Creative Media Generic National Occupational Standards

Standards by functional areas DO YOU AGREE WITH THE FUNCTIONS BELOW?
Under each of these areas is a selection of relevant Standards:

DEVELOPMENT

WORKING WITH OTHERS
MANAGING RESOURCES
POST-PRODUCTION
Creative Media Generic Standards Format
The Creative Media Generic Standards are formatted to enable companies, individuals, colleges, universities and training providers to identify the key requirements, in terms of knowledge and performance, needed to demonstrate competence in any production department. 

Each Standard contains the following information:
Overview

This section gives a broad description of the function to which the Standard refers and places the function and the Standard in context for the reader.

Knowledge and Understanding

This section details the knowledge that is needed in order to fulfill the requirements of the Standard. Some knowledge is very specific to the Standard whilst other knowledge may be broader and may apply to more than one Standard. The section is entitled knowledge and understanding to highlight the need for an individual to understand concepts and ideas as well as specific facts in order to complete aspects of their work successfully.
Performance Statements

Performance statements detail what an individual must be able to do in order to be competent in a Standard. Each performance statement illustrates a specific performance outcome and is accompanied by an evaluative statement that enables performance to be assessed.

These Standards can then be combined, as required, for a wide range of purposes including:

· to describe the requirements of a particular job

· to describe the requirements of an area of production

· to design the content of relevant education and training provision

· to allow individuals to identify areas for self-development

These Standards describe what is involved in working in film and television production, and notably, what is considered to be best practice.

Supporting suites

There are also existing suites of Standards which should be referred to alongside the Creative Media Generic suite. These provide specific competence and knowledge also required of those working in specific areas the creative industries:
· Digital Production Skills
· Production Film & TV
· Immersive Technology
· Camera

· Sound

· Animation

· Post Production
· Editing
· VFX
· Interactive Media & Computer Games

· Journalism
Standards by functional areas – REVIEW AS MANY OR AS FEW OF THIS UNITS AS YOU WANT AND TRACK ANY CHANGES  
Creative Media Generic Skills

GS1 Manage and market yourself as a freelancer in the creative industries
	Overview
	Performance criteria
	Knowledge & Understanding

	This Standard is for you if you operate as a freelancer in the creative industries. In order to be successful you need to seek and find work, negotiate your own contract (unless you have an agent) and meet budgeting and legal requirements related to your freelance status.

This requires a good understanding of how to promote your achievements, further your reputation, and keep your skills and knowledge up-to-date.
It also involves a range of business skills necessary to thrive as a freelancer.
	What you must be able to do 
P1 establish, follow-up and regularly maintain business contacts within the industry

P2 participate within relevant networks and expert organisations to support your freelance activity

P3 identify and follow appropriate strategies to enhance your professional reputation and promote yourself to potential clients

P4 ensure that you have systems in place that help identify work opportunities at an early stage

P5 maximise your reputation by ensuring the circulation of current and succinct information about your experience, past work, achievements and availability

P6 investigate potential agents or other representatives available in your area

P7 make use of others as models of competence thereby enabling the identification of development and training needs

P8 seek constructive feedback from relevant people about your performance and evaluate feedback so as to identify development needs

P9 maintain your  own continuous professional development to ensure you refresh, update and add to your skills and knowledge

P10 regularly revisit, review and set realistic objectives for training needs, performance and progress, business targets and the use of time and resources in achieving objectives

P11 ensure that record keeping and accounts are kept up-to-date and are accurate and relevant

P12 set up and use effective systems for managing budgets,  tax, VAT and other paperwork

P13 establish and maintain effective services to support yourself as a freelancer 

P14 plan ahead to organise and maintain a viable work and cash flow

P15 ensure you are flexible and prepared to adapt to the demands of others whilst maintaining personal working style, brand and  reputation

P16 negotiate terms and conditions that meet legal requirements in terms of equal opportunities, employment law, production industry regulations and health and safety

P17 estimate and agree realistic fee rates, schedule and other expenses

P18 establish clear performance outcomes 

P19 ensure the contract contains details regarding payment terms and time limit to payment and the obligations of all parties clearly communicated

P20 ensure that the details of the contract match agreements and securely store a written copy of the final signed contract

P21 decide if it is beneficial to your work to establish and maintain a professional online presence
	What you need to know

K1 who are the major commissioning organisations in your field of expertise and how best to make contact

K2 how to maintain your professional ethics and practices, and keep abreast of new developments within the multi-media industry

K3 acceptable ways to market yourself and your services in your industry

K4 creative ways to show clients that you are worth approaching about the possibility of work

K5 what are the best and most effective tools to use for self-promotion 

K6 whether an agent would be able to help you to find work

K7 how to access work opportunities within  your industry

K8 how to estimate realistic rates for fees  and, if appropriate, resources such as accommodation and expenses

K9 how to negotiate terms and conditions in line with legal and industry requirements

K10 when you need to obtain insurance and how to do so

K11 when and how to agree staged payments

K12 how to maintain contacts and conduct negotiations with potential clients 

K13 how to negotiate and agree legal contracts that include expected income, time available and clearly established outcomes

K14 the relevant sources of advice on employment, insurance, tax regulations and other small business legislation

K15 how to keep simple accounts (income, expenditure and cash flow) and how to invoice and chase late payments

K16 how to set and manage personal and business budgets

K17 how to recognise the difference between creative and business decisions

K18 how to carry out contingency planning, scheduling and future planning so as to maintain a viable work and cash flow

K19 how to build support networks to address the difficulties of working alone

K20 how to identify potential mentors and develop a productive mentoring relationship

K21 how to manage your continuous professional development to ensure your  skills and knowledge are kept up-to-date

K22 the benefits of a professional online presence and the options to achieve this including promotional websites, blogs  and use of social media


GS2 Make the most of opportunities to increase your skills and gain experience in the creative industries

	Overview
	Performance criteria
	Knowledge & Understanding

	This Standard is about making the most of the learning opportunities that are available to you.  It involves learning the techniques and methods of working as well as learning about yourself, the kind of skills you would like to develop and job you would like to progress to.  
	What you must be able to do
P1
recognise opportunities to develop your practice

P2
identify the processes and tasks that are carried out, in what order and what knowledge is required to do them well 

P3
show others that you have a positive attitude to work, are pleasant to work with and have a long term interest in the area in which they are working

P4
develop relationships with experienced colleagues that allow you to learn from them 

P5
make the most of other resources to learn about software, equipment and techniques

P6
ask questions to develop your understanding  

P7
ask for help whenever you are uncertain about how to carry out a task or what is required 

P8
find out who can provide reliable support and advice so that you can develop understanding quickly and thoroughly 

P9
make opportunities to learn about the work and to assist with tasks  

P10
find out about protocols, standards, conventions, any other departments or processes involved and how the other people involved do their jobs 

P11
find opportunities to make critical judgments about quality of work

P12
identify the kind(s) of job that you might aspire to and that might suit you 

P13
identify what might be a next step in developing your career 

P14
check your intentions with colleagues to see if they are realistic and feasible given their knowledge of you
	What you need to know

K1
the importance of developing your skills and how it might affect your career

K2
how to check that your career and learning expectations are realistic and achievable 

K3
how to show others that you understand the pressures and responsibilities of work and are capable of learning

K4
how and when to ask questions about things you don’t yet understand 

K5
your own learning style  

K6
how to assess quality of work to expected artistic standards 

K7
the layout of the workplace and how different locations and facilities are referred to 

K8
the people involved, their names and what they do 

K9
people who are reliable and open sources of information  

K10
other available sources of information you need in order to make the most of opportunities

K11
what scope you are allowed for using equipment and assisting with tasks 

K12
work you can volunteer to carry out 

K13
health and safety factors of all equipment and the workplace


GS3 Work effectively in the creative industries 

	Overview
	Performance criteria
	Knowledge & Understanding

	This Standard is about understanding your role on each project and how it relates to other roles and departments. How you carry out your work in a productive way and respond positively to changing requirements and circumstances. You must also keep up-to-date with changes in industry practice. 
	What you must be able to do:

P1 manage your own time and contribution making sure your work has a positive effect on others involved 

P2 ensure your work is delivered on time and meets the brief

P3 exchange knowledge and skills with others you work with and ask for help when you need it  

P4 interpret problems and find solutions to best achieve desired outputs 

P5 share work with others when appropriate and constructively use feedback to revise work when required P6 remain flexible, adaptable and positive to new directions, creative requirements and technical developments 

P7 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  

P8 store and provide work to others in an appropriate manner for the job and the organisation in which you are working 

P9 seek help or advice when limitations in your knowledge or expertise will impact on schedule, budget or quality 

P10 keep up to date with emerging practice and changes in software and associated technology  

P11 develop an ethos to learn and seek out learning and networking opportunities, identifying those that will be most beneficial to you  


	What you need to know:
K1 the design requirements  

K2 the pipeline or workflow and how your role and the roles of others fit into it 

K3 how your role and responsibilities may need to change to handle the different requirements of different pieces of work 

K4 the implications of your decisions on the budgets and resources with which you are involved  

K5 the brief for the work and how to interpret requirements and parameters 

K6 how and when to ask questions to improve your practice 

K7 how to react appropriately and deal with negative comments and additional requests 

K8 how to adapt workflow or pipelines and plan solutions to deal with the unexpected  

K9 how to work as part of a team 

K10 how to identify when previous ideas or work can be reused or adapted  

K11 how to store work  

K12 how to use online resources to learn tips and find out what others are doing 

K13 how to constructively query and challenge others’ decisions and when it is appropriate to do so 

K14 the limitations of the software you use both in what you do and where you can work 

 K15 sources of information about developments in the industry  

K16 available networking and learning opportunities and how to access them


GS4 Develop budgets in the creative industries

	Overview
	Performance criteria 
	Knowledge & Understanding

	This Standard is about developing budget plans in the creative industries that enable work to be carried out to the appropriate quality, whilst taking into account cost effectiveness. It requires you to estimate or research costs, negotiate budgets so that they are sufficient for the work and agree budgets and any sub-budgets that may be necessary.  Budgets may be internal or external to the organisation.
	What you must be able to do 
P1
confirm the business objectives, scope, timescales and, if appropriate, the overall budget 

P2
confirm the artistic objectives and any special requirements which will impact upon the process 

P3
determine the most appropriate requirements in terms of materials, technology, outsourcing, delivery and personnel and their likely costs that will meet the overall needs of the project 

P4
if relevant, determine the size of the budget available and clarify whether any allocations have already been made 

P5
identify and record allowance for contingencies to address potential problems and circumstances that could affect budget

P6
provide visual representations to others  to clarify the scale and type of materials required 

P7
interpret the implications of project specifications and creative parameters upon budgets 

P8
use accurate information to calculate realistic and cost effective budgets 

P9
present budgets to relevant people for potential agreement 

P10
negotiate and provide structured arguments if necessary to support the size and allocations of proposed budgets 

P11
agree a final budget which will meet the objectives and specification  for the project

P12
record all agreements and ensure that all parties confirm their acceptance of the agreement 

P13
ensure that details regarding the size of the budget and its planned allocation are available to people that require this information

P14
confirm that there is sufficient petty cash provision, if relevant, and that arrangements are in place to store it correctly in line with insurance instructions

P15
confirm that there are sufficient allocations to cover exchange rate differences, if necessary
	What you need to know

K1
details of the overall project, its objectives and timescales 

K2
where to get information about overall budgets and existing allocations 

K3
the creative objectives and how they impact on business objectives 

K4
specific time and work implications for all appropriate creative input

K5
who to consult to get accurate information about likely costs, both in-house, in partner organisations and external to the organisation

K6
the relationship between the budget and the schedule

K7
ways to make sure others understand the scale and type of resources required

K8
the current standard prices for resources

K9
what constitutes Schedule D and E crew costings and their impact on the budget

K10
how to identify options which offer best value for money

K11
the types of contingencies that may arise, and how to take them into account when estimating costs

K12
how to identify petty cash requirements with insurers

K13
how to accurately calculate a budget

K14
how to calculate exchange rates 

K15
budgetary headings that should be used 

K16
how to present budgets to others

K17
how to negotiate and provide structured arguments to support the size and allocations of your budgets

K18
procedures for recording agreed budgets

K19
who has the right to access budgetary information and who needs to be involved in agreeing initial and revised budgets 

K20
which budgeting and financial control package to select, and how to use it

K21
when it is appropriate to seek financial advice and how to access it


GS5 Manage budgets in the creative industries
	Overview
	Performance criteria
	Knowledge & Understanding

	This Standard is about monitoring the budget against a plan.  It includes assessing the implications of any necessary re-allocations or re-distributions of the budget and keeping relevant people informed of changes.  Budgets may be internal or external to the organisation.
	What you must be able to do 
P1
monitor and manage budgets to ensure that resources are being used according to agreed budget plans 

P2
ensure that full details of the administration, control and spending of budgets are made available to appropriate people 

P3
identify and record potential problems and circumstances that could affect budget plans 

P4
identify and consider additional resources that could potentially be required and their implications on budgets

P5
identify the causes of any significant variances between what was budgeted and what actually happened and take prompt corrective action

P6
propose revisions to budgets, if necessary, in response to variances and/or significant or unforeseen developments 

P7
obtain agreement from the relevant people about changes to budget allocations

P8
use information from budget monitoring and control to assist in the preparation of future budgets
	What you need to know

K1
the creative objectives for the work and how they impact on business objectives 

K2
the agreed budget, how it is allocated to cover the different activities and resource requirements and how much it can be changed without approval 

K3
the relationship between the budget and the schedule

K4
how to use a budget to actively monitor and control performance 

K5
how to give clear instructions and timescales when requiring others to carry out actions relevant to managing budgets 

K6
the main causes of variances and how to identify them

K7
the different types of corrective action that could be taken to address identified variances 

K8
how unforeseen developments can affect a budget and how to deal with them

K9
who to keep informed about circumstances that could affect budgets 

K10
how to negotiate, agree and record changes to budgets

K11
who needs to agree revisions to budgets

K12
who needs to be kept informed about performance against budget and changes to budget

K13
the importance of using the implementation of the budget to identify information and lessons for the preparation of future budgets


GS6 Procure external services or supplies in the creative industries

	Overview
	Performance criteria
	Knowledge & Understanding

	This Standard is about selecting suppliers for external services or supplies, negotiating terms and managing outsourced services or supplies.  
	What you must be able to do 
P1
ensure that the brief or criteria for the work to be procured is accurate, realistic and has been agreed by appropriate people

P2
ensure that potential suppliers are adequately briefed about requirements and constraints

P3
select the most appropriate suppliers to meet requirements using valid, fair and realistic interpretation of information

P4
make sure that current and future services or supplies will meet your requirements.

P5
make sure that your procurement decisions can be justified and follow organisational protocols 

P6
reach agreement with suppliers about what will be delivered by them and on what terms

P7
formalise your expectations using contracts or agreements with break clauses if appropriate 

P8
make sure there are appropriate ways to communicate between your organisations and suppliers

P9
confirm with suppliers how you will check that their performance meets requirements

P10
identify and record the reasons for any failures to meet requirements

P11
agree any alterations with suppliers and inform them of the implications 

P12
arrange for payment to be made promptly in line with agreed timescales and performance and record the reasons for any payment that differs from the original agreement

P13
resolve any failures, record how they have been resolved and take action to stop them reoccurring in the future, seeking legal advice where necessary
	What you need to know

K1
the brief, criteria, budget and schedule for the work 

K2
the organisational protocols and procedures when procuring external services or supplies

K3
the key stages of a tendering process and how to manage it so that sufficient time is allowed for each

K4
how to minimise the disruption to client and agency business that procurement may cause 

K5
how to define scoring criteria for supplier selection

K6
how estimates and tenders can be broken down to enable comparison

K7
parameters for key variables, potential concessions or trade-offs that could be negotiated when procuring services or supplies

K8
how contracts are structured and payments will be made

K9
standards of performance in service or supply

K10
acceptable change control processes and how to define them

K11
how to get advice about seeking redress for unsatisfactory performance, including taking legal action

K12
the systems for recording variations in performance and agreed corrective actions

K13
the legal requirements relating to working with suppliers

K14
contingency planning related to the procured work

K15
the importance of liability insurance and when it is applicable

K16
appropriate communication methods

K17
clients’ opinion of suppliers used in the past


GS7 Manage projects in the creative industries

	Overview
	Performance criteria
	Knowledge & Understanding

	This Standard is about developing and agreeing workflow and monitoring and controlling that work to ensure that desired creative outputs of appropriate quality are achieved whilst remaining within budgetary and resource constraints.  It includes prioritizing activities, leading others, contingency planning and being responsive to change.
	What you must be able to do 
P1
identify quality expectations for  creative outputs and any requirements as to how they should be achieved 

P2
identify available budgets, timescales and resource constraints 

P3
resolve any points for clarification and ambiguities arising from information and its interpretation 

P4
make realistic estimates of equipment, materials and people required to meet the creative and technical demands of the project

P5
identify key milestones and plan how they will be achieved

P6
secure people with the appropriate skills to carry out the work 

P7
give accurate and concise information about plans to the people involved in time for them to influence plans, where appropriate, and take appropriate action 

P8
establish arrangements for effective communications between everyone involved 

P9
agree arrangements for dealing with contingencies with those involved

P10
use accurate, current and reliable information to compare progress against plans and schedules 

P11
monitor activities and progress sufficiently to enable you to identify deviations 

P12
use appropriate methods to communicate changes to previously agreed plans to all relevant people 

P13
suggest and agree workable solutions, when there are significant deviations from schedule and plans
	What you need to know

K1
how to find out about requirements including changes to previous plans 

K2
approaches to quality assurance and what is required for the production 

K3
the roles and responsibilities of the people involved and who the decision makers are 

K4
how a workflow can help people understand interdependencies between different activities and improve the quality of early dialogue

K5
the information required by different people at each stage 

K6
the equipment required and any specific requirements relating to it

K7
criteria and methods for accurately and comprehensively assessing quantity and specification of materials 

K8
ways to evaluate the performance of materials

K9
how and when to identify specialist skills, equipment or materials and where to source them 

K10
the contracting and insurance requirements for the work and the processes to follow to achieve them

K11
sources of information on progress and how to monitor and check activities and progress 

K12
ways of reaching agreement on roles and responsibilities 

K13
how to identify actual and potential deviations from schedules and plans 

K14
when to take control from others

K15
how to select the best way to communicate with the people involved 

K16
what information is needed by whom and when they need it 

K17
the kinds of contingencies which may arise and ways of dealing with them 

K18
how to identify and evaluate the benefits and disadvantages of different ways to cut costs or save time

K19
common causes of delays and how these may be avoided or accommodated 

K20
expected processes and formats for presenting information and their interface with industry standard applications

K21
relevant legislation including employment, health and safety, intellectual property rights and waivers and moral rights


GS8 Manage the work of teams in the creative industries

	Overview
	Performance Statements
	Knowledge & Understanding

	This Standard is about managing the work of your team and considering how the performance of your team could be improved. 

It is about ensuring that your team are adhering to the requirements of the brief and in the event that these requirements are not being adhered to it involves investigating the reasons for this by communicating with the appropriate members of your team.  

It also involves considering ways that the quality of work and working methods could be improved and communicating this to your team and individuals within your team in a positive manner. It requires you comply with all relevant health and safety and employment legislation when managing your team.
	What you must be able to do 
P1
inform your team of the scope of their job responsibilities in a way which promotes good working relationships 

P2
inform your team that you will be monitoring their performance at work 

P3
ensure that risk assessments for the work of your team have been undertaken and that your team is working in compliance with relevant health and safety legislation 

P4
develop a work plan which includes yourself and your team 

P5
ensure all members of your team are aware of the specific activities for which they are responsible 

P6
provide individuals with the opportunity to contribute  with regard to their own personal development 

P7
provide advice and guidance at times appropriate to the needs of the brief and the individual 

P8
ensure your team is clear on the procedure for dealing with problems and to whom such problems should be reported

P9
where member(s) of your team are not following requirements of the brief discuss this with the team member to determine the cause

P10
evaluate the reasons provided by your team member and consider what action needs to be taken to assist the achievement of the brief and the individual 

P11
provide feedback to all your team on the overall production and its progress

P12
consult your team for suggestions to improve future performance 
P13  seek opportunities to improve productivity and information flow
	What you need to know

K1
the skills of your team and their scope in terms of job responsibilities 

K2
how to communicate the requirements of the brief and creative style to your team and confirm their understanding 

K3
how to develop a work plan which clearly details roles and responsibilities 

K4
the importance of providing individuals with the opportunity to contribute to inform their personal development 

K5
the person responsible for carrying out risk assessments and your health and safety responsibilities with regard to other people 

K6
the importance of informing your team that you will be monitoring their performance, what you will be looking for and how they can obtain feedback 

K7
suitable action to take following unsatisfactory performance by a team member


GS9 Support and manage junior colleagues in the creative industries

	Overview
	Performance Statements
	Knowledge & Understanding

	This Standard involves facilitating and managing the work of junior colleagues within your own field of work.  Junior colleagues could be work experience students, trainees or assistants.
	What you must be able to do 
P1 devise a work plan with junior colleagues that will enable them to carry out the desired work 

P2 ensure the work plan takes account of the requirements and scope of your own job role, the extent of your authority, the resources available and the time limits applicable to the work

P3 make sure junior colleagues understand the requirements of the brief, the work plan and schedule

P4 communicate with junior colleagues about their role and responsibilities in a way which promotes good working relationships and encourages them to learn

P5 make sure junior colleagues know how to use the necessary equipment and materials 

P6 encourage junior colleagues to ask questions to clarify any aspects they do not fully understand

P7 provide junior colleagues with the opportunity to contribute and try out the work for themselves

P8 monitor the work of junior colleagues and demonstrate how they could address potential problems involving the work

P9 find workable solutions for any problems with junior colleagues’ performance which could adversely impact upon the work schedule or quality

P10 ensure that junior colleagues adhere to applicable health and safety requirements at all times

P11 provide individual feedback to junior colleagues on their work and encourage them to improve future performance

P12 evaluate your own performance in the management of junior colleagues
	What you need to know

K1 processes and procedures to follow when managing junior colleagues in the organisation you are working in 

K2 legislation, regulations and codes of practice that are applicable to managing other people and to the work being undertaken

K3 who should input to planning the work of junior colleagues

K4 how to find out who needs to know about any problems concerning the management of junior colleagues and the progress of the work they are undertaking

K5 who can provide feedback on your own performance in the management of junior colleagues

K6 methods to monitor junior colleagues that are effective, unobtrusive and objective

K7 how to provide constructive feedback to junior colleagues 

K8 how to encourage others to develop their skills and progress in their careers

K9 sources of external financial support or training that may be available for junior colleagues

K10 how to objectively evaluate feedback regarding your own performance


GS10 Work effectively with colleagues, partners and suppliers in the creative industries

	Overview
	Performance Statements
	Knowledge & Understanding

	This Standard is about working effectively with other people in your team, other departments, other organisations and supplier organisations to realise goals and objectives. It is about working in a manner that promotes positive working relationships through; clarifying and agreeing roles, responsibilities and working arrangements, carrying out your own tasks promptly and effectively, getting the right balance between working efficiently and meeting the needs of colleagues, maintaining professional, courteous relationships, showing willingness and flexibility, collaborating with colleagues, providing assistance when possible and seeking their help when required
It requires having the communication skills to explain and discuss what you have to do and what you expect of others.
	What you must be able to do 
P1 create relationships united behind a common vision and sense of purpose

P2 deal with others in a way that encourages mutual support and trust

P3 manage other people’s expectations about you can and cannot do

P4 keep promises, honour commitments, meet deadlines and fulfil agreements made to the timescale and quality required

P5 inform others promptly of any difficulties with carrying out agreed actions or meeting commitments and negotiate and agree alternative action with them

P6 identify alternative approaches to deal with changes in requirements or available resources 

P7 make informed decisions and consider how your decisions will impact on others inside and outside the organisation

P8 show sensitivity to internal and external politics and recognise and respect the roles, responsibilities and priorities of others 

P9 build relationships and maintain regular dialogue with the people in your own department, other departments or external organisations who will be affected by decisions and activities in your work 

P10 communicate effectively and present information, your requirements and  your concerns at the appropriate time and in ways that promote understanding

P11 take account of others’ views and concerns, including their priorities, expectations and attitudes and share your expectations with them

P12 use appropriate approaches to help you work effectively with difficult people

P13 identify potential conflicts of interest and disagreements and take action to avoid them, resolving any that are unavoidable in ways that minimise damage to work activities, the people involved and the organisation

P14 monitor and review the effectiveness of working relationships with others, seeking and providing feedback, in order to identify areas for improvement

	What you need to know

K1 the different business functions in the organisation you are working for and their roles and responsibilities in achieving the organisation’s overall aims

K2 the hierarchies and dynamics of any teams that you are part of

K3 relevant people in your own department, other departments, supplier organisations or partner organisations and their work roles, responsibilities and the breadth of their skills

K4 the planning, decision making processes and supplier relationship in the client organisation, your own organisation and partner organisations 

K5 how to respond positively to change

K6 how to develop confidence to make decisions even when very little information is available

K7 the importance of considering the needs of other organisations,  and clients in your organisation’s thinking and planning

K8 the importance of managing others’ expectations of what can be delivered and when 

K9 the importance of focusing on solutions rather than problems

K10 how to work as part of a team to encourage collaborative thinking  and achieve the brief

K11 how to identify when it is best to be direct, diplomatic or when it is better to say nothing

K12 ways to consult with colleagues, partner organisations and suppliers on key decisions and activities

K13 how to identify the importance of your role in the overall process and the effect that your own attitude, time management, deadlines and quality of work can have on others

K14 how to get your own point of view across even when communicating with more senior or experienced colleagues

K15 how to communicate effectively with colleagues and suppliers in different situations, different locations and countries and what information they need to know

K16 how to manage the people above and below you

K17 why it is important to recognise and respect the roles, responsibilities, needs, motivations, interests and concerns of colleagues, partner organisations and suppliers

K18 how to identify and supply the information needed by colleagues and suppliers

K19 what information it is appropriate and inappropriate to provide to colleagues and suppliers and the factors that need to be taken into consideration

K20 the effect that withholding key information can have on colleagues, partner organisations and suppliers and the quality of their work


GS11 Work effectively with clients or customers in the creative industries

	Overview
	Performance Statements
	Knowledge & Understanding

	This Standard is about working effectively with clients or customers and building productive, enduring relationships with them to increase the chance of them continuing to work with you or use your services.
	What you must be able to do 
P1
manage clients’ or customers’ expectations of relationships and the work

P2
balance your input to client or customer relationships with your organisation’s resources, requirements and practices

P3
behave ethically in your dealings with clients or customers and develop relationships that demonstrate trust, commitment and cooperation

P4
build rapport and communicate in a professional, timely, patient and appropriate manner

P5
keep records of expectations, conversations and agreed actions. 

P6
make realistic promises, deliver promised actions in the timescale and manner agreed and communicate this success to clients or customers

P7
anticipate and proactively communicate unavoidable changes in agreements to clients or customers

P8
determine the principal lines of influence and communication within client or customer organisations, identifying individuals who are key decision makers and influencers

P9
promote to clients or customers ways they can gain added value from their relationship with your organisation 

P10
establish effective professional relationships with key decision makers and create an agreed agenda for action 

P11
monitor and evaluate the effectiveness and profitability of relationships on a regular basis

P12
use feedback from clients or customers to ensure that the quality and consistency of service is maintained

P13
deal proactively with clients’ or customers’ complaints or problems.

P14
feedback to others inside and outside the organisation on aspects of relationships that may be relevant to them

P15
identify opportunities to develop new or existing client or customer relationships that will benefit your organisation

	What you need to know

K1
clients’ or customers’ needs and priorities and, if relevant, the markets they are in and how they generate income

K2
the time and effort it may take before clients or customers commit to working with your organisation or using your services 

K3
what can affect client or customer decision making and lead times including, if relevant, their organisational structure and internal processes 

K4
your organisation’s criteria and processes for developing client or customer relationships

K5
the impact of over-promising or acting solely for the short term on relationships

K6
the contribution that client or customer relationships make to the achievement of your organisation’s strategic aims and creative integrity. 

K7
the role of other areas of your organisation in managing client or customer relationships 

K8
the benefits and disadvantages of different ways of communicating with people and how to communicate clearly both verbally and in writing

K9
how to assess the risks and potential benefits of client or customer relationships

K10
how to identify  opportunities to add value and   save clients or customers money

K11
how to positively communicate necessary adaptations to agreements and changes to product 

K12
what to do when things go wrong

K13
how to establish the level of resource required to manage a client or customer relationship effectively and profitably. 

K14
ways to identify and grasp opportunities when maintaining client or customer relationships

K15
when to communicate with other people or organisations to ensure clients’ or customers’ expectations of you are met


GS12 Develop and use professional networks in the creative industries

	Overview
	Performance criteria
	Knowledge & Understanding

	This Standard is about developing professional networks to support your current and future work and personal development.

These networks can include a wide range of people – including colleagues you work with directly, people from other organisations and businesses, clients and customers, members of professional and trade associations and social media contacts.
	What you must be able to do
P1
invest time in networking activities and build a network of business contacts

P2
be prepared to make the first approach when an opportunity to network arises

P3
establish rapport with others quickly and effectively and make a good first impression

P4
make sure you communicate a consistent message, including your non-verbal signals

P5
tell people clearly what you have to offer and how it is complimentary to their way of working

P6
make sure that you make contact effectively with as many people as possible in any networking situation

P7
follow through on commitments to make further contact or take action

P8
recommend other people in your contact network when you are unable to provide a service or product

P9
find ways to keep in regular contact with new and existing contacts

P10
identify business relationships that are not working as well as they should and try to improve them

P11
take into account the differences between people from different backgrounds in your business relationships

P12
recognise that people have different approaches in their dealings with others and adapt your behaviour to accommodate this where possible and appropriate
	What you need to know

K1
how to develop rapport quickly when meeting people and create a good first impression

K2
how body language can influence your communications with others

K3
how to listen attentively and paraphrase to show that you have actively listened

K4
how to spot opportunities by listening to other people and finding possible connections with your own situation

K5
how to promote what you do in a way that will encourage other people to find out more

K6
the importance of acting with integrity to others at all times

K7
what you need to do to develop and maintain respect and trust 

K8
how important it is to recognise and respect appropriate boundaries in your relationships with others

K9
how you benefit by introducing and referring your business contacts to others when the opportunity arises

K10
how to maintain networking relationships 

K11
the benefits and disadvantages of the formal network groups available

K12
how to recognise, learn about and respect the differences between people from different cultures or backgrounds

K13
what influences people to behave in certain ways


GS13 Research information required for work in the creative industries

	Overview
	Performance Statements
	Knowledge & Understanding

	This Standard is about researching required information in order to further carry out your work.  It involves planning and scheduling the research to meet those deadlines. It also requires that you identify sources, gather and interpret material or information that is relevant to the brief and use your research findings to inform your work.
	What you must be able to do 
P1
confirm the scope, depth and specific objectives for the research 

P2
confirm the timing and final format for the research 

P3
plan what you need to investigate and organise your research to ensure you work within the required timescales 

P4
plan the most appropriate sources and techniques for yourself and people who are assisting you in this work 

P5
fully brief any assistants on their role in the research 

P6
identify whether existing material is relevant and up-to-date 

P7
collate and interpret the findings as they emerge and identify any remaining gaps and which sources of information you should use to fill those gaps 

P8
check that the information you wish to use is available and that you are legally allowed to use it 

P9
collate the final set of findings and assess which information meets the research objectives and which can be discarded 

P10
prepare the findings in a way which addresses all of the objectives in a concise, accurate and useful way 

P11
ensure you present the research material in the required form and in a manner that is suitable for its intended use 

P12
ensure you record all sources of information and store this with the results of your research 

P13
confirm that your findings and conclusions meet the needs of the person or organisation that provided the research brief 

P14
identify if subsequent research or development by others will make your findings out of date 

P15
where changes necessitate further research ensure you record those changes

P16
proactively use information researched to inform your work

	What you need to know

K1
the scope of the research you are required to undertake

K2
the timescale within which it must be completed 

K3
the depth of information required and how it fits into the bigger picture 

K4
research techniques that will enable you to plan and organise the process 

K5
the main sources of appropriate information 

K6
the implications and effects on the research of copyright, clearances and rights to use information 

K7
effective and appropriate ways to approach the sources  of information

K8
key contacts and sources of information and developments in the area being researched 

K9
methods of collating and interpreting information 

K10
appropriate techniques for presenting the information in  a concise and comprehensible way

K11
when it is important to revisit research to ensure that the subsequent research of others does not make your findings out of date 



GS14 Present ideas and information to others in the creative industries

	Overview
	Performance Statements
	Knowledge & Understanding

	This Standard is about persuasively presenting ideas and information.  Ideas and information can be presented as an oral presentation, either face to face, online or by telephone or in the form of written pitches, tenders, applications or reports, or as a mixture of both.  It includes identifying the full range of benefits of your proposal, structuring your information in a way that is most relevant to your target audience and giving them the opportunity to come back for more information.  You can do this for your own organisation or as a freelancer on behalf of another organisation.
	What you must be able to do 
P1
present information that is well thought through, factually correct and from reliable sources

P2
present information in a way that emphasises the full range of benefits associated with your proposal

P3
feature the information that is of most interest to your audience and which portrays your proposal in the best way 

P4
make sure your key points can be clearly identified by your audience

P5
use language which clearly conveys the topic and which is appropriate to the audience 

P6
use visual aids which are suitable for the presentation method to enhance your audience’s understanding of the points you are making

P7
conform to any time or length restrictions and any other constraints of the audience

P8
ensure oral presentations are delivered in a coherent, clear, confident and interesting manner

P9
gauge audience reaction during oral presentations and adapt accordingly 

P10
give the audience the opportunity to seek further information or ask questions of information presented

P11
respond carefully to questions, making sure you provide the information the audience is asking for 

P12
evaluate the success of your presentation and identify changes that will improve your presentation in the future

	What you need to know

K1
how to identify the information that is of most interest to the audience 

K2
how to present ideas and information in a way that portrays your proposal as better than others 

K3
the content and structure of effective proposals and the points these address

K4
how to pull together and structure ideas and information to persuade and best get your point across 

K5
how to establish and present information on viability of proposals

K6
how to interpret the requirements of a brief or tender document

K7
why it is important to establish a relationship with the audience, when possible

K8
the benefits and disadvantages of different ways of presenting information 

K9
how to identify the way that the target audience wish to receive your ideas and information

K10
the benefits and disadvantages of different visual aids and ways of presenting ideas and information

K11
the purpose and benefits of summarising important features and key points and how to do this effectively in both a written and oral format

K12
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 

K13
the benefits and disadvantages of different presentation equipment, how to use it and what to do if it goes wrong 

K14
ways to encourage questions in both oral and written presentations 

K15
the purpose, benefits and ways of evaluating the success of presentations



GS15 Organise, store and retrieve assets, data and information in the creative industries

	Overview
	Performance Statements
	Knowledge & Understanding

	This Standard is about your ability to process, organise, store safely and retrieve assets and information used within creative media projects. The assets and information may be needed for the current production or archived from past productions. 

Assets may include physical assets, such as such as lighting, rigging and camera equipment, tools and materials, props, sets, stop motion character models, original drawings, printouts, external hard drives or older tape rushes.

Data may include different digital folders with file versions of artwork and backups, video footage, or soundtracks.
Information may include project brief, script, scenario, treatment, storyboard or animatic, soundtrack; production related documentation, such as specification, plans and schedules, budget, accounts; or technical documentation such as animation time lines (e.g. dope, exposure, bar sheets).
	What you must be able to do 
P1
identify the assets, data and information you are responsible for and when they will be required

P2
identify which systems are in place, if any, and where and how you will store the assets, data and information for which you are responsible safely and securely

P3
where there are no systems, establish a system that ensures you can easily and quickly retrieve relevant assets, data and information 

P4
keep the assets, data and information safe and secure and stored using the system you have identified 

P5
organise and maintain accurate up-to-date records to show what assets, data and information have been stored and where 

P6
create new records or files when required 

P7
retrieve assets, data and information from and return them to storage promptly to meet production demands and ensure digital material is backed up

P8
note clearly when assets, data or information have been removed and who has taken them

P9
report any problems with the system or opportunities to improve it 

P10
treat confidential information and data in line with organisational and data protection requirements

	What you need to know

K1
the assets, data and information for which you are responsible and its use in the work of the production

K2
the types of assets, data and information required for the current or future productions, when they are likely to be required and by whom

K3
how rights and responsibilities may change depending on who has legal ownership of the assets, data and information (e.g. when assets are borrowed, hired or purchased)

K4
the most appropriate methods for storing different types of assets, data and information

K5
why it is important not to lose or damage assets, data and information

K6
what risks or harm may come to assets, data and information and how to protect them, such as breakage, fire, theft, power failure, computer viruses or environmental factors (e.g. heat, water)

K7
the procedures for setting up systems where none exist and maintaining them 

K8
why it is important for your department to have an effective and efficient filing and record keeping system and what would happen if it did not 

K9
different types of filing indexes and how to use them 

K10
why it is important to find and return assets, data and information without unnecessary delay 

K11
the importance of maintaining data security (e.g. backups, version control, data protection, passwords and fire walls) and following your organisation’s guidelines and file structures 

K12
types of confidential data and information and how to deal with these correctly 

K13
the importance of storing notes with regard to continuity



GS16 Agree requirements and parameters of design activity in the creative industries 
	Overview
	Performance Statements
	Knowledge & Understanding

	This Standard is about obtaining, analysing and interpreting the creative brief and relevant information to identify the overall framework, requirements and parameters for your work and to ensure it has the appropriate style and impact.   

  .
	What you must be able to do 
P1
confirm and analyse information on requirements and parameters, including any special requirements, factors and opportunities which will impact upon the nature and function of the creative outputs  
P2    clarify and confirm vague, ambiguous or missing information on requirements and parameters 
P3   determine requirements for continuity  
P4    clarify and confirm visual style and intended impact  with appropriate decision makers  
P5    identify desired characteristics from relevant  information and specifications 
P6    obtain specialist advice when specific problems are identified which are beyond own expertise  
P7    identify and assess previous creative outputs, technical solutions or techniques that have succeeded in similar circumstances for their relevance  
P8   develop a  philosophy and specification which meets the needs of the project  
P9    ensure that the realisation of work is within the cost and time constraints of the project  
P10  acknowledge and confirm any  changes requested by decision makers clearly and incorporate them into specifications of requirements 
P11  when appropriate identify further opportunities to use creative outputs in order to enhance creative and commercial success 


	What you need to know

K1
the objectives for the creative output and the artistic intentions which it is required to support 
K2      how to access, analyse and interpret the creative brief and relevant information  
K3     who the decision makers are and how to clarify requirements, visual style and parameters with them   
K4     how to adapt requirements in the light of changes required by decision makers, and what action to take when request for change cannot be met  
K5      how factors and opportunities vary to suit different productions  
K6      how to identify the impact of production requirements, parameters and plans on the development of creative outputs  
K7     sources of information on existing creative outputs and technical solutions  
K8     capabilities and limitations of available and projected technology  
K9     how to evaluate existing creative outputs and technical solutions and potential conceptual solutions for relevance



GS17 Provide creative and strategic direction for creative industry projects

	Overview
	Performance Statements
	Knowledge & Understanding

	This standard is about your ability to understand and specify the product’s high-level creative and commercial requirements and/or purpose.  

To carry this out you will liaise with the client or other project sponsors. You need to be able to originate conceptual ideas, usually in consultation with others, combining creative and logical thinking.

You will need to produce written or drawn documentation, oversee project teams and specialists and ensure the project’s business objectives and creative vision are understood and maintained You will need to combine expertise in business, management, content, design and technical disciplines. This function has a close relationship with ‘pure’ project management, but focuses on the project’s creative requirements rather than the mechanics of running it however; the two functions are often combined in practice. 


	What you must be able to do 
P1
identify and specify relevant design, technical and commercial parameters 
P2    devise solutions to meet requirements within relevant design parameters 
P3    select the most appropriate technologies and approaches to achieve the work
P4    specify the requirements of the work in a clear and concise way 
P5    liaise with strategic, creative, technical, project management and management staff to ensure the requirements are understood and can be effectively implemented 
P6    liaise with external and/or internal project sponsors to clarify their requirements and expectations 
P7    liaise with the client to obtain approval for the work  
P8    evaluate and give constructive feedback about creative and technical work produced by others 
P9    recommend viable design changes when necessary
	What you need to know

K1
the resources and timescales required to carry out the work 
K2     the different specialist skills that may be required for a given project 
K3     the needs and expectations of your organisation’s design and production staff 
K4     the nature of the client’s business and the context in which the product is required 
K5     how to communicate effectively with the different people involved in development 
K6     how to evaluate creative and technical work to ensure it is fit for purpose and meets requirements 
K7     how to reconcile client, user and commercial requirements 
K8     the different technologies, platforms, online services, tools, formats, and creative or technical approaches that are available, and their advantages, disadvantages and implications 
K9     how to identify which technologies, tools, and creative or technical approaches would be most appropriate to use 
K10   how to submit work for approval, manage change requests, and obtain sign-off 
K11   current and anticipated trends in design, concepts and use of technology for the industry 
K12   the need to consider multi-channel delivery and the impact this may have on design and development 
K13   the importance of sound project management, including the need to obtain approval for one key stage before proceeding to the next 
K14   the importance of strong creative direction and clear lines of accountability in the team 
K15   an overview of project management processes and methodologies such as waterfall and agile


GS18 Ensure that your own actions reduce risks to health and safety
	Overview
	Performance Statements
	Knowledge & Understanding

	This Standard is for everyone at work (whether paid, unpaid, full or part-time). It is about having an appreciation of significant risks in your workplace, and knowing how to identify and deal with them. 

This Standard is about the health and safety responsibilities for everyone in your workplace. It describes the competences required to ensure that: 
1. your own actions do not create any health and safety hazards 
2. you do not ignore significant risks in your workplace 
3. you take sensible action to put things right including reporting situations which pose a danger to people in the workplace and seeking advice 

Fundamental to this Standard is an understanding of the terms "hazard", "risk" and “control”. 
soundtracks.

	What you must be able to do 
P1
P1 identify which workplace instructions are relevant to your job 
P2    identify those working practices in your job which could harm you or others 
P3   identify those aspects of your workplace which could harm you or others 
P4   check which of the potentially harmful working practices and aspects of your workplace present the highest risks to you or to others 
P5   deal with hazards in accordance with workplace instructions and legal requirements 
P6 correctly name and locate the people responsible for health and safety in your workplace 
P7 report to the people responsible for health and safety in your workplace those hazards which present the highest risks 

you must be able to: reduce the risks to health and safety in your workplace 
P8  carry out your work in accordance with your level of competence, workplace instructions, suppliers' or manufacturers' instructions, and legal requirements 
P9   control those health and safety risks within your capability and job responsibility 
P10 pass on suggestions for reducing risks to health and safety to the responsible people 
P11 make sure your behaviour does not endanger the health and safety of you or others in your workplace 
P12 follow the workplace instructions and suppliers' or manufacturers' instructions for the safe use of equipment, materials and products 
P13 report any differences between workplace instructions and suppliers' or manufacturers' instructions 
P14 make sure that your personal presentation and behaviour at work:
P14.1 protects the health and safety of yourself and of others 
P14.2 meets any legal responsibilities 
P14.3 is in accordance with workplace instructions
P15 make sure you follow environmentally-friendly working practices
	What you need to know

K1
what “hazards” and “risks” are 
K2     your responsibilities and legal duties for health and safety in the workplace 
K3     your responsibilities for health and safety as required by the law covering your job role 
K4     the hazards which exist in your workplace and the safe working practices which you must follow 
K5    the particular health and safety hazards which may be present in your own job and the precautions you must take 
K6     the importance of remaining alert to the presence of hazards in the whole workplace 
K7     the importance of dealing with, or promptly reporting, risks 
K8     the responsibilities for health and safety in your job description 
K9     the safe working practices for your own job  
K10    the responsible people you should report health and safety matters to  
K11  when and where to get additional health and safety assistance  
K12  your scope and responsibility for controlling risks
K13 workplace instructions for managing risks which you are unable to deal with  
K14 suppliers’ and manufacturers’ instructions for the safe use of equipment, materials and products which you must follow  
K15 the importance of personal presentation in maintaining health and safety in your workplace
K16 the importance of personal behaviour in maintaining the health and safety of you and others 
K17 the risks to the environment which may be present in your workplace and/or in your own job


GS19 Conduct a health and safety risk assessment in the workplace 
	Overview
	Performance Statements
	Knowledge & Understanding

	This Standard is for people carrying out a risk assessments in the workplace. This could be an employer, line manager, supervisor, safety representative or employee. 

This Standard is about the competences needed to: 
1. identify hazards in the workplace 
2. make recommendations to control the risks 
3. review the results 

	What you must be able to do 

P1
clearly define why and where the risk assessment will be carried out 
P2    confirm that all the information available to you on statutory health and safety regulations is up-to-date and from reliable sources 
P3    recognise your own limitations, and seek expert advice and guidance on operational controls when appropriate
P4    select a method for identifying hazards appropriate to the workplace being assessed 
P5    make sure your investigation fully identifies those areas in the workplace where hazards with a potential for serious harm to health and safety are most likely to occur 
P6    identify hazards which could result in serious harm to people at work, or other people 
P7    record hazards in a way which meets legal, good practice, and workplace requirements 
P8   report the results of the process to the responsible people in an agreed format and timescale 

You must be able to: Assess the workplace and recommend control measures 
P9 review all legal requirements that are appropriate to your workplace and working practices to ensure that effective control measures are in place 
P10 confirm that industry standards and all other reasonable precautions are in place 
P11 identify hazards that could be eliminated 
P12 for hazards that cannot be eliminated, identify the measures needed to control them and to make sure the people carrying out the work will not be harmed 
P13 assess the level of risk, and consider how the risks can be controlled to minimise harm 
P14 list unacceptable risks in priority order, including all breaches of relevant health and safety legislation and workplace instructions 
P15 prepare a risk assessment report containing recommendations for minimising risks 
P16 present the results of the risk assessment to the responsible people in the agreed format and timescale 

You must be able to: Review your workplace assessment of risks 
P17 compare the latest risk assessment to the current workplace and working practices 
P18 accurately identify any significant differences between previous and new working practices 
P19 investigate the action taken as a result of your recommendations
P20 accurately identify new hazards arising from changes in the workplace or working practices
P21 make changes to your risk assessment in line with the review 
P22 promptly inform everyone affected by the changes

	What you need to know

K1     the responsibilities for risk assessments as required by current legislation 
K2     your legal responsibilities for health and safety in the workplace as required by the current legislation 
K3     your responsibilities for health and safety as defined by any specific legislation covering your job role 
K4     the workplace hazards that are most likely to cause harm to health and safety 
K5     the importance of remaining alert to the presence of hazards in the work place 
K6     methods of identifying hazards, including direct observation, examining records, or interviews
K7     the purpose, legal implications, and importance of carrying out risk assessments 
K8     procedures for carrying out a risk assessment 
K9     the particular health and safety risks which may affect your own job role, and the precautions to be taken 
K10   the resources required for a risk assessment to take place 
K11 information sources for risk assessments (e.g. HSE publications) 
K12    what to do with the results of the risk assessment
K13    the importance of dealing with, or promptly  reporting, risks 
K14    your own limitations, job responsibilities and capabilities 
K15    where to find expert advice and guidance 
K16    the work areas and people for whom you are carrying out the assessment 
K17    work activities of the people in the workplace where you are carrying out the risk assessment
K18    effective communication methods



GS20 Develop procedures to safely control work operations
	Overview
	Performance Statements
	Knowledge & Understanding

	This Standard is for people who are required to prepare health and safety procedures for the workplace. In order to be sure that all reasonably practicable precautions have been taken against risks to health and safety employers must ensure that health and safety procedures are available for everyone at work to follow. This standard is for the person who prepares the procedures. 

This Standard is about identifying hazards, assessing the risks, and developing procedures to control the risks. It is also about reviewing these procedures, and checking whether they are effective in the workplace.
	What you must be able to do 

P1   set realistic objectives to maintain a        

      healthy and safe workplace for everyone    

      in the workplace 
P2 develop health and safety procedures, 
      based on risk assessment and 
      consultation, which meet legal 
      requirements and are appropriate to: 
P2.1 the type of work carried out 
P2.2 the workplace 
P3 identify individuals to whom people must: P3.1 report incidents 
P3.2 report health and safety risks
P3.3 go to obtain first aid 
P4 check the effectiveness of the workplace 
      health and safety procedures 
P5 specify the arrangements for recording 
     health and safety data to meet legal 
     requirements 
P6 develop plans for health and safety 
     training which are relevant to the needs of 
     your workplace, the people in the 
     workplace, and meet legal 
P7 effectively communicate the health and 
      safety procedures to other people in your 
      workplace, in a professional and considerate manner 
P8  review the effectiveness of health and 
      safety procedures in your workplace 
P9 identify changes in the workplace and 
     legal requirements which affect current 
     workplace health and safety procedures 
P10 provide other people with opportunities to 
       give feedback about current health and 
       safety procedures 
P11 review all relevant health and safety 
       reports and data to identify opportunities 
       to improve workplace health and safety 
       procedures 
P12 identify and obtain further information 
       and advice from reliable and recognised 
       sources of expertise 
P13 record accurately:  
P13.1 the details of any review carried out 
P13.2 the plans to improve current health and 
         safety procedures 
P14 report the results of your review to the 
       relevant people 
P15 alert everyone in the workplace, 
       promptly, about the revised health and 
       safety procedures 
P16 set effective measures for monitoring the 
       revised health and safety procedures 


	What you need to know

K1
the relevant legal responsibilities for health and safety in the workplace as required by current legislation 
K2     your responsibilities for health and safety as defined by any specific legislation covering your job role 
K3     the importance of remaining alert to the presence of hazards in your workplace 
K4     the importance of dealing with, or promptly reporting, risks 
K5     what hazards exist in your workplace 
K6     the particular health and safety risks which may be present in your own job role, and the precautions to be taken 
K7     the different types of working practices present in the workplace 
K8     what would constitute a breach of legal health and safety 
K9     the job roles of the people for whom you are responsible 
K10   the work areas and people for whom you are responsible 
K11   the commonly used working practices 
K12   the information that may be required about health and safety within the workplace 
K13  what information may be available on health and safety within the workplace 
K14 where to find information about changes to legal requirements in the workplace 
K15  the specific organisational health and safety instructions covering your job role 
K16 how to prepare and write effective instructions and procedures 
K17 appropriate measures for checking different types of health and safety instructions and procedures
K18 appropriate channels of consultation and communication in the workplace 
K19 how to conduct an effective health and safety review
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