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About City & Guilds

City & Guilds is the UK’s leading provider of vocational qualifications, offering over 500 awards
across a wide range of industries, and progressing from entry level to the highest levels of
professional achievement. With over 8500 centres in 100 countries, City & Guilds is recognised by
employers worldwide for providing qualifications that offer proof of the skills they need to get the
job done.

City & Guilds Group

The City & Guilds Group includes City & Guilds, City & Guilds Institute, ILM (the Institute of
Leadership & Management) which provides management qualifications, learning materials and
membership services, NPTC which offers land-based qualifications and membership services, and
HAB (the Hospitality Awarding Body). City & Guilds also manages the Engineering Council
Examinations on behalf of the Engineering Council.

Equal opportunities

City & Guilds fully supports the principle of equal opportunities and we are committed to satisfying
this principle in all our activities and published material. A copy of our equal opportunities policy
statement is available on the City & Guilds website.

Copyright
The content of this document is, unless otherwise indicated, © The City and Guilds of London
Institute 2008 and may not be copied, reproduced or distributed without prior written consent.

However, approved City & Guilds centres and candidates studying for City & Guilds qualifications

may photocopy this document free of charge and/or include a locked PDF version of it on centre

intranets on the following conditions:

e centre staff may copy the material only for the purpose of teaching candidates working towards
a City & Guilds qualification, or for internal administration purposes

e candidates may copy the material only for their own use when working towards a City & Guilds
qualification

The Standard Copying Conditions on the City & Guilds website also apply.

Please note: National Occupational Standards are not © The City and Guilds of London Institute.
Please check the conditions upon which they may be copied with the relevant Sector Skills Council.

Publications

City & Guilds publications are available on the City & Guilds website or from our Publications Sales
department at the address below or by telephoning +44 (0)20 7294 2850 or faxing +44 (0)20 7294
3387.

Every effort has been made to ensure that the information contained in this publication is true and
correct at the time of going to press. However, City & Guilds’ products and services are subject to
continuous development and improvement and the right is reserved to change products and
services from time to time. City & Guilds cannot accept liability for loss or damage arising from the
use of information in this publication.

City & Guilds

1 Giltspur Street

London EC1A 9DD

T +44 (0)20 7294 2800 www.cityandguilds.com

F +44 (0)20 7294 2400 centresupport@cityandguilds.com
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1 Level 1 Professional Practice units

1.1 7111 -007 Professional Practice associated with the
Creative Industries

City & Guilds ref no: 7111 -007
Title: Professional Practice associated with the Creative Industries
Level: 1
Credit value: 3
Unit aim: In this unit the learner will develop skills to enhance employment
opportunities within the creative sector
Learning outcomes 1 Effectively communicate in a one to one conversation
2 Make basic calculations and measurement to make a
notepad
3 Know how to present themselves to a prospective
employer
4 Create anillustrated personal profile
Learning outcome 1 Assessment criteria
The learner can: The learner will:
1 Effectively communicate inaonetoone | 1.1 List methods of one to one verbal
conversation communication

1.2 Describe the skills and vocabulary
required to communicate effectively

1.3 Collect samples of message recording
stationery

1.4 Select and design a format to record
messages for an A6 notepad

1.5 Design a front cover for an A6 notepad

1.6 Record a message in the notepad from
a one to one conversation

Learning outcome 2 Assessment criteria

The learner can: The learner will:

2 Make basic calculations and 2.1 Identify and describe the function of
measurement to make a notepad basic mathematical symbols — addition,

subtraction, multiplication, division,
percentages, fractions and decimals

2.2 Collect samples of paper and card and
list standard printing sizes

2.3 Make simple calculations and
measurements of materials used to
make the notepad for outcome 1

2.4 Measure and cut A2 paper to make an
A6 note pad for use in outcome 1

2.5 Record the calculations and
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measurements

Learning outcome 3

The learner can:

Assessment criteria

The learner will:

3 Know how to present themselves to a
prospective employer

3.1 Describe how body language can
convey a message

3.2 List personal presentation skills
required when working with others

3.3 Collect and display images of suitable
attire for formal and informal meetings

3.4 Select and describe a job role within
the creative industries

3.5 Describe the health and safety
requirements of personal protective
clothing for the job role

3.6 Use the information and images
collected for this outcome to create a
poster

Learning outcome 4

The learner can:

Assessment criteria

The learner will:

4 Create anillustrated personal profile

4.1 Identify and describe the features of a
personal profile —name, personal and
family background, achievements,
interests, pets ...

4.2 Create a personal profile with an image
or photograph and illustrations —
borders, drawings ...

4.3 Display the illustrated personal profile
and image and present to a small
group

4.4 All work produced for this unit will be
collated and stored in an appropriate
format

Level 1, 2 and 3 Award, Certificate and Diploma in Creative Techniques [7111, 7112 and 7113]




2 Level 2 Professional Practice unit

2.1 7112-007

Professional Practice associated with the

Creative Industries

City & Guilds ref no: 7112 -007

Title: Professional Practice associated with the Creative Industries
Level: 2

Credit value: 4

Unit aim: In this unit the learner will produce a CV and accompanying

documentation, develop a brief and calculate costings

Learning outcomes

1 Manage time and work to set targets

2 Produce a CV and letter of introduction

3 Negotiate and develop a brief for a product to be made in
a creative industry

4 Develop a cost sheet for a product to be made in a
creative industry

Learning outcome 1

The learner can:

Assessment criteria

The learner will:

17 Manage time and work to set targets

1.1 Estimate time and set targets for the
completion of outcomes 1 — 4

1.2 Produce a working schedule for this
unit

1.3 Adhere to set targets

1.4 Present work from outcomes 1 —-4ina
folder and evaluate personal time
management skills —
e Strengths
e Areas for improvement

Learning outcome 2

The learner can:

Assessment criteria

The learner will:

2 Produce a CV and letter of introduction

2.1 Describe the features of a CV

2.2 Investigate and record different layouts
foraCVv

2.3 Selectalayout and produce a CV

2.4 Describe the features of a letter of
introduction

2.5 Produce a letter of introduction to
accompany the CV

Learning outcome 3

The learner can:

Assessment criteria

The learner will:

3 Negotiate and develop a brief for a

3.1 List personal presentation
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product to be made in a creative
industry

3.2

3.3

3.4

35

3.6

3.7

3.8

requirements for meeting a client
Identify introduction skills required
when meeting a client

List personal safety precautions when
meeting with a client

Identify and describe the key features
of a brief

Identify a product for the client

Record in note form, the key points of a
brief from a one to one interview with a
client

Use the key points to write a brief for
the client

Negotiate and confirm the brief with
the client

Learning outcome 3

The learner can:

Assessment criteria

The learner will:

4 Develop a cost sheet for a product to
be made in a creative industry

4.1

4.2

4.3

4.4

4.5
4.6

Estimate time required for the
production of the product identified in
outcome 3

List the materials required to create
the product

Make accurate calculations — fractions,
decimals, percentages, volumes, areas
Make accurate measurements of
materials required for the product
Produce a cost sheet for the product
All work produced for this unit will be
collated and stored in an appropriate
format
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3 Level 3 Professional Practice unit

3.1 7113 -007

Professional Practice associated with the

Creative Industries

City & Guilds ref no: 7113 -007

Title: Professional Practice associated with the Creative Industries
Level: 3

Credit value: 5

Unit aim;

In this unit the learner will develop skills and documentation to a
professional level for use in future employment

Learning outcomes

1 Produce a professional CV and profile

2 Communicate professionally with a client

3 Produce detailed cost sheets for pre and post production
4 Respond professionally to work challenges

5 Create a professional portfolio

Learning outcome 1

The learner can:

Assessment criteria

The learner will:

1 Produce a professional CV and profile

1.1 Produce a professional CV

1.2 Research and document the
professional profiles of five creative
practitioners

1.3 Produce a professional profile

Learning outcome 2

The learner can:

Assessment criteria

The learner will:

2 Communicate professionally with a
client

2.1 ldentify a client and a product to be
produced

2.2 ldentify, research and summarise the
client requirements

2.3 Produce and agree a professional
product brief, signed and dated by the
client

2.4 Record health, safety and personal
safety precautions when meeting with
a client

Learning outcome 3

The learner can:

Assessment criteria

The learner will:

3 Produce detailed cost sheets for pre
and post production

3.1 Make accurate calculations of materials
and associated costs

3.2 Make realistic estimations of time
required for a production schedule

3.3 Produce a detailed pre production cost
sheet
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3.4 Produce a detailed post production
cost and time sheet

3.5 Compare the two cost sheets, evaluate
and document the findings

Learning outcome 4 Assessment criteria

The learner can: The learner will:

4 Respond professionally to work 4.1 Identify and list challenging workplace
challenges situations

4.2 |dentify and describe handling
professional challenges

4.3 Describe how to handle difficult
conversations and challenging clients

4.4 |dentify support mechanisms for
professional challenges

Learning outcome 5 Assessment criteria
The learner can: The learner will:
5 Create a professional portfolio 5.1 Create a portfolio for a professional

presentation to include all
documentation produced in outcomes
1-4

5.2 Present the professional portfolio

5.3 Receive and record feedback

5.4 Evaluate and make adjustments

5.5 All work produced for this unit will be
collated and stored in an appropriate
format
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