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Learner Unit Achievement Checklist 

BIIAB Level 3 Certificate in Principles of the Creative and Cultural Sector (Music Business)


BIIAB Level 3 Certificate in Principles of the Creative and Cultural Sector (Music Business)

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 (Music Business)

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 (Music Business)

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 (Music Business)

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.

J/601/6679 Understand the production of promotional material for the music industry 

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

	
1.1 Describe how a promotions department operates

1.2 Explain the integration of Radio and TV with on-line promotional opportunities

1.3 Identify the key organisations that are involved in producing promotional materials and describe their roles and responsibilities in the process

	
	
	
	

	
2.1 Identify the basic principles of good design for promotional materials

2.2 Explain the purpose and content of a design brief for promotional materials, including:
Format
Content
Level of detail required

2.3 Describe how the content of promotional materials should be presented, written and sequenced for different types of consumers, in order to maximise:
Impact
Interest
Visibility

2.4 Identify the main sources of information during the production process and explain how confidential information should be handled

2.5 Explain what is meant by ‘an honest interpretation of the subject matter’

2.6 Identify the different types of location sites that can be used for promotional materials and the suitability of each for different types of consumers

2.7 Describe the factors that can affect the production of promotional materials and how these should be handled

	
	
	
	

	
3.1 Describe the legislative requirements that must be adhered to in producing promotional materials

	
	
	
	




	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 (Music Business)

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/601/6663 Understand how artist agreements and contracts work 

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

	
1.1 Explain the terms ‘commercial’, ‘contracts’ and ‘copyright’

1.2 Explain the purpose that contracts serve within the music industry

1.3 Explain how complex contracts are drafted and constructed

1.4 Identify the type of information that should be contained within a contract

1.5 Explain precedence, the purpose of standard form agreements, and the circumstances in which these should be used

	
	
	
	

	
2.1 Explain the ‘All-in-Fee Agreement’

2.2 Identify and explain the ‘Music Industry Legal Directives’

2.3 Describe the circumstances in which issues of compliance may emerge in relation to the:
The All-in-Fee Agreement
Music Industry Legal Directives

	
	
	
	

	
3.1 Explain the purpose, role and responsibilities of the BPI Audit Piracy Unit

3.2 Explain how to recognise alleged cases of piracy and/or parallel imports, and how and when these should be reported to the BPI Audit Piracy Unit
	
	
	
	




	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 (Music Business)

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.

J/601/6682 Understand record label identity and branding 

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

	
1.1 Explain the importance of brand identity and its role in marketing products and services

1.2 Explain the importance of having a brand strategy for an organisation’s products and services and the factors this needs to consider

1.3 Describe at least 3 issues to consider when:
Deciding whether or not to brand products and services
Selecting a brand name

	
	
	
	

	
2.1 Describe the main characteristics that make up a brand and the importance of ensuring that these are integrated

2.2 Describe the types of product and service attributes that need to be considered when determining the possible benefits to consumers of products and services, including:
Quality
Features
Style
Design

	
	
	
	

	
3.1 Analyse current and emerging trends in the record industry and sector

3.2 Describe at least 3 factors that affect consumer decision making within the record industry and sector

	
	
	
	

	
4.1 Explain the legal, regulatory and ethical requirements affecting the marketing of products and services in the 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.


BIIAB Level 3 Certificate in Principles of the Creative and Cultural Sector (Music Business)

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.

J/505/1308 Understanding the impact of emerging technology on the music industry 

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

	
1.1 Explain how and where to find information about the different types of emerging music technology

1.2 Evaluate critically the different types of emerging music technology

	
	
	
	

	
2.1 Explain the impact of different types of emerging music technology on the music industry in terms of:
Cost implications
Benefits to business
Benefits to the consumer
Potential risks

	
	
	
	

	
3.1 Explain the current legal requirements relating to:
Music downloading
On-line sales

	
	
	
	




	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 (Music Business)

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.
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