledge 2
	 (
How to manage conflict regarding creative suggestions e.g. between the director and Head of Story or the Storyboard Supervisor
)




	Knowledge 3
	 (
How clear, timely communication can contribute to productive working relationships
)







		Skills




		Skills are the practical application of knowledge needed to successfully undertake the duties that make up the occupation. Duties may be sufficient to identify the practical application of knowledge. Skills may be added as necessary to facilitate assessment of particular aspects of the duty.




	Skills
	Skills 1
	 (
Work autonomously and collaboratively with the production team to ensure the production is on schedule and on budget
)




	Skills 2
	 (
Build and maintain positive relationships with colleagues, customers, suppliers and professional networks
)




	Skills 3
	 (
Liaise with the director and other colleagues at regular intervals to facilitate the creative process and delivery of required outcomes
)







		Behaviours




		Behaviours are mind-sets, attitudes or approaches required for competence, generally across the entire occupation.




	Behaviours
	Behaviour 1
	 (
Flexibility - the capacity to work both independently and collaboratively as part of a team and adapts positively to changing work priorities and patterns, ensuring productions deadlines continue to be met
)













	Duty 7
	In this occupation a fully competent employee can:
 (
Manage own working practices in the creative industries
)

		This must be drafted as a 'doing' statement




	Criteria for measuring performance:
	For this duty, list the important performance considerations for employers in terms of how the work is to be done and to what standards
 (
Ensure work is delivered in line with production specifications
)

		Criteria for measuring performance will vary depending on the nature of the duty but may typically focus on issues such as speed, accuracy; efficiency, cost and compliance.  Examples include: “delivered in line with customer expectations/specifications”; “delivered in line with agreed timescale/cost/industry standard”; [instructions/advice] “communicated clearly and succinctly”; “in compliance with xyz procedures/guidance/legislation”.







		KSBs




		Knowledge




		This is the information, technical knowledge, and ‘know-how’ that the individual needs to have and to understand in order to successfully carry out the duties that make up the occupation.




	KSBs
	Knowledge
	Knowledge 1
	 (
Understand the implications of your decisions on the budgets and resources with which you are involved
)




	Knowledge 2
	 (
How your role and responsibilities may need to change to handle the different requirements of different pieces of work
)




	Knowledge 3
	 (
How to work within the constraints of a given production such as financial or resourcing constraints
)




	Knowledge 4
	 (
How to adapt workflow or pipelines and plan solutions to deal with the unexpected
)







		Skills




		Skills are the practical application of knowledge needed to successfully undertake the duties that make up the occupation. Duties may be sufficient to identify the practical application of knowledge. Skills may be added as necessary to facilitate assessment of particular aspects of the duty.




	Skills
	Skills 1
	 (
Manage your own time and contribution making sure your work has a positive effect on others involved
)




	Skills 2
	 (
Identify when changes requested by others will have an adverse effect on budget, timescales, end result or other parts of the work and communicate this in an appropriate manner
)




	Skills 3
	 (
Maintain a high degree of accuracy and attention to detail in line with delivery requirements for productions
)




	Skills 4
	 (
Operate within and adhere to agreed organisational policies, standards and procedures
)







		Behaviours




		Behaviours are mind-sets, attitudes or approaches required for competence, generally across the entire occupation.




	Behaviours
	Behaviour 1
	 (
Resilience and adaptability - displays tenacity and proactivity in the way they go about their role
)













	Duty 8
	In this occupation a fully competent employee can:
 (
Manage the media content/assets created
)

		This must be drafted as a 'doing' statement




	Criteria for measuring performance:
	For this duty, list the important performance considerations for employers in terms of how the work is to be done and to what standards
 (
Consistently, accurately and securely manage media storage for all projects according to requirements
)

		Criteria for measuring performance will vary depending on the nature of the duty but may typically focus on issues such as speed, accuracy; efficiency, cost and compliance.  Examples include: “delivered in line with customer expectations/specifications”; “delivered in line with agreed timescale/cost/industry standard”; [instructions/advice] “communicated clearly and succinctly”; “in compliance with xyz procedures/guidance/legislation”.







		KSBs




		Knowledge




		This is the information, technical knowledge, and ‘know-how’ that the individual needs to have and to understand in order to successfully carry out the duties that make up the occupation.




	KSBs
	Knowledge
	Knowledge 1
	 (
How to maintain record systems of drawings and associated information
)




	Knowledge 2
	 (
How to use the specialist technology and software used for production workflows; and how this varies from small to large companies, and studio to studio
)




	Knowledge 3
	 (
The importance of organising and naming media asset files correctly
)




	Knowledge 4
	 (
The importance of maintaining data security and following your organisation’s guidelines and file structures
)




	Knowledge 5
	 (
The legal and regulatory requirements which apply to content production such as copyright, intellectual property rights, safeguarding
)







		Skills




		Skills are the practical application of knowledge needed to successfully undertake the duties that make up the occupation. Duties may be sufficient to identify the practical application of knowledge. Skills may be added as necessary to facilitate assessment of particular aspects of the duty.




	Skills
	Skills 1
	 (
Select and use the industry standard software package required by the particular production
)




	Skills 2
	 (
Prepare and store files in line with production requirements to enable the next stage of production to run efficiently
)




	Skills 3
	 (
Undertake final archiving and subsequent data restoration from archives
)







		Behaviours




		Behaviours are mind-sets, attitudes or approaches required for competence, generally across the entire occupation.




	Behaviours
	Behaviour 1
	 (
Integrity, honesty and reliability, with good time keeping and the ability to meet production deadlines
)













	Duty 9
	In this occupation a fully competent employee can:
 (
Manage and market yourself as a freelancer
)

		This must be drafted as a 'doing' statement




	Criteria for measuring performance:
	For this duty, list the important performance considerations for employers in terms of how the work is to be done and to what standards
 (
Effectively manage and market yourself and your services to productions
)

		Criteria for measuring performance will vary depending on the nature of the duty but may typically focus on issues such as speed, accuracy; efficiency, cost and compliance.  Examples include: “delivered in line with customer expectations/specifications”; “delivered in line with agreed timescale/cost/industry standard”; [instructions/advice] “communicated clearly and succinctly”; “in compliance with xyz procedures/guidance/legislation”.







		KSBs




		Knowledge




		This is the information, technical knowledge, and ‘know-how’ that the individual needs to have and to understand in order to successfully carry out the duties that make up the occupation.




	KSBs
	Knowledge
	Knowledge 1
	 (
How to market yourself and your services including making, following up and maintaining contact with potential clients
)




	Knowledge 2
	 (
How to maintain your professional ethics and practices, and keep abreast of new developments within the media industry
)




	Knowledge 3
	 (
Understand the benefits of a professional online presence and the options to achieve this; including promotional websites, blogs and use of social media to manage and market yourself
)




	Knowledge 4
	 (
How to recognise the difference between creative and business decisions
)







		Skills




		Skills are the practical application of knowledge needed to successfully undertake the duties that make up the occupation. Duties may be sufficient to identify the practical application of knowledge. Skills may be added as necessary to facilitate assessment of particular aspects of the duty.




	Skills
	Skills 1
	 (
Network and market yourself appropriately, keeping up to date with forecasted productions
)




	Skills 2
	 (
Establish, follow-up and regularly maintain business contacts within the industry
)




	Skills 3
	 (
Ensure that you have systems in place that help identify work opportunities at an early stage
)







		Behaviours




		Behaviours are mind-sets, attitudes or approaches required for competence, generally across the entire occupation.




	Behaviours
	Behaviour 1
	 (
Resilience and adaptability - displays tenacity and proactivity in the way they go about their role
)




	Behaviour 2
	 (
Integrity, honesty and reliability, with good time keeping and the ability to meet production deadlines
)













	Duty 10
	In this occupation a fully competent employee can:
 (
Manage own development
)

		This must be drafted as a 'doing' statement




	Criteria for measuring performance:
	For this duty, list the important performance considerations for employers in terms of how the work is to be done and to what standards
 (
Update and maintain own knowledge and skills in line with industry requirements
)

		Criteria for measuring performance will vary depending on the nature of the duty but may typically focus on issues such as speed, accuracy; efficiency, cost and compliance.  Examples include: “delivered in line with customer expectations/specifications”; “delivered in line with agreed timescale/cost/industry standard”; [instructions/advice] “communicated clearly and succinctly”; “in compliance with xyz procedures/guidance/legislation”.







		KSBs




		Knowledge




		This is the information, technical knowledge, and ‘know-how’ that the individual needs to have and to understand in order to successfully carry out the duties that make up the occupation.




	KSBs
	Knowledge
	Knowledge 1
	 (
Understand the history and development of Film, TV, Animation, Games and Commercials
)




	Knowledge 2
	 (
How to develop own storytelling, live action and animation knowledge
)




	Knowledge 3
	 (
Understand why it is important to seek feedback on own working practices
)







		Skills




		Skills are the practical application of knowledge needed to successfully undertake the duties that make up the occupation. Duties may be sufficient to identify the practical application of knowledge. Skills may be added as necessary to facilitate assessment of particular aspects of the duty.




	Skills
	Skills 1
	 (
Proactively develop and maintain own professional competence, with the willingness to learn new processes and technical skills
)




	Skills 2
	 (
Seek constructive feedback from relevant people about your performance, evaluating the feedback to identify development needs
)




	Skills 3
	 (
Continue to update own skills relating to use of new tools, software, data and other related technology
)







		Behaviours




		Behaviours are mind-sets, attitudes or approaches required for competence, generally across the entire occupation.




	Behaviours
	Behaviour 1
	 (
Flexibility - the capacity to work both independently and collaboratively as part of a team and adapts positively to changing work priorities and patterns, ensuring productions deadlines continue to be met
)
















		Additional information




	Proposed Route
 (
Creative and Design
)

		Your apprenticeship standard will belong to a particular sectoral route.




	Typical duration of apprenticeship (months): 
 (
12
)

		Enter the number of months you believe a new entrant apprentice will typically require to become competent in the occupation prior to taking the end-point assessment. This should be a specific number of months but we accept that individual apprentices may take more or less time (subject to a minimum of 12 months) than this to become fully competent in practice.




	Proposed occupational Level
 (
7
)

		Guidance on how to determine the occupational level of your standard isavailable here




	Please only use this upload facility for the purpose requested.  Any other information uploaded here will not be taken into account when reviewing your submission.

	Please select the end-point assessment method/s likely to be used to assess competence against the KSBs as a whole
	 Observation based

	 Practical demonstration based

	 Test based

	 Project based

	 Presentation based

	 Discussion based

	 (
 
)




		We understand that your selection of assessment methods may be tentative at this stage and that you will consider this issue in greater depth when you develop your end-point assessment plan.  Nonetheless, it will be helpful for both you and the Institute to consider this issue as you develop your standard. Further guidance on assessment methods is available here, but the following is a brief summary of the assessment method options
· Observation based: the assessor will observe how the apprentice undertakes one or more duties in the workplace.
· Practical demonstration based: An assessment of skills (and sometimes knowledge) takes place in a practical skills facility such as a simulated work area in an assessment centre or a skills development facility in a college.
· Test based: e.g. multiple-choice, open-answer and scenario/case study based tests (or a combination thereof): taken on paper, pre-loaded onto a computer or as an online series of questions
· Project based: a defined piece of work undertaken after the gateway to demonstrate a particular aspect of the occupation – a project could be marked in its own right or used to inform a presentation or interview/discussion. This could be a written-assignment or a practical project, including, in some occupations, production of verifiable and assessable work outputs..
· Presentation based: the apprentice making a presentation to an individual assessor or panel.
· Discussion based: could be either an interview (where a series of questions is posed to the apprentice about an aspect of their occupation and how they have demonstrated different competencies) or a professional discussion or viva (which is an in-depth, two-way discussion between an assessor and apprentice to assess theoretical or technical knowledge).This type of assessment also includes questioning and answering (where short, focussed questions are asked in support of another assessment method e.g. observation or presentation).




		Qualifications & professional recognition




		 
English and Maths qualifications
 
Level 3 and above apprenticeships  
Apprentices without level 2 English and maths will need to achieve this level prior to taking the End-Point Assessment.  For those with an education, health and care plan or a legacy statement, the apprenticeship’s English and maths minimum requirement is Entry Level 3. A British Sign Language (BSL) qualification is an alternative to the English qualification for those whose primary language is BSL.  




		Other mandatory qualifications




		Beyond the above English & and maths qualifications, employers need to be free to determine how their apprentices develop towards full competence and, as anything included in a standard becomes mandatory, we do not want employers constrained by the inclusion of qualifications. However, there are some exceptions to this relating to:
· potentially on a temporary basis, qualifications that accredit occupational competence  (“Type 1”)
· off-the-job technical qualifications that provide greater breadth than is likely to be covered in the workplace and/or provide structure for off-the-job training where there is little history of this (“Type 2”)
Qualifications of either type may be mandated where they are either a regulatory or professional body requirement, or meet our “hard sift” criterion. In addition, it may be possible to mandate Type 2 qualifications which do not meet one of the these three criteria by virtue of them providing fuller occupational breadth than will be acquired in the workplace or a structure for off-the-job training where there is little history of this for the occupation.
Further detail of this policy and the supporting evidence required is available here.




	Does the apprenticeship include any mandated qualifications in addition to the above-mentioned English and maths qualifications?
 Yes   No  

		Entry requirements
 
In order to avoid creating barriers to entry, it is not permissible to include entry requirements in an occupational standard unless they are statutory or regulatory requirements. However, some trailblazers have chosen to include wording such as ‘Whilst any entry requirements will be a matter for individual employers, typically an apprentice might be expected to have already achieved x, y, and z on entry




	Are there any statutory/regulatory or other typical entry requirements?
 Yes   No  

		Professional recognition
The standard must link to professional registration where this exists for the occupation. This means that when someone completes an apprenticeship, they have the evidence proving that they have met the level of competence needed to secure professional registration. It is up to the individual whether they choose to then register. Where relevant, set out here which professional registration the apprenticeship standard is designed to meet and the name of the professional body responsible for maintaining the professional register. Where there is more than one relevant professional body, the Trailblazer should discuss alignment with all such bodies.




	Does this standard align to any professional recognition?
 Yes   No  

	Please specify any professional recognition which you have considered but concluded is not applicable to the occupation. 
 (
 
)
If there is no feasibly relevant professional recogntion to even consider please put "Not applicable"

		Consultation
 
You are required to consult on your draft standard beyond your immediate Trailblazer group membership prior to submission. Guidance on what forms this can take is available here. Please include a summary of your consultation below. This will need to include details of who you have consulted, how you have consulted them, what the results were and how you have amended your draft as a result. 




	 (
An online consultation was held 28/03/18-10/4/18 and publicised via the news pages of the Creative Skillset website which averages around 90,000 – 100,000 hits on its website each month
Links to consultation via:
• Creative Skillset Twitter feed which has 44,200 followers
• Creative Skillset Facebook Account – which is ‘liked’ by over 6000 contacts
• Creative Skillset LinkedIn Pages - which is has over 1,800 followers
• Creative Skillset Google+ Account – which has 454 followers. 
Linked In Apprenticeships 4 England group
We have had two responses one from the Creative Skillset on-line consultation University of Central Lancashire, and one from the linked in consultation Norwich University of Arts; both have been actioned for this version of the Standard.
The feedback was shared with the working group at their meeting held 
1
7
/4/18 and the suggested revisions and amendments were incorporated.
The Standard has had a total of 3 revisions, as all feedback has been reviewed and actioned as it has been received.
)

	Please select the relevant option below depending on whether you wish to circulate a draft or submit a final draft to the Institute
 Final submission to Institute   Save and generate draft for circulation  

		When you are ready to circulate a draft please press the "Save/Submit" button below. You will then be able to download a copy of your draft on the following page for circulation. You will need to input any revised drafting back into the relevant boxes in the template prior to submission.
The first time you save a draft for circulation you will receive an email containing a link to your apprenticeship builder draft (please check your junk mail if you do not receive this email within 10 mins). This link can be used to continue to revise the draft until you are ready to submit to the Institute. In addition, every time you save a draft for circulation, a Word file for you to download will be available on the confirmation page. If you accidentally close the confirmation page before downloading the Word file, you will be able to access your online draft via the link contained in the email mentioned above.






