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Learner Unit Achievement Checklist 

BIIAB Level 3 Certificate in Principles of the Creative and Cultural Sector (Live Events)


BIIAB Level 3 Certificate in Principles of the Creative and Cultural Sector (Live Events)

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

D/601/7644 Principles of personal responsibilities and how to develop and evaluate own performance at work - Mandatory Unit

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Identify the main points of contracts of employment and their purpose

1.2 Outline the main points of legislation affecting employers and employees and their purpose, including anti-discrimination and entitlement legislation

1.3 Identify where to find information on employment rights and responsibilities both internally and externally

1.4 Explain the purpose and functions of representative bodies that support employees

1.5 Explain employer and employee responsibilities for equality and diversity in a business environment

1.6 Explain the benefits of making sure equality and diversity procedures are followed in a business environment

	
	
	
	

	
2.1 Explain employer and employee responsibilities for health, safety and security in a business environment

2.2 Explain the purpose of following health, safety and security procedures in a business environment




	
	
	
	

	
3.1 Explain the reasons for planning and prioritising own work

3.2 Identify ways of planning and prioritising own work

3.3 Explain the purpose of keeping other people informed about progress

3.4 Describe methods of dealing with pressure in a business environment

	
	
	
	

	
4.1 Explain the purpose of continuously evaluating and improving own performance in a business environment

4.2 Describe ways of evaluating and improving own performance in a business environment

4.3 Explain the purpose of encouraging and accepting feedback from others

4.4 Explain different types of career pathways and roles available

	
	
	
	

	
5.1 Describe the types of problems that may occur with own work

5.2 Explain ways of dealing with problems that may occur with own work

5.3 Explain how and when to refer problems to relevant colleagues

	
	
	
	

	
6.1 Explain key stages in the decision- making process

6.2 Explain the purpose of not exceeding own limits of authority in making decisions

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.


BIIAB Level 3 Certificate in Principles of the Creative and Cultural Sector (Live Events)

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

R/601/7771 Keep up to date with developments in the arts 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Explain the importance of keeping up to date with development in the arts

1.2 Describe the types of information that need to be researched

1.3 Critically compare different information sources that may be used to obtain information

1.4 Explain how to select the most appropriate and reliable information sources and research methods

	
	
	
	

	
2.1 Explain who will need to see the outcomes of research

2.2 Explain why it is important to systematically analyse information

2.3 Describe different methods that can be used to collate and analyse both quantitative and qualitative information

2.4 Describe different formats for reporting information

2.5 Explain how to select the most appropriate format for reporting information

	
	
	
	

	
3.1 Explain the importance of building networks

3.2 Evaluate opportunities to build personal contacts and form networks that provide information, support and resources

3.3 Explain the importance of maintaining confidentiality

3.4 Evaluate the ways own organisation networks with other organisations and how these could be improved

	
	
	
	

	
4.1 Summarise trends and opportunities that affect demand and impact on particular projects

4.2 Develop and use networks and contacts to gather information and identify opportunities that add value to own organisation in line with organisational guidelines

4.3 Present outcomes of research to own organisation in an appropriate format

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.


BIIAB Level 3 Certificate in Principles of the Creative and Cultural Sector (Live Events)

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

A/601/7652 Principles of project management 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Describe the difference between routine work and taking part in a project

	
	
	
	

	
2.1 Explain why it is important to agree the purpose, scope, timescale, resource requirements, budget, aims and objectives of a project

2.2 Describe how to identify and plan for project issues and risks in an area of work



	
	
	
	

	
3.1 Identify methods that can be used to monitor the progress of a project

3.2 Explain the purpose of reporting progress during a project

3.3 Explain the purpose of meeting agreed targets within a project

	
	
	
	

	
4.1 Explain the purpose of evaluating a project

4.2 Identify ways of evaluating a project

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.


BIIAB Level 3 Certificate in Principles of the Creative and Cultural Sector (Live Events)

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

H/601/7645 Principles of working with and supervising others in a business environment 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Describe how team working can help to achieve goals and objectives

1.2 Explain the purpose of sharing work goals and plans when working in a team

	
	
	
	

	
2.1 Explain the purpose of agreeing and setting standards for own work and the work of a team

2.2 Identify how to allocate work to a team so the best use is made of strengths and abilities

2.3 Explain the purpose of treating others with honesty and consideration

	
	
	
	

	
3.1 Explain the purpose of effective communication with other people in a team

3.2 Compare different methods of communication within and to teams and when to use them

3.3 Explain the purpose of encouraging contributions from others

	
	
	
	

	
4.1 Explain the purpose of assessing own work and the work of a team

4.2 Describe ways of assessing own work and the work of a team

4.3 Explain the purpose of giving and receiving constructive feedback

4.4 Describe ways of giving and receiving constructive feedback

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.


BIIAB Level 3 Certificate in Principles of the Creative and Cultural Sector (Live Events)

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

F/601/7653 Principles of budgets in a business environment - Mandatory Unit

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Explain the purpose of budgets for managing financial resources to meet business requirements

	
	
	
	

	
2.1 Explain the purpose of agreeing the format in which a budget will be presented

2.2 Explain the purpose of using estimations when developing a budget and ways of doing so



2.3 Explain the purpose of identifying timescales, priorities and financial resources needed when preparing a budget and ways of doing so

2.4 Describe the purpose of negotiating and agreeing a budget

	
	
	
	

	
3.1 Explain the purpose of monitoring, controlling and recording income and expenditure

3.2 Describe situations in which revisions to the budget and/or plans may be needed

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.


BIIAB Level 3 Certificate in Principles of the Creative and Cultural Sector (Live Events)

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

D/503/0271 Understand the Creative and Cultural Industry - Mandatory Unit

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Explain the cultural factors associated with working in the creative and cultural industry

1.2 Explain the economic factors associated with working in the creative and cultural industry

1.3 Explain the political factors associated with working in the creative and cultural industry

1.4 Explain the social factors associated with working in the creative and cultural industry


	
	
	
	

	
2.1 Explain the impact of diversity and equal opportunities issues on the creative and cultural industry

2.2 Evaluate the effectiveness of legislation in resolving diversity and equal opportunities issues

2.3 Describe diversity and equality issues in the creative and cultural industry

	
	
	
	

	
3.1 Explain legal issues and constraints affecting the creative and cultural industry

3.2 Explain ethical issues and constraints affecting the creative and cultural industry

3.3 Explain environmental issues and constraints affecting the creative and cultural industry


	
	
	
	

	
4.1 Explain the different forms of enterprise and entrepreneurship within the creative and cultural industry

4.2 Explain the role of enterprise and entrepreneurship in contributing to the creative and cultural industry

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.


BIIAB Level 3 Certificate in Principles of the Creative and Cultural Sector (Live Events)

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

K/601/6321 Understand the role of marketing and advertising in live events and promotion - Mandatory Unit

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Describe key campaign production processes, including television, press, print, on-line and digital

1.2 Describe key topics to be addressed within an advertising proposal

1.3 Explain the importance of reach, frequency and impact in achieving advertising objectives, and the relative advantages and limitations in these respects of the main advertising media types

1.4 Describe how to identify potential risks in relation to the achievement of objectives

1.5 Explain the importance of consulting with colleagues and other stakeholders during the development of the proposals and how to do this effectively

1.6 Explain how to develop measures and methods for monitoring and evaluating performance against the advertising strategy

	
	
	
	

	
2.1 Describe the market in which the organisation works, its products/services and two key market developments in the organisation’s sector

2.2 Describe the organisation’s advertising objectives and strategy, and their fit within its overall marketing strategy

2.3 Describe the organisation’s target customer base (both internal and external) in terms of: <ul><li>media habits</li><li>needs and expectations</li></ul>

2.4 List at least two actual and potential competitors to the organisation, and describe the key features of their advertising strategies

2.5 Describe the regulatory, ethical and code of practice requirements and their impact upon advertising practice in the organisation’s sector

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.
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