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Standards in Freelancing for Creative and Cultural Industries

Final Combined Suite — November 2009

Creative & Cultural Skills, working in partnership with individuals and organisations, memberships and
associations have designed the first National Occupational Standards for Freelancing in the creative and
cultural industries. The following Standards describe the skills, knowledge and understanding required to
be a freelancer in these sectors.

What are Standards in Freelancing used for?
e inform the work and career progression of individuals
e write work specifications or develop appraisals for freelancers by employers

¢ inform the development of qualifications and informal courses by educationalists and awarding
organisations/bodies

¢ develop qualifications such as a Creative Apprenticeship pathway in Freelancing and to ensure
qualifications in the sector meet industry need by Creative & Cultural Skills

It is unlikely that every Standard will be relevant to every person freelancing in the creative and cultural
industries; instead it is intended that individual units are selected by an individual, employer or
educationalist to suit their needs and the way in which they work.

For more information about Standards in the creative and cultural sector visit:
http://www.ccskills.org.uk/Qualifications/Standards/tabid/193/Default.aspx

How have Standards been developed?

Consultation events were held and an online survey was disseminated to ensure the Standards are
relevant to a range of individuals working in creative and cultural industries, for example, those who are:

o Self-employed, freelancers or working for small or large organisations
e Working in craft, cultural heritage, design, advertising, music, visual, performing and literary arts
e Running full-time businesses as well as those who are working part time in a freelance capacity

At what level of experience and skill are the Standards useful?
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Some of the Standards are for those whom have just started to work as a freelancer in creative and
cultural industries where other units are more appropriate to those whom have been working for some
time or are at a higher skills level.

Summary of Units

FL1 Set up to work as a freelancer in creative and cultural industries

FL2 Define the vision and objectives for your freelance work in creative and cultural industries

FL3 Develop and manage a business strategy for your freelance work in creative and cultural industries

FL4 Develop and implement a marketing and communications strategy for your freelance work in creative
and cultural industries

FL5 Plan finances for your freelance work in creative and cultural industries

FL6 Plan sales of your freelance products or services in creative and cultural industries

FL7 Conduct research to develop your freelance work in creative and cultural industries

FL8 Manage projects as a freelancer in creative and cultural industries

FL9 Manage your time as a freelancer in creative and cultural industries

FL10 Plan innovation for your freelance work in creative and cultural industries

FL11 Prepare and manage change for your freelance work in creative and cultural industries

FL12 Manage risk for your freelance work in creative and cultural industries

FL13 Plan succession and pass on knowledge of your freelance work in creative and cultural industries
FL14 Plan an exit strategy for your freelance work in creative and cultural industries

FL15 Ensure compliance with legislation throughout your freelance work in creative and cultural industries
FL16 Reduce risks to health and safety in your freelance work in creative and cultural industries

FL17 Contribute to safeguarding children, young people and vulnerable adults as a freelancer in creative
and cultural industries

FL18 Make sure you protect the environment in your freelance work in creative and cultural industries
FL19 Embrace diversity in your freelance work in creative and cultural industries

FL20 Develop an understanding of copyright law to protect your freelance work in creative and cultural
industries

FL21 Develop an understanding of intellectual properties rights to protect your freelance work in creative
and cultural industries

FL22 Use word processing software according to your needs as a freelancer in creative and cultural
industries

FL23 Use presentation software according to your needs as a freelancer in creative and cultural
industries
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FL24 Use spreadsheet software according to your needs as a freelancer in creative and cultural
industries

FL25 Use database software according to your needs as a freelancer in creative and cultural industries

FL26 Use email and the internet according to your needs as a freelancer in creative and cultural
industries

FL27 Store and retrieve information according to your needs as a freelancer in creative and cultural
industries

FL28 Obtain and use information according to your needs as a freelancer in creative and cultural
industries

FL29 Use office equipment according to your needs as a freelancer in creative and cultural industries
FL30 Manage supplier contracts for your freelance work in creative and cultural industries
FL31 Purchase goods or services for your freelance work in creative and cultural industries

FL32 Work effectively with other people and organisations to support your freelance work in creative and
cultural industries

FL33 Seek help and advice to support your freelance work in creative and cultural industries
FL34 Develop networks to support your freelance work in creative and cultural industries

FL35 Gain affiliation to sector specific bodies or associations to support your freelance work in creative
and cultural industries

FL36 Keep up-to-date about the subsector in which you work and the creative and cultural industries to
inform your freelance work

FL37 Self appraise and self evaluate your work and work processes as a freelancer in creative and
cultural industries

FL38 Manage professional development to support your freelance work in creative and cultural industries
FL39 Monitor and evaluate your freelance work in creative and cultural industries

FL40 Carry out banking and daily finances to support your freelance work in creative and cultural
industries

FL41 Set and monitor financial targets for your freelance work in creative and cultural industries
FL42 Manage budgets for your freelance work in creative and cultural industries

FL43 Manage cash flow for your freelance work in creative and cultural industries

FL44 Keep financial records of your freelance work in creative and cultural industries

FL45 Obtain finance from loans and investments to support your freelance work in creative and cultural
industries

FL46 Develop a fundraising strategy for your freelance work in creative and cultural industries
FL47 Conduct fundraising for your freelance work in creative and cultural industries

FL48 Write bids and tenders for your freelance work in creative and cultural industries
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FL49 Make deals and negotiate agreements for your freelance work in creative and cultural industries
FL50 Subcontract and outsource your freelance work in creative and cultural industries

FL51 Export your freelance products or services abroad in creative and cultural industries

FL52 Recruit and retain customers or clients for your freelance work in creative and cultural industries

FL53 Understand what the customer or client wants and negotiate a brief for your freelance work in
creative and cultural industries

FL54 Deliver a good service to your customers or clients as a freelancer in creative and cultural industries

FL55 Manage and evaluate customer or client relations for your freelance work in creative and cultural
industries

FL56 Respond to complaints about your freelance work in creative and cultural industries

FL57 Present a positive image of yourself and your freelance work in creative and cultural industries
FL58 Make presentations about your freelance work in creative and cultural industries

FL59 Undertake market research for your freelance work in creative and cultural industries

FL60 Plan and carry out public relations for your freelance work in creative and cultural industries
FL61 Plan and carry out advertising for your freelance work in creative and cultural industries

FL62 Develop and market a website for your freelance work in creative and cultural industries
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FL1 Set up to work as a freelancer in creative and cultural industries
Unit Summary

This unit is about setting up to work as a freelancer in creative and cultural industries. It covers

researching and getting advice on the legal aspects of being self-employed as well as practical issues

such as establishing a workspace.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example as an art educator. You will need to develop business, marketing

and administration skills to support your work in creative and cultural industries in cultural heritage,

design, visual, literary and performing arts, advertising, craft or music sectors.
Performance Indicators

You will:

a) Research the ways in which you can legally operate as a self employed individual
b) Consider the benefits if any, of charitable or company registration

c) Consider the format in which you want to work that best meets your objectives
d) Consider the way in which you want to work with employers on long or short contracts

e) Look at how the different legal options affect your customers, suppliers, any other stakeholders

f) Compare the advantages and disadvantages of each option choosing the most appropriate
g) Use up-to-date and reliable advice and information

h) Make sure that the way you set up your business meets all legal requirements

i) Identify ongoing paperwork that needs to be completed and file safely

j) Develop a business strategy and work plan

k) Consider health and safety and environmental issues

[) Consider insurance requirements

m) Carry out a risk assessment

n) Set up your work space

Knowledge and Understanding
You will know and understand:

1) The different types of legal status available to you and their advantages and disadvantages
2) Where to get specialist and reliable legal and business advice

3) Your tax position

4) Possible liabilities and insurances required

5) How to compete a risk assessment

6) Where to research insurance

7) How to write a business strategy and work plan

8) How to set up efficient filing systems

9) Which aspects of national and local laws and regulations apply to your area of work
10)What information on | aw and regulation is
11) Why it is important to use professional advice to find out about laws and regulations

12) How to use free and paid for sources of advice
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FL2 Define the vision and objectives for your freelance work in creative and cultural
industries

Unit Summary

This unit is about creating a vision for your work to contribute to your business strategy. Freelancers need

to define their vision and develop objectives so that they know what they are trying to achieve from their

products or services. This unit is derived from Small Firms Enterpr i se Devel opment I nitiati:
in Business Enterprise Unit BD2 Define the product or service of your business.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example, as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries such as cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators
You will:

a) Develop a vision by considering the aspirations for your work

b) Develop objectives that are SMART (specific, measurable, accurate, realistic and timely)

c) Decide on your product, service or range of products and services

d) Identify how you are providing your product, service or range of products and services

e) Determine your target market by matching your ideal customers to your vision

f) Conduct a competitor analysis identifying individuals or organisations who deliver similar products
or services

g) Conduct market research to assess the likely demand for your products or services across all
possible customers, visitors or audiences

h) Informed by the competitor analysis identify possible target customers, visitors or audiences and
any niche groups for your work

i) Decide what price to charge for your services or products, using competitor research to make an
informed decision

j)  Use your vision to develop a business strategy, make financial, project and marketing or sales
plans

k) Ensure you can achieve your vision and objectives from your products or services

[) Ensure your vision and objectives inform your business strategy

m) If required adapt your products or services to meet your vision or objectives

n) If required revise your vision and objectives according to your products or services

Knowledge and Understanding
You will know and understand:

1) The importance of defining your vision and objectives

2) How to develop and communicate your vision and objectives to all those involved

3) How to define your service or product

4) Where you can find out about your competitors’ pr od

5) How to analyse the competition

6) How to conduct market research

7) How your vision and objectives inform business strategy development to make a financial, project
and marketing or sales plans; working out the time, costs and activities involved in providing your
services or product

8) Different ways to price a product or service and their benefit to reflect your vision

9) How to find out who your customers might be and what they want

10) How to conduct ongoing evaluation
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FL3 Develop and manage a business strategy for your freelance work in creative and
cultural industries

Unit Summary

This unit is about planning, developing and implementing your business strategy as well as reviewing and
evaluating its success. This wunit is derived from Smal |
Standards in Business Enterprise Unit BD3 Plan where your business is going.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example, as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries such as cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a) Define or redefine your vision and objectives relating to how you would like your work to develop

b) Conduct a competitor analysis and market research, assessing your current market position of
and deciding on your future direction

c) Identify your audiences; customers and clients, stakeholders and partners

d) Decide on what resources are needed to achieve business objectives

e) Consider a range of strategies undertaking a SWOT analysis to establish strengths, weaknesses,
opportunities and threats

f) Choose the most appropriate strategy to meet your vision and objectives

g) Set SMART specific, measurable, achievable realistic, and time based objectives for activities,
finances, fundraising or sales, communications and marketing

h) Produce a series of functional plans outlining what you will do and when

i) Develop a contingency plan outlining the possible risks to delivering your objectives and how you
will manage them considering the external landscape - political, environmental, social,
technological and economic factors

j))  Communicate your strategy to others involved in your work

k) Review your strategy regularly at important or significant moments of your work development

[) Evaluate how well you are doing in terms of activities, finances, fundraising or sales,
communications and marketing, operations and staffing

m) Monitor the progress of your business plan and review if there are any changes to your objectives

Knowledge and Understanding
You will know and understand:

1) The importance of a business strategy

2) What elements make up a business strategy

3) What a vision and mission is

4) How to conduct a competitor analysis and market research

5) How to identify customers, visitors or audiences and their needs

6) How to set objectives that are SMART (specific, measurable, achievable, realistic and timed)
7) How to contingency plan so that your business strategy allows for external or internal changes
8) What resources are needed to deliver your strategy

9) How to plan activities to deliver a strategy

10) Who you should involve in your strategic planning

11) How to communicate your strategy to others

12) How to conduct a risk analysis and plan contingencies

13) How to present your business strategy

14) How to monitor the success of your strategy
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FL4 Develop and implement a marketing and communications strategy for your freelance
work in creative and cultural industries

Unit Summary

This unit is about identifying your target customers or clients considering key competitors and market
trends. It also includes determining the most suitable marketing methods for example, e-newsletter, paid
and unpaid advertising, website, linking to other websites, or printed materials to promote your products
and services to existing and potential customers in a way that is attractive to them, to generate a sale or
to increase their involvement in your freelance work.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices, for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a) Consider the vision and objectives

b) Identify existing and emerging trends in the industry or sector

c) Research your competitors, know what they are offering, their strengths and weaknesses

d) Research the market for your products and services and assess the potential demand, market
size and market share

e) ldentify your target markets or audience and within these, potential customer or clients and the
products and services that are of value to them

f) Identify your unique selling proposition, how you, your products or services are different from the
competition

g) Define messages about your products or services to suit each target market or audience

h) Identify a range of marketing tools and match these against your audiences, customers or clients
and messages

i) Consider different strategies and use a SWOT analysis (looking at strengths, weaknesses,
opportunities and threats) to decide which strategy is most appropriate to meet your objectives

j) Identify the resources required, the time, budget, and people to deliver your marketing and
communication

k) Plan a timeline of activities

[) Ensure your marketing and communications strategy is accompanied by a sales and advertising,
public relations, events and website development plan

m) Monitor and evaluate the cost-effectiveness of all marketing activity that is undertaken in relation
to new business, new clients, number of sales, and value of sales

n) Adjust and update the marketing and communications strategy on a regular basis

0) Ensure the marketing and communications strategy is included in the business plan as a way to
deliver your business objectives

Knowledge and Understanding

You will know and understand:

1) Where to source information that identifies market trends, new developments, market size and
the potential market demand for your products and services

2) How to conduct market research; the different ways to find out about your competitors, their
services, their strengths and weaknesses and their fees as well as wider sector trends

3) How to identify your current and prospective target markets and the profiles of individual
customers or clients or audiences to develop targeted and appropriate marketing tools

4) The most effective ways of communicating with your existing and potential clients

5) How to write and present a marketing strategy

6) The various marketing tools available and how much they cost to develop
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7) The importance of defining key messages and benefits of your products or services
8) How to plan a timeline of activities

9) How to conduct a SWOT analysis

10) How to conduct ongoing monitoring and evaluation of your marketing activities

11) How to contingency plan

12) Evaluate the success of your marketing strategy
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FL5 Plan finances for your freelance work in creative and cultural industries
Unit Summary

This unit is about ensuring you can deliver your business objectives. Financial planning is required when
you set up as a freelancer, when you are reviewing your business strategy and plans and when you are
making changes to the direction of your work. A financial plan helps to maximise your work opportunities
and to assist with the management of financial risk.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices, for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries including cultural heritage,
design, visual, literary and performing arts, advertising, craft, and music sector.

Performance Indicators

You will:
a) Use your business strategy to identify financial targets
b) Consider the finances needed to produce your work and cover operating costs
c) Consider how much you will earn in the long and short term
d) Ensure you have included financial contingency
e) Ensure that your outgoings match your incomings
f) Conduct ongoing evaluate of your financial position against your targets
g) Use your financial plan to inform your sales plan, marketing and business strategies

Knowledge and Understanding

You will know and understand:
1) How to identify financial targets
2) How to estimate operating costs and the cost of producing your product
3) How to set your fees for your services; how much your skills and contacts are worth
4) How to project income and expenditure and manage budgets
5) How to plan for contingencies
6) How to balance work and personal finances
7) How to evaluate your finances regularly
8) How to develop sales plan, marketing and business strategies that take into account your
financial plan

CCskills Standards in Freelancing Final version approved October 2009



FL6 Plan sales of your freelance products or services in creative and cultural industries
Unit Summary

This unit is about ensuring the success of your work by establishing an effective sales plan for your

products or services. The sales plan is important to help you determine how much income you will

generate from your work. This unit is derived from Smal
Standards in Business Enterprise Unit WB3 Plan how you will sell your products or services.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators
You will:

a) Review your sales plan and where necessary set new targets

b) Ensure sales targets match financial and business objectives

c) Decide a reasonable timescale to reach the sales targets

d) Research past sales recording how effectively you have previously sold your products or services

e) Research and compare different selling methods by investigating your competitors activity

f) Research current target markets to inform your plan

g) Write a sales plan based on your investigation of the market and include the sales methods you
will use

h) Prepare a detailed budget and a list of resources

i) Determine when and where sales can be made

i)  Work out how different selling methods affect sales figures

k) Consider different periods of time and where the most and least sales will occur

I) Ensure when your income is low you can control cash flow

m) Consider how your sales plan affects your financial planning whether you need an investment or
loan during low sales periods

n) Decide what information you will use to judge sales

0) Decide how often you will review your sales

p) Continually revisit and redevelop new sales targets to suit the changes in the external
environmental

g) Consider where things might differ from the plan and plan contingencies

Knowledge and Understanding
You will know and understand:

1) Why setting targets and planning sales is important

2) Why it is important to know your market

3) What the market is and what customers or clients need and want

4) The available methods of selling or providing a product or service

5) How to set up your business to make sure you can get information about sales easily
6) How to set targets for sales

7) What you should include in a sales plan

8) Ways of developing and presenting your plan

9) Where the product or service will be sold

10) What the cost of selling is

11) Where to go for advice and help

12) How to calculate the number of sales you aim to achieve and establish the profit margin target
13) How sales will contribute to business success
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14) How to judge whether or not you are meeting sales targets
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FL7 Conduct research to develop your freelance work in creative and cultural industries
Unit Summary

This unit is about planning your research, collecting and analysing information so that you can improve
and develop your work processes, products and services.

As a freelancer you will be proactive in the development of your creative skills for example, as a designer
or sector specific practices for example, as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators
You will:

a) Determine what information is required to inform your work

b) Choose the appropriate research technique

c) Decide whether you will use primary or secondary research

d) Identify the resources available for research

e) Produce an action plan outlining what research activities you will undertake and when
f) Organise and analyse the information

g) Evaluate the reliability of information sources

h) Keep records of research activities

i) Use the information gathered to develop your work processes

j) Use the information gathered to compile ideas for new products or services

k) Use the information gathered to improve your products and services

[) Deal with any problems or difficulties with the research and seek advice where necessary
m) Identify potential risks of research activities and new developments to your work

Knowledge and Understanding

You will know and understand:
1) The importance of research to inform your working practices and develop your products and
services
2) Different research techniques
3) Where to obtain information
4) How to analyse information
5) How to plan your activities and resources
6) How research can inform the development of your work
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FL8 Manage projects as a freelancer in creative and cultural industries

Unit Summary

This unit is about analysing the features of a project, planning the project time, cost and other parameters
and delivering the project as required communicating effectively with all parties involved throughout. As a
freelancer you are likely to work on a range of projects and strong project management skills will assist
you in adapting to the needs of different projects. This unit is derived from the Council of Administration

Standards in Business and Administration Unit 411 Manage projects.

As a freelancer you will be proactive in the development of your creative skills for example, as a designer
or sector specific practices for example, as an art educator. You will need to develop business, marketing

and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a)
b)
c)

Identify and agree with all parties the purpose and aims of the project

Prepare a project specification and approve with your customer or client

Put together a budget specification outlining costs

Consider the resources required and ensure you can deliver the project with the available
resources

Write a project plan demonstrating timescales, milestones and use of resources
Implement and monitor the project

Communicate the project's progress to all relevant parties

Conduct regular meeting to evaluate the project plan

Take action notes at all meetings identify and agree action timescales and responsibilities
Identify the action plan clearly using the relevant information acquired from your project plan
Adapt project plans to respond to unexpected events

Achieve required outcomes on time and within budget

Evaluate all project areas considering business contingencies

Report on project strengths and establish any areas of potential improvement

Knowledge and Understanding

You will know and understand:

Why it is important to define a projects purpose, aims and objectives

The project planning methodologies appropriate to the types of projects you run
The advantages and disadvantages of use of project management software
How to estimate and control the use of resources during a project

How to negotiate budget and project plans

How to monitor projects and the methods you can use

Why it is important to be flexible and adapt project plans when necessary

How to take minutes

How to set out a plan of action

10) The importance of regular meetings referring back to the project plan
11) Why it is important to achieve projects within agreed timescale
12) How to evaluate projects and learn lessons for the future
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FL9 Manage your time as a freelancer in creative and cultural industries
Unit Summary

This unit is about planning, managing and evaluating how you use your time to achieve your business

objectives and make a success of your work. As a freelance or self employed individual you will need to

manage your time effectively in order to meet customer and client demands and deadlines. This unit is

derived from the Council for Admini st3A85Plamand s St andar d:
manage your workload.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices for example, as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators
You will:

a) Identify all the work that needs to be done and by when

b) Prioritise work according to its importance, considering how it meets your business objectives

c) Plan work in line with your deadlines, considering customer or client relationships

d) Set a realistic work plan by allocating estimated time frames to each activity to aid planning and
costing

e) Ensure that you have all the necessary resources to work effectively

f) Keep appropriate records to monitor your work

g) Liaise and communicate effectively with all concerned parties, giving regular updates to those
required on your work progress

h) Adapt work plans to reflect changes in priorities

i) Consider how to streamline any systems

j) Identify time for developing your own systems and for day-to-day admin

k) Factor in some contingency time in case you encounter any problems in your work

) Manage and maintain your diary efficiently

Knowledge and Understanding
You will know and understand:

1) How to prioritise your workload and plan activities according to their urgency and importance
2) How to identify when meetings are necessary and when other options are more appropriate
3) Why itis important to plan your workload and keep to the timeframes allocated

4) The importance of managing your own time and commitments effectively

5) Methods of time and diary management

6) How to identify the resources available to you

7) Why it is important to keep records of your work

8) Why it is important to keep customers or clients updated with the progress of your work

9) Why it is important to be flexible and adapt work plans to reflect change

10) How to accommodate changes in your plans and renegotiate deadlines

CCskills Standards in Freelancing Final version approved October 2009



FL10 Plan innovation for your freelance work in creative and cultural industries
Unit Summary

This unit is about identifying new ways to improve your work to maintain high levels of customer
satisfaction and to remain competitive, productive and profitable. Innovations can take the form of new
products, services or technologies and for freelancers it can be particularly important that creative
solutions are found where traditional methods from office life don't work.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example, as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries including cultural heritage,
design, visual, literary and performing arts, advertising, craft, and music sectors.

Performance Indicators
You will:

a) Develop ideas about your work, products or services

b) Use brainstorming and other techniques to develop your ideas

c) Conduct research on new markets for your products or services, on developments in the sector,
and in political, social, environment and technological environments

d) Inresponse to research consider how you might innovate and develop your work

e) Explore alternative solutions to challenges and problems rather than seeking the most obvious
approach

f)  Work collaboratively with others to develop your ideas

g) Encourage feedback, ideas and suggestions for improvement from customers, stakeholders and
trusted members of your personal networks

h) Give feedback to customers and advisers on how you have used their suggestions and what
worked and did not work, and the reasons why

i) Assess the benefits and risks of new ideas

j) Take calculated risks to improve your work, testing new ideas

k) Evaluate the success or failure of new ideas

[) Puttime aside for idea development and innovation

m) Include innovation plans in your business plan

Knowledge and Understanding
You will know and understand:

1) Why innovation is important

2) The factors that can cause innovation

3) How innovation can add value to your work

4) How to discuss your work with customers and clients, stakeholders and trusted members of your
network to devise new ideas for the improvement of your work

5) How to demonstrate to your customers and clients, stakeholders and trusted members of your
network that their suggestions have been considered and explain why suggestions have or have
not been implemented

6) Different ways to make, deliver or sell your products or services

7) Your customers needs and how they will want products or services to change or adapt in the
future

8) How using new technologies can lead to improved and/or innovative ways of working as well as
the production of new products and services

9) How to create alternative ideas, solutions and strategies

10) Budgets required for investment in innovation or technical solutions

11) How to organise your creative work to help cultivate innovative thinking
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12) How to assess the risk involved in implementing an innovative idea
13) How to evaluate the success of an idea and use the evaluation to inform future business
development
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FL11 Prepare and manage change for your freelance work in creative and cultural
industries

Unit Summary

This unit is about anticipating and responding to change. You will need to consider external factors that
may affect your work and respond to changes in a way that adds value and benefits your customers or
clients. Preparing and managing change is particularly important for freelancers who do not have the
support of colleagues to assist them with anticipating change.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a) Undertake regular research to keep informed of trends and changes in your sector

b) Consider possible changes to the political, environmental, social and technological environment

c) Assess the impact that changes will have on your work

d) Consider a number of different ways to respond to change

e) Choose the most appropriate action to respond to the change in a positive way

f) Try to anticipate where there might be problems that occur as a result of any change in work
practice, products or services

g) Where possible use change as an opportunity to develop your work

h) Regularly review your operations, products and services and identify opportunities to initiate
change

i) Revisit your vision, goals, objectives, timescales and resources to ensure that the changes you
make match your original vision or objectives, revising vision and objectives where necessary

i) Develop a plan of activities, resources and a timeline to respond to change

k) Communicate your plans for change to those affected

I) Implement change according to the timescales and activities that you have identified

m) Identify and solve unforeseen problems that may occur

n) Monitor and evaluate change, the impact changes have had on your work and how well you
responded to the changes

Knowledge and Understanding

You will know and understand:

1) The industry and the environment in which you work

2) The wider external factors that might affect your work

3) How to anticipate change

4) Why change and innovation are important to organisations and individuals

5) The impact of change on your work and how to manage this impact to achieve positive outcomes

6) How to challenge existing ways of working creatively and constructively

7) Why it is important to have a vision for change and innovation and to communicate them to those
involved

8) Why planning is important for promoting and implementing change and innovation

9) The types of problems that may arise during a change process and how to respond to these

10) Why it is important to monitor and evaluate the change process and how to make use of the
outcomes of the evaluation
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FL12 Manage risk for your freelance work in creative and cultural industries
Unit Summary

This unit is about identifying, planning and establishing appropriate processes and procedures to manage
risks so that you can take precautions to protect your work. Risks could be external for example,
environmental, political, social or economic or internal such as health and safety.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example, as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries including cultural heritage,
design, visual, literary and performing arts, advertising, craft, and music sectors.

Performance Indicators
You will:

a) Describe the risks to your business or work by producing a risk register, listing political,
environmental, social or technological risks

b) Produce risk assessments around individual activities

c) Evaluate significant current and planned activities for risk

d) Identify any future potential risks, the nature of these risks, the probability of occurrence and
potential consequences

e) Establish and periodically review risk factors

f) Research best practice management of risk comparing of similar organisations' or individuals
within your sector

g) Review all legal requirements that are appropriate to your work space and working practices to
ensure

h) Decide on appropriate contingency plans

i) Decide whether action needs to be taken in terms of accepting or taking precautions against
identified risks and add to the risk register

j) Develop policies and procedures where necessary for health and safety, children young people
and vulnerable adults

k) Ensure sufficient resources are allocated to support and enable effective risk management

I) Monitor and review the effectiveness of the risk management process, identifying potential
improvements and making changes where necessary

m) Review your risk assessment and policies at regular intervals, identifying any significant
differences between previous and new working practices, changes in the external environment,
and new risks or hazards posed by these changes

n) Ensure your written risk management policy is a part of your business plan

0) Recognise your own limitations and seek expert advice and guidance on risk assessment when
appropriate

p) Ensure you have an insurance plan for income loss

g) Produce a disaster plan

Knowledge and Understanding
You will know and understand:

1) The sector in which you work so you are better informed of potential risks

2) The importance of carrying out a risk assessment

3) The types of risk and the factors that drive different risk

4) How to identify risks in current and planned activities, the nature of the risks and the probability of
occurrence

5) How to identify the implications and consequences of risks

6) Key stages in the risk management process
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7) How to write a risk register and risk assessment

8) How to develop a written risk management policy and what it should cover

9) The type of decisions and actions that might be taken in relation to identified risks

10) Why it is important and how to collect and evaluate information about risk prevention

11) How to make suitable preparations and investigate areas where risks are most likely to occur and
those who might be harmed

12) The criteria for assessing the level of risk whether it will have a high or low impact and what that
impact might be whether it is financial or a risk to your reputation

13) The criteria for acceptable risks and understand when risks are unacceptable

14) The importance of reviewing your assessment from time to time including when things change
that might affect your current assessment

15) What constitutes a disaster, the potential disasters that could occur and your vulnerability

16) How to write a disaster plan

17) How to test the effectiveness of the disaster plan and why disaster simulations are important

18) The importance of having a contingency plan in place

19) When to make use of expert advice and guidance
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FL13 Plan succession and pass on knowledge of your freelance work in creative and
cultural industries

Unit Summary

This unit is about planning an appropriate succession policy to ensure knowledge, contacts and skills are
passed on, with the intention of a successor taking over your role with minimum disruption to customers
or clients, suppliers or other stakeholders.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example, as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries including cultural heritage,
design, visual, literary and performing arts, advertising, craft, and music sectors.

Performance Indicators
You will:

a) Determine what areas of your work are to be handed over

b) Identify a suitable successor for your work

c) Decide on your future involvement if any and communicate intentions and details of this
d) Identify commitments or deadlines

e) Complete a skill and experience audit of your successor

f) Arrange training as required prior to handover

g) Develop a handover plan including timescales and activities

h) Establish a timetable for shifting control

i) Create action points for all projects to continue without disruption

i)  Consult with relevant people on the implications of your plans

k) Transfer contact details and background information to successor

I) Ensure all outstanding work is completed for hand over clarity

m) Arrange computer access to filing systems and documents

n) Arrange any legal name changes required

0) Ensure any stakeholders have information about the successor

p) Provide legislative guidelines and relevant internal policy documents

Knowledge and Understanding
You will know and understand:

1) Why you should build succession planning into the future

2) Priorities of workload prior to succession

3) How to financially value your products, services or business

4) The financial and legal options available to you in passing on your work

5) How to find and select a suitable successor or recipient of your knowledge, contacts and skills
6) Expected role of successor

7) How to establish the skills of your successor and the skill training required

8) How and why it is important to install your successor in an effective and efficient manner
9) How to communicate the vision and objectives of your work

10) How to explain internal and external project administration processes

11) How to communicate details about stakeholder information, key partners and relationships
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FL14 Plan an exit strategy for your freelance work in creative and cultural industries

Unit Summary

This unit is about planning a strategy to exit your work whether through personal choice, financial gain or

for

other reasons. I't is important to complete

customers, clients, other stakeholders. Incorporating an exit policy into your business plans demonstrates
a strategic vision and awareness of long term planning necessities. This unit is derived from Small Firms
Enterprising Devel opment | nEnteiprisé Univ BD8 Blan $he exihstrategyd s
from your business.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indictors

You will:

a)
b)

c)

Identify the value of your products or services, conducting research where necessary into the
market for your work

Research exit strategy options and identify strengths, weaknesses, opportunities and threats of
each option

Consider whether different strategies are required for each product or type of service that you
offer

Consider a complete exit strategy for all products, services and business as well as strategies for
a partial exit

Identify the most suitable strategy

Consult with relevant people on the implications of your chosen strategy

Take advice on the implications of your strategy

Develop a timetable for completing outstanding projects and decreasing work load

Decide on an end date for your work

Complete end of business accounts

Comply with any notice periods for equipment or premises

Provide external notification for your customers or clients as required

Review your exit strategy regularly

Knowledge and Understanding

You will know and understand:

How and why it is important to have an exit strategy

How and why it is important to exit in an effective and efficient manner

The appropriate methods to end your work and who needs to be communicated with

The importance of informing the relevant governmental authorities of changes in your status
The people who may help you to develop your exit plan effectively

Project commitments and outstanding contracts

Internal and external project administration processes for exit

Notice periods for property or equipment

Full implications of sale conditions if selling

10) Prior liability agreements for work completed and legal requirements to transfer responsibility if

necessary

11) Priorities of workload prior to exit
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FL15 Ensure compliance with legislation in your freelance work in creative and cultural
industries

Unit Summary

This unit is about researching your legal position and taking action where necessary to cover yourself
from any possible risks for example, ensuring you have adequate insurance for your equipment, premises
and services. This unit is derived from the Small Firms Enterprise Development Initiative's Standards in
Business Enterprise Unit LG2 Keep up to date with current legislation affecting your business.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a) Research and monitor the relevant legal, regulatory, ethical and social requirements and the
effect they have on your work, including what will happen if you do not meet them

b) Develop effective policies and procedures to make sure you meet all the necessary legal,
regulatory, ethical and social requirements

¢) ldentify and correct any failures to meet requirements

d) Identify reasons for not meeting requirements and adjust the policies and procedures to reduce
the likelihood of failures in the future

e) Ensure continual compliance with legal, regulatory, ethical and social requirements, industry
regulations and professional codes, keeping up to date with any changes

f) Decide what terms and conditions that conform to trading standards you will offer your customers
and suppliers

g) Decide if you need to protect any part of your work by using copyright or patenting

h) Consider how your work may negatively affect the environment and think about any changes you
need to make to lessen the effect

i) Decide how you will meet health and safety laws and regulations related to your work

i) Ensure that you meet any requirements when working with children, young people and vulnerable
adults

k) When working with others, ensure any contracts or agreements that you draw up are legally
sound, including the right type of information to cover both parties

[) Identify where to get further help on legal issues specific to your industry or subsector

Knowledge and Understanding

You will know and understand:

1) Why itis important to act responsibly towards customers, clients and stakeholders and the
communities in which they work

2) Why it is important to take account of the views of people in your communities on issues that
affects peoples quality of life

3) The importance of having an ethical and value-based approach to your working practices and
how to put this into practice

4) Why it is important to obey the law and keep up to date with legislation in key areas; health and
safety, employment, finance and company law

5) How to develop appropriate systems and/or procedures to comply with law

1) What the thresholds are for some laws and regulations

2) What the requirements are for your work in order to trade legally

3) How the law can protect you and your work

4) Who has the power to inspect your work activities to enforce laws and regulations
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5)
6)

7
8)
9)

What can happen if you fail to operate your work within the law and other regulations

What system to use to make sure that forms are completed or tasks done so that you continue to
meet the legal requirements of your business

What environmental laws apply to your work

What information on laws and regulations is available and from which organisation

Why it is important to use proper advice to find out about law and regulations and how to use free
and paid for sources of advice

10) What health and safety regulations apply to your work

6)
7

8)

9)

The culture and values of your sector and what effect they have on governance

Why you must work within specific legal regulations and ethical frameworks for your sector or
industry

The ways in which other freelancers or self employed individuals in your area deal with current
and emerging social concerns and expectations

The processes for maintaining the relevant policies and procedures and making sure they
continue to be effective

11) Why it is important to agree terms and conditions with your customers, suppliers and backers
12) Why it is important to take professional advice about contracts and agreements

13) Why and when you might apply to patent or copyright your trading hame or products

14) How to apply for a patent or copyright
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FL16 Reduce risks to health and safety in your freelance work in creative and cultural
industries

Unit Summary

This unit is about understanding the significant risks in your workplace whether this in your home, office,

rent ed

do

Safety Unit HSS1 Make sure your own actions reduce risks to health and safety.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:
Identify the hazards and evaluate the risks

a)
b)
c)
d)

e)

)
9)

Identify which workplace instructions are relevant to your work

Identify those working practices which could harm you or others

Identify those aspects of your workplace which could harm you or others

Check which of the potentially harmful working practices and aspects of your workplace present
the highest risks to you or to others

Deal with hazards in accordance with workplace instructions and legal requirements

Correctly name and locate the people responsible for health and safety in your workplace, or if
you run your own space, develop your own policies

Report to the people responsible for health and safety in your workplace those hazards which
present the highest risks, or identify the risks and take action to remedy these problem areas,
seek advice where necessary

Reduce the risks to health and safety

h)
i)
)
k)

1)

m)

Carry out your work in accordance with your level of competence, workplace instructions,
suppliers or manuf aclégalrequirementsi nstructi ons and
Control those health and safety risks within your capability

Pass on suggestions for reducing risks to health and safety to those responsible for the building
in which you are working

Make sure your behaviour does not endanger the health and safety of you or others in your
workplace

Follow the workplace instructions and suppliers' or manufacturers' instructions for the safe use of
equipment, materials and products or create your own instructions for the use of the space that
you own or run

Report any differences between workplace instructions and suppliers' or manufacturers'
instructions

Make sure your personal presentation and behaviour at work protects the health and safety of
you and others
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Knowledge and Understanding

You will know and understand:

1)
2)

3)
4)
5)

6)
7
8)

9)

What risks and hazards are involved in your work activities, or in the work place that you inhabit
Why it is important to carry out tasks in accordance with workplace instructions, suppliers or
manufacturer’s i nsqurementsi ons and | egal re
How to identify aspects of your workplace that could harm you or others

How to deal with hazards in accordance with workplace instructions and legal requirements
Who is responsible for health and safety in your workplace if it is not you, if you are responsible,
make sure you have the right training

How and where to get additional information and advice on health and safety matters

The importance of personal presentation in maintaining health and safety in your workplace
Liaise in advance of beginning work in any establishment that their health and safety policy is
current and find out who is responsible for its implementation

Make sure your own actions reduce risks to health and safety
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FL17 Contribute to safeguarding children, young people and vulnerable adults as a
freelancer in the creative and cultural industries

Unit Summary

This unit is about the role you have in safeguarding children, young people and vulnerable adults
throughout your work. It is necessary to understand your role in establishing an environment that is safe
and supportive and free from any form of abuse. You may provide services for example, educational
workshops for community groups or market your products to children, young people and vulnerable
adults. Thisuniti s derived from Creative & Cultural Ski l
Contribute to safeguarding children, young people and vulnerable adults.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer

or sector specific practices, for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a)
b)
c)

d)
e)

f)
9)
h)
i)
)
k)
1)
m)
n)

0)

p)

Consider whether you need to research and write your own policy about how you safeguard
children, young people and vulnerable adults

Apply for a Criminal Records Bureau (CRB) check if you are working with children and young
people

Ensure that anyone you bring into contact with children or young people through the course of
your work also has a CRB check

Present a positive role model to children, young people and vulnerable adults at all times
Establish and develop a relationship of mutual trust and respect with children, young people and
vulnerable adults people

Communicate with children, young people and vulnerable adults in a way that is appropriate to
their age and stage of development

If appropriate, interact with children, young people and vulnerable adults in an open environment
where others are present

Maintain a safe and appropriate distance from children, young people and vulnerable adults
Avoid physical contact that may be seen as intimate or abusive

Promote positive interaction and help children, young people and vulnerable adults enjoy how
they interact with you and your work

Give children, young people and vulnerable adults constructive and positive feedback

Take action in a way that is sensitive to the age and stage of development of the children, young
people and vulnerable adults

Monitor interactions between other people and children, young people and vulnerable adults
Identify words and behaviour by other people that may be seen as poor practice or abusive
Assess whether any words and behaviour may cause harm or distress to children, young people
and vulnerable adults

Identify and prevent any attempts to visually record children, young people and vulnerable adults
unless you have sought approval or agreement from the organisations or individuals with whom
you are working

Monitor activity conditions and assess their impact on children, young people and vulnerable
adults

Stop activities temporarily if you assess there is an immediate risk to the children, young people
and vulnerable adults

Check that your understanding of the situation is correct and distinguish between fact and opinion
Take appropriate action against people engaging in the poor practice or abusive behaviour
Follow your own individual procedures for reporting poor practice or abusive behaviour
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v) Take appropriate action when you judge that activities or conditions present an unacceptable
level of risk to children, young people and vulnerable adults

w) Advise children, young people and vulnerable adults that information disclosed to you may not be
kept confidential where appropriate

Knowledge and Understanding

You will know and understand:

28

1) Why itis important to safeguard children, young people and vulnerable adults and understand the
impact that abuse can have on their welfare and development

2) Why it is important for you to write your own policy or approach/best practice when working with
children, young or vulnerable adults

3) Basic requirements of relevant legislation covering child protection and their implications for your
role

4) The requirements and procedures of the organisations with whom you are working with in
relation to child protection

5) The principles of the duty of care in relation to children, young people and vulnerable adults

6) The importance of behaving appropriately with children, young people and vulnerable adults in
order to safeguard them, and protect you from possible accusations of abuse

7) How children, young people and vulnerable adults experience activities and interact with other
people

8) Why itis important to present a positive role model to children, young people and vulnerable
adults and what constitutes a positive role model

9) How to develop a relationship of mutual trust and respect with children, young people and
vulnerable adults and why this is important

10) How to communicate with children, young people and vulnerable adults, taking account of their
age and stage of development and why this is important

11) Communication difficulties that some children, young people and vulnerable adults may
experience

12) The impact of body language when communicating with children, young people and vulnerable
adults and how to use body language in a way that is not intimidating

13) Why it is important to promote positive interaction to children, young people and vulnerable adults

14) How to give constructive and positive feedback to children, young people and vulnerable adults

15) Why it is important to be sensitive to the stage of development of the children, young people and
vulnerable adults when taking actions against behaviour

16) Words and behaviour that could represent abuse to children, young people and vulnerable adults

17) The dangers of other people making visual records of children, young people and vulnerable
adults

18) The procedures you should follow when you assess that children, young people and vulnerable
adults are at risk from abuse

19) Reporting procedures within your organisation and externally when you witness abuse or have
concerns about possible abuse

20) Confidentiality issues around the disclosure of sensitive information

21) The importance of privacy policies, Employers Mutual Protection Service EMPS and TPS



FL18 Make sure you protect the environment in your freelance work in creative and
cultural industries

Unit Summary

This unit is about taking responsibility for minimising risks to the environment as a result of your work
activities. It is important for freelancers to self regulate and ensure that their own actions do not negatively
impact the environment as they are without the support of an organisation to protect their reputations and
ensure compliance with any laws. This unit has been derived romENT O’ s St andards for
Safety Unit HSS7 Make sure your own actions within the workplace aim to protect the environment.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a)
b)

c)
d)

e)

f)

9)

i)
)
k)

Identify the risks to the environment arising as a result of your work activities

Identify the people who you should report any environmental practices or seek advice from
Make sure you are up-to-date on environmentally-friendly working practices which are relevant to
your work and work place

Identify any current work practices in your job which could cause harm to the environment
Identify any materials, products or equipment used in any part of your work which could cause
harm to the environment

Report any differences between legal regulations and workplace instructions and the actual use
of materials or products hazardous to the environment

Promptly report to the people responsible for environmental matters in your area the hazards
which present high risks

Minimise risks to the environment arising as a result of workplace activities
Follow the relevant legal requirements and workplace environmental instructions
Within your capability control the environmental hazards

Promptly Report risks to the environment that you are unable to deal with

Foll ow suppliers’, manufacturers
materials, products and equipment

Follow the correct instructions for handling materials and products which can be hazardous to the
environment

Follow the correct instructions for disposing of materials and products which can be hazardous to
the environment

and wor kpl ace

Knowledge and Understanding

You will know and understand:
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1)
2)
3)
4)
5)
6)
7
8)

The legislation relating to environmental matters which affect your workplace

Your responsibilities for the environment as defined by any specific legislation

The particular risks to the environment which may be present in your workplace

How to use resources and materials effectively and efficiently

The importance of remaining alert to the presence of hazards to the environment

The importance of dealing with or promptly reporting, risks to the environment

The substances and processes categorised as hazardous to the environment

Workplace instructions, precautions and procedures, , relating to the control of risks to the
environment
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9) The responsibilities for items (materials/equipment) which can be hazardous to the environment

10) The responsible people to whom to report environmental matters in your area

11) Suppliers, manufacturers, and workplace instructions, for the use of equipment, materials and
products which can be hazardous to the environment

12) Correct handling instructions for materials which can be hazardous to the environment

13) Workplace instructions for handling hazards to the environment which you are unable to deal
with,



FL19 Embrace diversity in your freelance work in creative and cultural industries
Unit Summary

This unit is about ensuring that you identify and anticipate the needs of all relevant groups and individuals
throughout your work. You will be aware of the potential impact of your own attitudes and behaviours on
your work with others and develop ways of combating possible bias and stereotyping. This unit is derived
fromCreative & Cul t urnmdomniukity Arts 9nit CAAS6 Embracing diversity in your
service provision.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators
You will:

a) Identify barriers to involvement in your work, products or services to individuals or to groups

b) Identify possible improvements to products and services, ensuring accessibility throughout

c) Ensure compliance with sector standards and relevant legislation

d) Research any specialists groups or individuals in your target market and identify their needs

e) Deliver products and service provision that is specific to all needs

f) Anticipate and assist in making recommendations for meeting the diverse needs of a group

g) Review, monitor and evaluate projects to ensure the diverse needs of individuals have been met
h) Communicate effectively with diverse groups of people

Knowledge and Understanding

You will know and understand:
1) The reasons for providing high service standards
2) The challenges to inclusion
3) The key features of relevant legislation
4) How to adopt a positive all-inclusive approach towards providing products and services
5) How diversity impacts positively on groups and activities
6) Methods of communicating and engaging with people with identifiable needs
7) Methods of communicating and engaging with people from diverse backgrounds
8) The importance of appropriate evaluation
9) The importance of body language and etiquette
10) How and where to find information and advice on relevant legislation
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FL20 Develop an understanding of copyright law to protect your freelance work in the
creative and cultural industries

Unit Summary

This unit involves developing an understanding of copyright laws, the rules that protect creativity and
innovation. You will need to understand how copyright affects the way you use material created by others,
how to protect your own work from being used by others and the way you can benefit from copyrighting
your work. This unit is derived from Creative & Cultural Skills Standards in Community Arts Unit CA18
Develop an understanding of copyright law.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a) Research how copyright regulations affect the way you use materials that have been authored by
others

b) Identify the difference between exclusive and non exclusive license

c) Explore different ways to obtain clearances and permissions for use of material authored by
others

d) Decide on a policy and procedure for obtaining clearances and permissions for materials created
by others ensuring you abide by copyright law

e) Decide how you will record copyright clearances and contracts, and all related communication

f)  Find out whether the work you want to use is still in copyright or in the public domain and
therefore no longer protected

g) Research how you can protect the copyright of your own work

h) Determine your own policies and procedures for the protection of your work

i) Negotiate copyright ownership of your work as part of a contract when collaborating with others,
or producing work for others

i) Identify where you can obtain further information and advice

k) Identify when you need specialist advice for dealing with materials that are subject to complex or
unusual copyright regulations

Knowledge and Understanding

You will know and understand:
1) Where to find information on the use of material that has copyright protection
2) What the different types of copyright are and what sort of materials they apply to
3) How to set procedures related to copyright clearance
4) The difference between owning a physical work and owning the copyright
5) Accepted rates for copyright fees
6) How being an author is different from being an owner
7) What rights an author has including moral rights
8) The penalties for infringement of copyright
9) How long copyright lasts for your particular area or sector of work
10) Why it is important to document all communications about copyrights
11) Agreements that transfer part or all of a copyright in a protected work
12) How to carry out royalty calculations and percentages
13) How designs, trademarks and patents are different from copyright
14) How confidential information and personal data is protected by law
15) What should be covered in negotiating the terms and conditions of use of copyright materials
16) The importance of protecting work and how copyright encourages creativity
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FL21 Develop an understanding of intellectual properties to protect your freelance work
in creative and cultural industries

Unit Summary

This unit is about your ability to protect and exploit your intellectual property rights and ensure legal use of
material created by others. Thi s unit is derived from BddiaUrdtidt ' s St and
Manage Intellectual Property Rights.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a) Protect any intellectual property rights arising from the work you have produced

b) Secure permission before using intellectual property created by others, showing an awareness
that you may be dealing with rights to individual component assets or with rights to the product as
a whole

c) Assert your own intellectual property rights

d) Develop and agree rights exploitation strategies that optimises revenue

e) Negotiate with others to license your intellectual property to them and maintain accurate written
records of agreements

f) Identify intellectual property suitable for exploitation, establishing alternatives where original
choices prove too difficult or expensive to obtain

g) Negotiate with others to acquire licenses to use their intellectual property and obtain written
agreements

h) Calculate a fair market value for intellectual property rights you wish to license from or to others

i) Liaise with colleagues or external specialists to ensure agreements are within legal and ethical
frameworks and are of commercial value to you

i) Agree the ownership, nature and extent of all rights held in the product with other parties who
have an interest

k) Ensure assets in which you have acquired licenses for use are obtained in an appropriate format

[) Ensure intellectual property is exploited in compliance with legal and statutory obligations

Knowledge and Understanding

You will know and understand:

1) The different types of intellectual property rights and how they can be protected

2) When and how to assert your intellectual property rights

3) The key aspects of UK and international intellectual property law

4) How to research intellectual property rights

5) Where to obtain further information about intellectual property

6) Where to go for information about protecting intellectual property rights in specific jurisdictions
outside the UK

7) When permission is needed to use or exploit material created by others

8) The limits of what you may legally do with material created by others before permission is needed

9) How to identify and contact the owner of any intellectual property rights in material you wish to
use

10) Why it is important to ensure that all aspects of copyright, distribution rights, use of patents, trade
marks or other intellectual property rights, have been resolved before production commences

11) The key differences between UK intellectual property law and that of other countries or regions

12) How to obtain specialist resources and sources of expertise to help you in asserting your
intellectual property rights
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13) The options available to you to counter or remedy breaches of your intellectual property rights
14) Sources of reliable market information for calculating the value of intellectual property rights in
material you wish to use or material you wish to license to others



FL22 Use word processing software according to your needs as a freelancer in creative
and cultural industries

Unit Summary

This unit is about using word processing software to produce professional looking presentations,
documents, reports and letters. It is particularly important for freelancers to be able to use word
processing as they are often without the normal IT support that is available in an organisation or
company. This unit is derived from Creative & Cultural Skills Standards in Cultural Venue Operations Unit
CCS4 Use word processing software.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:
a) Use appropriate techniques to handle, organise, save and retrieve files
b) Link information within the same type of software
c) Import text, tables and images from other packages to a word processed document
d) Use a wide range of editing techniques appropriately
e) Format information in line with your own personal style:
o0 Use tabs to format your document
Insert page breaks in appropriate places
Keep paragraph text together on a page where appropriate
Apply style to words to make them stand out from the rest of the text
Insert headers and footers to your document
Check line, paragraph and page breaks fall in appropriate places
o0 Check that headings, subheadings are used appropriately
f) Use appropriate tools and techniques for creating, editing and formatting professional looking
tables and documents
g) Select, and use appropriate templates for your documents
h) Draft letters, memos and reports as required
i) Use proof reading techniques and spell check to ensure documents look professional
j) Setup and install software on your computer
k) Select appropriate software
[) Print address labels

O O0Oo0OO0OOo

Knowledge and Understanding

You will know and understand:

1) The purpose for which the document is intended

2) The importance of having a consistent personal style

3) How to produce a style guide

4) How to produce documents that communicate information clearly and accurately

5) How to produce professional looking word processing documents for a wide variety of uses that
are well structured, appropriately styled and communicate effectively

6) When to use spell check

7) How to use find and replace

8) How to use headers and footers for essential information

9) When and where to use colour text, add and delete columns; modify column width and row height
and add borders and shading

10) How to set up software on your computer

11) Where to find software
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12) How to use mail merge



FL23 Use presentation software according to your needs as a freelancer in creative and
cultural industries

Unit Summary

This unit is about using software applications to produce presentations through different combinations of
media. You will need to ensure your presentation clearly targets the audience it is intended for. It is
particularly important for freelancers to understand how to use presentation software as they are often
without the normal IT support that is available in an organisation or company. This unit is derived from
Creative & Cultural Skills Standards in Community Arts Unit CA19 Use presentation software.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in cultural heritage, design, visual, literary and performing
arts, advertising, craft or music sectors.

Performance Indicators

You will:
a) Select an appropriate program to use for producing presentations
b) Use file handling techniques appropriate to the software
c) Select appropriate images
d) Enter and edit presentation information accordingly
e) Format slides and presentations
f) Check the content, structure, style and timing of the presentation material
g) Ensure the presentation is in keeping with your personal style
h) Organise and present slides to achieve the required purpose
i) Present slides to meet your audience needs
j) Prepare print out/ hard copy of the presentation for the audience
k) Select appropriate software
I) Set up and install software

Knowledge and Understanding

You will know and understand:

1) Who and what the presentation is for

2) Where it will be used and when it is needed

3) What materials will best communicate information clearly and accurately

4) How to produce presentations for a wide variety of uses

5) How to include still images and other objects using different software

6) How to present electronic slides as a slide show and print speaker notes

7) Techniques for handling, organising and saving files

8) Technigues to combine information such as linking information or adding information from
another types of software

9) Editing techniques including, inserting objects and other resources, resizing images and changing
the position or orientation of other objects

10) How to check text formatting and positioning of images

11) Proof reading techniques

12) Formatting techniques, changing color schemes for slides or using your own design styles

13) How to set up and install software

14) Where to find appropriate software
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FL24 Use spreadsheet software according to your needs as a freelancer in creative and
cultural industries

Unit Summary

This unit is about using spreadsheet software for a variety of tasks in budgeting, producing tables, and
graphs. You will be required to enter and edit spreadsheet data, use functions and formulas and present
information in a clear and appropriate way. It is particularly important for freelancers to understand how to
work with spreadsheets as they are often without the normal IT support available in an organisation or
company. This unit is derived from Creative & Cultural Skills Standards in Cultural Venue Operations Unit
CCS15 Use spreadsheet software.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:
a) Use file handling techniques appropriate to the software
b) Combine information of different types
c) Enter and edit spreadsheet data
d) Format spreadsheets
e) Select and use appropriate functions and formulas
f) Check information
g) Analyse and interpret data
h) Present data
i) Improve your efficiency in working with spreadsheets
i) Select appropriate software
k) Set up and install software

Knowledge and Understanding

You will know and understand:
1) How to produce spreadsheets that communicate information clearly and accurately
2) How to produce spreadsheets for a wide variety of uses
3) How to analyse and interpret data
4) The techniques to handle, organise and save files
5) The techniques to combine, link or add information from another type of software
6) How to insert data into multiple cells at once using absolute and relative cell references
7) How to check page breaks and accuracy
8) How to use appropriate functions and formulas in spreadsheets - mathematical, statistical,
financial and relational
9) How to format spreadsheet cells, charts and pages
10) How to analyse data using a range of techniques
11) How to present information using graphs and charts
12) How to use shortcuts
13) How to set up and install software
14) Where to find, and how to select appropriate software
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FL25 Use database software according to your needs as a freelancer in creative and
cultural industries

Unit Summary

This unit is about using software applications to organise and collate related information by setting up and
modifying databases. It is particularly important for freelancers to understand how to do this work as they
are often without the normal IT support available in an organisation or company. This unit is derived from
Creative & Cultural Skills Standards in Cultural Venue Operations Unit CCS16 Use database software.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:
a) Select a suitable database consider whether excel, access or another solution is the most
suitable for your use
b) Consider how to record your data
c) Enter data into a database
d) Create fields in a database
e) Modify data to meet your requirements
f) Format data and reports
g) Check data in databases
h) Make use of software tools and techniques to improve efficiency of operations
i) Query data using suitable tools and techniques
j) Produce reports
k) Select most appropriate software
I) Set up and install software

Knowledge and Understanding

You will know and understand:
1) What types of information the database has been designed for
2) How to use a form designed for entering data
3) How to find and retrieve information from a database
4) What type of content can be stored within the database
5) How data is structured in a simple database
6) The characteristics of database fields including data type, field name, field size and field format
7) How field characteristics can contribute to data validation
8) Why it is important to maintain data integrity; keeping the data clean and up to date
9) What methods should be used to maintain data integrity in a simple database
10) How to check data and reports using spell check and sorting data
11) Where to find the most appropriate software
12) How to set up and install software

39



FL26 Use e-mail and the internet according to your needs as a freelancer in creative and
cultural industries

Unit Summary

This unit is about sending and receiving e-mails, file attachments, and creating and maintaining groups
and address books as well as searching for information on the internet. It is important that freelancers
know how to use the e-mail and internet because they are usually without the IT support available in an
organisation or company. This unit is derived from Creative & Cultural Skills Standards in Cultural Venue
Operations Unit CCS3 Use email and the internet.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:
a) Send e-mails
b) Receive, reply to and forward e-mails
c) Ensure the tone of the email is as intended
d) Add names to address books
e) Select recipients from address books
f) Set up groups in your email address books
g) Set up email footers in line with your requirements
h) Ensure the email is laid out in a way that it can be easily read and understood
i) Send and open e-mails with attachments
j)  Copy individuals and blind copy individuals
k) Identify if you have received an e-mail containing a virus
I) Run software to get rid of a virus
m) Save attachments in a filing system
n) Delete or file e-mails when you have dealt with them
0) Archive emails
p) Use other resources provided by your e-mail system
g) Use a search engine to find information
r) Make it easy to find this information again through book marking
s) E-mail web pages and web links to others
t) Download files from the internet so useful information can be used again
u) Use image manipulating and processing techniques where necessary

Knowledge and Understanding

You will know and understand:
1) What e-mail messages are
2) How to send, receive and reply to e-mails
3) How to send and receive attachments
4) How to use an address book
5) How to set up groups in address books
6) How to use carbon copies and what this means
7) How to use blind carbon copies and when this should be used
8) Why you may have difficulty in sending and receiving e-mails with attachments
9) What to do about e-mails from unknown users
10) What viruses are and the problems they can cause
11) How using anti-virus software can help to keep risks to a minimum
12) The risks in downloading documents and software
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13) The risks in sharing information such as personal details
14) Where and when to seek advice
15) What laws and guidelines affect the day-to-day use of IT



FL27 Store and retrieve information according to your needs as a freelancer in creative

and cultural industries

Unit Summary

This unit is about collecting, storing, retrieving and updating a variety of information as required and using
a manual or electronic information system. As a freelancer, without the systems support from an

organisation or company it is important that you are able to decide which system of storing information is
most appropriate for your needs and conducted your work in accordance with legal requirements relating

to data protection and confidentiality. Thi s unit i s derived from the
in Business and Administration Unit 105 Store and retrieves information.

Counci

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer

or sector specific practices, for example as an art educator. You will need to develop business, marketing

and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a)
b)

Collect required information

Research legislation for maintaining security and confidentiality
Research different options for storing information

Identify the most appropriate solution for information storage
Determine procedures for storing data and keep to these

Store information accurately

Update information as required

Confirm information for retrieval

Comply with legislation for retrieving information

Locate and retrieve the required information

Seek specialist advice and help if you experience any problems with your chosen information
systems

Keep up to date with sector specific software

Knowledge and Understanding

You will know and understand:
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1)
2)
3)

Why it is important to store and retrieve information effectively and efficiently
The different information systems and their main features

The most suitable system for your needs

Legal requirements covering the security and confidentiality of information

Why it is important to confirm information to be collected, stored and retrieved
The methods you can use to collect required information

The procedures you should follow to retrieve information

The types of problems that occur with information systems and where to get help
Where to find software information



FL28 Obtain and use information according to your needs as a freelancer in creative and
cultural industries

Unit Summary

This unit is about gathering and recording information according to the needs of your work. It is also about
applying analytical skills to relevant data to produce accurate results and conclusions. It is particularly
important for freelancers to conduct research to inform their work because they often have less access to
information about the sector that would be shared as part of working in an organisation. This unit is
derived from Creative & Cultural Skills Standards in Community Arts Unit CA8 Obtain and use research
information.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a) Obtain information using appropriate methods and techniques

b) Select relevant, valid and reliable information for analysis

c) Apply analysis and evaluation techniques which are appropriate to the purpose of the research

d) Collate, record and analyse the information to produce accurate results and conclusions

e) Check the accuracy of the analysis using appropriate techniques and making adjustments where
necessary

f)  Provide information and advice which is complete, summarised accurately and clearly relevant to
the intended purpose

g) Provide information and advice using a style of communication which is appropriate to the ability,
knowledge and understanding of the people receiving information and advice

h) Seek feedback from recipients about information and advice you provide, and use this feedback
to improve ways in which you give information and advice

Knowledge and Understanding

You will know and understand:

1) How to obtain information using appropriate methods and techniques which is sufficiently detailed
for the purpose for which it is to be used

2) How to record and store information

3) How to select relevant, valid and reliable information for analysis

4) How to collate and record the information to produce accurate results and conclusions

5) How to check the accuracy of the analysis using appropriate techniques and make adjustments
where necessary

6) How and why you analyse the information to produce accurate results and conclusions

7) How and why you apply analysis and evaluation techniques appropriate to the purpose of the
research

8) How to provide information which is complete, summarised accurately and clearly relevant to the
intended purpose

9) How and why you provide information and advice using a style of communication which is
appropriate to the ability, knowledge and understanding of the people receiving information and
advice

10) How to seek feedback from recipients about the information and advice you provide

11) How to use feedback to improve the way in which you give information and advice
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FL29 Use office equipment according to your needs as a freelancer in creative and
cultural industries

Unit Summary

This unit is about using a range of office equipment, which could include computers, fax machines,
franking machines, scanners and photocopiers amongst others. It is also about knowing where to source
suitable office equipment for your work and how to set up your office. These activities are vital for a
freelancer who does not have the support available in an organisation or company. This unit is derived
from Council f or dadsninBusiness and Admmistraton URit 1@7Use office
equipment.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a) Research and identify the equipment needed for your work

b) Set a budget for purchasing all equipment required

¢) Purchase equipment required at a reasonable price and within your budget

d) Determine where the equipment should be located

e) Foll ow t he maperatifiganstruaionson hosv to use the equipment

f) Waste as few resources as possible

g) Keep the equipment clean and hygienic

h) Make sure the equipment, resources and work area are kept as they should be, protected, boxed
where necessary

i) Keep equipment readily handy, and easily transportable

i) Use the fax, photocopy machine and any other general office machinery when and where
necessary

Knowledge and Understanding

You will know and understand:
1) The different types of office equipment and what they can be used for
2) Why it is important to follow manufacturers’
3) How to keep waste to a minimum
4) How to keep equipment clean and hygienic
5) Where to find technical help
6) The environmental impact of your work
7) How to recycle equipment and waste most appropriately
8) Why it is important to meet work standards and produce a set quality of work
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FL30 Manage supplier contracts for your freelance work in creative and cultural
industries

Unit Summary

This unit is about selecting contractors or suppliers and monitoring and evaluating their work. This unit is

der i

ved from the Council for Administration’s

contracts.

Standar d.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a)
b)

Identify the work that needs to be done by a contractor or supplier

Write a full brief of the work that needs to be carried out if necessary

Prepare specifications and agree selection criteria for possible contractors or suppliers
Promote invitation to tender to a range of potential contractors or suppliers, if necessary
Evaluate tenders against suitable criteria

Make a selection according to the individual or organisation who most meets your needs
Negotiate contracts ensuring compliance with legislation and regulations

Develop and maintain productive relationships with contractors or suppliers

Check compliance with the contract, taking into account legal, regulatory and your own
requirements

Agree action to rectify non-compliance

Deal with breaches of contract within acceptable timescales

Agree sources of information for evaluation

Gather and analyse information

Identify and reportonc ont r act s’ strengths and areas f

Knowledge and Understanding

You will know and understand:

1)
2)

10)
11)

12)
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Why contracts and other forms of agreement are important

The different types of contracts and agreements and when they are appropriate

The basic legal, regulatory and organisational requirements governing contracts

Why it is important to have clear requirements and specifications for contracts

Why it is important to have objective selection criteria

Why it is important to invite a range of potential contractors to bid for the contract

Which points to consider when evaluating tenders

Why it is important to build productive working relationships with contractors and how to do so
The different methods of monitoring compliance with a contract and how to select a method
appropriate to you, the contractor and the contract

What constitutes a breach of contract and what to do if it occurs

The different types of information sources and types of information you can use to evaluate
contracts

or i mprov

Whyitis i mportant to evaluate and report on contractor



FL31 Purchase goods or services for your freelance work in creative and cultural
industries

Unit Summary

This unit is about sourcing suppliers, identifying potential suppliers and selecting preferred suppliers. This
unit is derived from Creative & Cultural Skills Cultural Venue Operations Standards CCS6 Purchase
goods or services.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a) Specify any new goods and services required and the criteria they have to meet

b) Identify potential suppliers of equipment or material

c) Assess potential suppliers in terms of:
o the range and quality of their equipment or material
o the quality of customer service and support
o the cost of the equipment or material
o the availability of the equipment or material
o the likely viability of the supplier

d) Select a shortlist of preferred suppliers

e) Record, clearly and accurately, all necessary information on suppliers

f) Obtain all necessary information from suppliers on the performance of goods and services in
relation to your specified criteria

g) Decide on the way in which you will evaluate goods and services

h) Assess the goods and services accurately in relation to your specified criteria

i) Provide suppliers with all the information they need to provide quotations and secure quotations
from suppliers

i) Assess quotations accurately in relation to the specified criteria

k) Choose the most suitable quotation for your needs

[) Complete all necessary purchase records

m) Assess the performance of the supplier in relation to the goods and services purchased in relation
to their specification and workplace requirements

n) Carry out any discussions regarding shortfalls in the performance of the goods and services with
the supplier promptly in order to reach agreement on the action to be taken

0) Where you cannot reach agreement with the supplier, refer your dispute to the correct authority

p) Obtain legal advice where necessary

g Use your initiative to make decisions and ensure pu

Knowledge and Understanding
You will know and understand:

1) The principles of contractual agreements with suppliers

2) Legislation on the sale of goods

3) The nature and use of record-keeping systems

4) The prevailing industry pricing for equipment, material and external services
5) Sources of information on suppliers and on their products and services

6) The strengths and weaknesses of potential suppliers

7) Who to provide information to in order to make decisions

8) How to apply negotiation skills
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9) How to undertake the evaluation of goods, services and supplier performance



FL32 Work effectively with other people and organisations to support your freelance
work in creative and cultural industries

Unit Summary

This unit is about developing and maintaining effective working relationships with different individuals and
organisations as part of collaborative ongoing or one-off projects. This unit is derived from Council for
Admini stration’s St andar @25 Workneffestavdlyfwitheopie. ni st rati on Uni t

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators
You will:

a) Welcome opportunities to work with other individuals

b) Explain your work activities clearly to the individuals with whom you are working

c) Identify the role and responsibilities of those you are working with

d Listen carefully to others’

e) Communicate your work clearly, both verbally and in writing

f) Identify your strengths and weaknesses and the strengths and weaknesses of others so that you
can work in a way that makes use of your and others abilities

g) Identify your intentions and expectations and communicate these clearly, identify the intentions
and expectations of others

h) Anticipate problems that might arise when working with others and seek help from your line
manager or from other members of staff where necessary to avert any problems

i) Deliver work on time and to budget where possible

i) Keep those with whom you are working up to date with your progress

k) Seek help when necessary

I) Ask those you have worked with for feedback and use this feedback as part of your self-appraisal

m) Give feedback to others when required about their work

Knowledge and Understanding
You will know and understand:

1) Why itis important to work effectively with other people

2) How to identify opportunities to work with others

3) How working with others can benefit your work

4) The ways in which you can help other individuals and organisations achieve their goals

5) How to identify your strengths and weaknesses and how to identify the strengths and
weaknesses of others

6) How to identify your needs, expectations and intentions and the needs, expectations and
intentions of others

7) How to communicate clearly and why effective communication is important

8) How to adapt your working style in relation to the needs and working styles of others

9) Why it is important to anticipate any problems that might arise when working with others

10) Why it is important to agree work aims, plans and outcomes with those with whom you are
working

11) The types of problems and disagreements that can occur when working with others

12) How to give and receive constructive feedback
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FL33 Seek help and advice to support your freelance work in the creative and cultural
industries

Unit Summary

This unit is about getting the right help and advice to support your work practices or to develop your

products and services — and being able to decide whether the support and advice you receive is up to

date and relevant for your needs. This wunit is derived
Standards Unit YS4 Seek advice and help for your business.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators
You will:

a) Identify your professional requirements and the issues or problems you need to resolve

b) Identify the kind of help and advice you need to develop your work

¢) Identify where you can obtain information, support and advice

d) Identify the range of people and organisations suitable to assist you

e) Select the people and organisation most likely to meet your professional needs

f)  Work out the costs and benefits of getting different forms of help and advice

g) Decide when and how to make contact with those you have identified to help you, setting up
meetings where necessary

h) Consider any advice offered and clarify any points

i) Decide if there is any further support that you need

i) Keep records of the advice and support you have received

k) Consider how well the advice matched your professional requirements

Knowledge and Understanding
You will know and understand:

1) Why itis important to seek help in order to improve your working practice, products or services
2) Why itis important to work effectively with other people

3) How gaining support can inform your work

4) When and where to seek external advice

5) How to implement advice and suggestions

6) The different types of advice and the costs and relevance to you and your work
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FL34 Develop networks to support your freelance work in creative and cultural industries
Unit Summary

This unit is about developing wide-ranging networks to support your current and future freelance work.
For freelancers without organisational support networks are often important in order to provide help and
advice as well as professional development and marketing opportunities. This unit is derived from the
Management Standards Centre's Standards Unit A3 Develop your personal networks.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators
You will:

a) Research networks and networking opportunities in your sector

b) Consider which contacts are appropriate to meet your current and future needs for information,
resources and work

c) Approach individuals or organisations to establish a relationship

d) Determine the most appropriate methods for communicating regularly with individual contacts and
wider networks

e) Develop effective communication tools

f) Consider different relationship development opportunities

g) Develop reciprocal relationships

h) Ensure key members of your networks have an accurate idea of your knowledge, understanding
and skills

i) Identify and communicate the benefits of joining your network

j) Establish boundaries of confidentiality between yourself and members of your personal networks
and where appropriate, develop guidelines for exchanging information and resources

k) Develop your personal networks to reflect your changing interests and needs

I) Ensure you behave in a professional manner and resolve any conflict swiftly

m) Make active use of the information and resources gained through your personal networks

n) Introduce people and organisations who have common interests and objectives

0) Consider the use of social networking sites

p) Consider how you might work with those in your networks on joint projects to develop skills,
knowledge and understanding to aid each others continued professional development

Knowledge and Understanding
You will know and understand:

1) The benefits of networking

2) How to research possible networks to join

3) How to identify people and organisations that can support your work

4) How to establish and maintain mutually beneficial relationships

5) How to clarify your own expectations and the expectations of others

6) How to develop an atmosphere of professionalism and mutual support

7) How to encourage others to share information within the constraints of confidentiality
8) How to identify common goals and distinguish conflicts of interest

9) The importance of stating your own position and objectives

10) Why it is important to consider the impact of your own actions

11) How to reflect regularly on your own experiences and use them to inform future actions

50



FL35 Gain affiliation to sector specific bodies and associations to support your freelance
work in creative and cultural industries

Unit Summary

This unit is about assessing the possible benefits to your services, products or your self employed
business by gaining affiliation or membership to sector specific bodies, groups or associations. It is
particularly important as a freelancer to join sector specific bodies, groups and associations to keep up-to-
date with developments in the field in which you work. You will be required to maintain awareness of the
possible positive and negative impact of association or affiliation. As an affiliate or member you would
also be conscious of your own conduct and consequences if falling outside recommended guidelines.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example, as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries such as cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a) Research and identify sector specific bodies, groups and associations relevant to your products,
services or business

b) Identify clearly within your business plan how affiliation or membership can improve business
development

¢) Include the cost of affiliation or membership within your yearly financial plans

d) Establish the other benefits of the relationship of an affiliation or membership

e) Present clear and accurate information to become an affiliate or member at the appropriate level

f)  Ensure your professional standards are within the guidelines of the sector specific bodies, groups
and associations

g) Compare and assess different sector specific bodies, groups and associations to identify the most
useful for you, your product, services or business

h) Evaluate and understand the implications of not being an affiliate or member

i) Recognise and prioritise continual professional development opportunities offered to affiliates or
members

i) Monitor the membership organisations activities and public statements to assess impact on you
or your products, services or business

k) Assess your own conduct and work against the sector specific bodies, groups and association
recommended guidelines

[) Monitor the impact of affiliation or membership on your work and regularly evaluate whether the
affiliation or membership should continue

m) Identify opportunities to contribute to developing strategies or opinions of the affiliation or
membership where appropriate

n) Clearly establish your own level of commitment and available time or resources to offer the sector
specific bodies, groups and associations

Knowledge and Understanding

You will know and understand:

1) Business, marketing, networking and professional development opportunities that are available
through affiliation or membership

2) Regulatory aspects of affiliation or membership and the possible impact on you or your business

3) Consumer and external understanding of sector specific bodies, groups and associations

4) The level of commitment necessary to maintain or progress affiliation or membership

5) What personal and business support or development opportunities are available to affiliates or
members

6) The full benefits of affiliation or membership
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7) The advantages and disadvantages of affiliation or membership

8) The annual and long term forecast costs to your work or business, and whether you can afford to
join the sector specific bodies, groups and associations

9) The suitability of association short-term and long-term

10) The consequences if you are found to be working outside the recommended guidelines of the
sector specific bodies, groups and associations

11) The length of time required to establish sector specific bodies, groups and associations

12) The notice period and financial and marketing cost if wishing cease affiliation or membership



FL36 Keep up-to-date about the subsector in which you work and the creative and
cultural industries to inform your freelance work

Unit Summary

This unit is about keeping up-to-date with developments in your particular profession and sector to inform

your planning and operations as well as the development of your products or services. This includes

researching what is happening in the wider sector including, for example, the activities of competitors, the
development of new technologies and new innovative making methods. This unit is derived from Creative

& Cul tur al Skill s’ St andards i n Cul t u-doaate witreseaoe
specific knowledge.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example as an art educator. You will need to develop business, marketing

and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

Decide what area of your work you are going to research

Carry out research using a range of different primary and secondary sources

Identify and join membership associations and boards that are important in your area of work
Develop networks, personal and professional contacts to provide a wide range of information,
support and resources about your sector

Ask contacts for information, advice and further contacts that will be of benefit to your work
Identify how new contacts can add value to your products and services

Identify ways to improve the quality of information you get from contacts and networks
Identify trends and opportunities within your professional specialism/s as well as other areas of
your sector that may affect the demands for your products or services

Analyse, monitor and evaluate information

Organise information and knowledge in a way that supports effective planning

Knowledge and Understanding

You will know and understand:
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2)
3)

4)
5)
6)
7

8)

The importance of keeping up to date with your sector

Research techniques

Where to find information and advice about developments that affect your work, specialism and
wider sector

How to consider political, economic, social, technological, legal and environmental factors in the
external environment that may affect your work

How to identify, build and maintain personal contacts and form networks

How to exchange information with your contacts for mutual benefit

How to identify current and emerging trends and developments in your sector internationally,
nationally and locally

The importance of maintaining confidentiality

Operati



FL37 Self-appraise and self-evaluate your work and work processes as a freelancer in
creative and cultural industries

Unit Summary

This unit is about reflecting on and developing your own work and practice. Appraisal and evaluation will
enable you to plan and conduct your own professional development which in turn will enable you to
improve your skills and knowledge in the operational and delivery aspects of your work, as well as the
quality of your artistic output, services or products.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:
a) Set targets to measure your performance
b) Identify benchmarks to monitor your processes, practices and outcomes
¢) Conduct ongoing reviews of your work
d) Regularly monitor processes, practices and the outcome of your work
e) Determine how regularly you should self appraise’
f) Evaluate processes, practices and outcomes including identifying achievements, strengths and
weaknesses
g) Evaluate your knowledge and skills, identifying achievements, strengths and weaknesses
h) Reflect on your interactions with customers, clients and associates
i) Gain feedback from customers, clients and partners to improve your own evaluation
j) Use self appraisal and feedback to solve problems
k) Use self appraisal and feedback to improve practice

Knowledge and Understanding

You will know and understand:
1) How to identify benchmarks for your own performance
2) How to gain feedback from your customers, clients or stakeholders
3) Why reflection on practice and evaluation of personal effectiveness is important
4) How learning through feedback can increase professional knowledge and skills
5) How feedback can enhance and use personal experience to increase confidence and self-esteem
6) Techniques of feedback:
e questioning what, why and how
seeking alternatives
keeping an open mind
viewing from different perspectives
thinking about consequences
testing ideas through comparing and contrasting
asking ‘“what if?’
synthesising ideas
seeking, identifying and resolving problems
7) Self appraisal and feedback and as a tool for contrasting what we say, we do and what we
actually do
8) How to use self appraisal and feedback to challenge existing practice
9) The difficulties that may occur as a result of examining beliefs, values and feelings
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FL38 Manage professional development to support your freelance work in creative and
cultural industries

Unit Summary

This unit is about managing your professional development in order to achieve your personal and
professional goals. You will need to know about and understand details of your personal resources
(particularly knowledge, understanding, skills, experience and time) and self appraise and evaluate the
use of resources to manage your professional development.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a) Determine your short-term and long-term and career aspirations and personal objectives

b) Identify your work objectives

c) Identify your experience, skills, knowledge and understanding - where you are

d) Set short-term and long-term objectives for your development - where you want to go

e) Identify the gap between where you are and where you want to go - researching how others have
reached similar career goals

f) Identify any gaps between the current and future requirement of your work and your current
knowledge, understanding and skills

g) Identify the learning styles which suit the way in which you learn and ensure you take this into
account when identifying and undertaking development activities

h) Seek constructive feedback and advice from customers and clients and use it to help you
maintain and improve your performance

i) Research training and development opportunities

i) Consider opportunities for training offered by membership organisations or associations that
represent your area of work

k) Identify the time and other resources needed to achieve your development objectives

[) Produce a development plan, outlining your learning needs and the activities that you will
undertake to get you where you want to go

m) Review your performance and progress against your plan

n) Evaluate the success of the development activity

Knowledge and Understanding

You will know and understand:

1) The importance of continued professional development

2) How to identify personal goals and relate them to your professional development

3) The career progression opportunities within your sector

4) The objectives of your work and the sector and how these are evolving

5) How to identify any gaps between your current knowledge, understanding and skills and what you
might need for your work

6) Self assessment models and techniques and how to monitor the quality of your work and your
working process against requirements

7) How to produce a development plan and what it should contain including objectives which are
specific, measurable, achievable, realistic and time-bound SMART

8) The range of different learning styles and how to identify those which work best for you

9) The variety of training and development opportunities available in the sector

10) What an effective development plan should contain and the length of time it should cover

11) Work out how to get the help you need and choose the most effective means
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12) Work out the costs and benefits of getting different forms of help and advice

13) How to update professional objectives

14) How to monitor the quality of your work and your progress against requirements and plans
15) How to gain feedback from others and use feedback to improve performance



FL39 Monitor and evaluate your freelance work in creative and cultural industries

Unit Summary

This unit is about monitoring and evaluating your work and deciding what you have achieved against your
planned objectives. You may use your business strategy, marketing and communications, finance and
fundraising plans to see how successful you have been. This unit is derived from Small Firms Enterprise
Developmentini t i ati ve' s Standar ds BDdCary sut arevievs of your busimepsr i s e

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a)
b)

c)
d)
e)

Identify what you have achieved against your objectives

Obtain feedback about your products, services or your working methods from customers, clients,
partners or other individuals with an interest in your work

Consider the problems you have been presented and how you have approached them

Decide how to check your products and services are of the highest quality

Decide how to check your products and services are as effective and beneficial to customers and
clients as possible

Research competitors work to test your work against

Ensure you obtain accurate information to inform the future development of your work
Investigate why your products and service quality varies from what you expected

Keep records to help plan future work

Monitor and evaluate your work at least once a year against your objectives

Knowledge and Understanding

You will know and understand:

Why it is important to set targets

Why it is important to make plans

What can be learnt from assessing

The relevant people to approach for feedback

The value of consulting all appropriate people

How to gain feedback in the form of questionnaires or direct questions

How to analyse your objectives in the short-term (one year), medium-term (two to three years)
and long-term (four years or more) and compare these against the outcomes of your products
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2)
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4)
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7

8)

9)

and services

How to make sense of any differences between the targets you set for your work and the actual

performance

The different evaluation methods that you can use

10) The difference between your own personal needs and the needs and aims of your work
11) Where to find help about evaluation techniques

12) What factors outside your work that may have an impact

— customer demand;

— competition from other businesses;

— the amount of money or backing that is available to the business;
— any laws or regulations that apply to the business;

— getting the tools, equipment, materials and staff you need;

— new developments in technology and materials

— where the business is located; and

un i
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— any environmental issues
13) What information can be used to identify improvements



FL40 Carry out banking and daily finances to support your freelance work in creative and
cultural industries

Unit Summary

This unit covers choosing which financial products meet your needs and organising day-to-day finances
to support your freelancework. Thi s unit is derived from Small Firms En:
Standards Unit MN9 Carry out the banking for your business.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators
You will:

a) Research the different banks, types of accounts, financial products and the services that are
offered

b) Choose a suitable bank account according to your needs

c) Provide the correct documents and information required to open an account

d) Build a relationship with your bank

e) Establish whether professional specialised advice and help is required

f) Determine how you will pay money in, how you will make payments, and how you want to access
account information

g) Record the amount of income received and in what format, whether cash, cheques or credit and
debit card receipts

hy Fi |l in the bank’s forms for payi ng iatareceiptsdrem pt s, (o
the bank

i) Check bank statements for errors or irregularities

j) If you take regular cash deposits to the bank, identify how to improve your personal security

k) Review your bank accounts and how you are operating them

[) Keep up-to-date with the latest financial software for recording and monitoring spending, if
appropriate for your needs

Knowledge and Understanding
You will know and understand:

1) The different banks and different types of banking available

2) The different types of accounts you require

3) What the benefits and disadvantages are of different banks, accounts and services
4) The legal requirements required to open and operate a business account

5) The process by which you deposit money in the bank

6) How to reconcile bank statements with your records to check for errors

7) How to set up and ensure securities using PIN numbers, cheque books and bank cards
8) The importance of keeping up-to-date with financial and technological developments
9) How to select and use appropriate computer software

10) How to maintain accurate and up-to-date financial records

11) How information about income and expenditure should be recorded and stored
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FL41 Set and monitor financial targets for your freelance work in creative and cultural
industries

Unit Summary

This unit is about setting and monitoring financial targets on a weekly or monthly basis so you can plan

your work and evaluate how well you are doing against your targets. This unit is derived from Small Firms
Enterprise Development | nit iegtiseUnd MN2 S& anal mohdor fihesicial n Busi n.
targets for your business.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:
a) Consider the objectives set in your financial and business plans
b) Review previous financial targets and consider where they need to be revised
c) Collect financial information to inform new targets
d) Make sure the financial information you use for forecasting is based on reliable information
e) Produce accurate forecasts for accounting periods and present them appropriately
f) Use forecasts to plan targets for your business, financial strategy and profit
g) Work out income and spending and regularly check their effect on profit targets
h) Identify and investigate variances covering forecasts and actual profits
i) Prepare a financial plan and use it to assess the financial performance of your work
j) Decide whether you need a sales plan to meet your financial targets
k) Decide what financial management information systems to use in your work

Knowledge and Understanding

You will know and understand:

1) The importance of setting financial targets

2) How to set targets

3) What your liabilities are under current laws

4) How to financial forecast profit and loss, cash flow, income, expenses, movements in assets and
liabilities, budgeting and sales

5) The problems likely to affect forecasting; changes on products and ranges, resources and
operating costs

6) How to assess the impact of financial targets on productivity, sales, costs and spending

7) How to measure success incorporating gross and net profit as a percentage of turnover or sales,
or the return on capital used

8) How to find out when income will match spending and break even analysis

9) How to work out the difference between gross and net profit, basic profit and loss statements,
high and low forecasts

10) What the appropriate profit margins are, how to monitor profitability and how often this should be
done

11) How to use contingency planning and ways of avoiding any potential problems

12) When to review your targets
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FL42 Manage budgets for your freelance work in creative and cultural industries
Unit Summary

This unit is about identifying the financial resources you need as well as preparing, negotiating, agreeing
and monitoring budgets against actual income and expenditure. For freelancers working in the creative
and cultural industries there are often small budgets, therefore managing and monitoring the budget in a
resourceful way is particularly important. This unit is derived from Skills of Justice Standards in Youth
Justice Unit HE1 Manage a budget.

As a freelancer you will be proactive in the development of your creative skills, for example, as a designer
or sector specific practices, for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a) Identify the financial resources you need to meet objectives

b) Obtain quotes where possible to price your products or services, estimating where necessary

c) Listthe expected expenditure against predicted income

d) Ensure there is enough contingency within the budget to cover unexpected expenses

e) Maintain accurate and up-to-date financial records of income and expenditure

f) Produce accurate and up-to-date reports presenting them on time and in the required format

g) Ensure the budget and financial performance are approved and reported appropriately to any
external funders’ as required

h) Ensure you work within legal and best practice frameworks for financial governance consulting
charitable law if this applies

i) Obtain further help and advice from specialists where necessary

Knowledge and Understanding

You will know and understand:

1) Why itis important to manage budgets both for projects and for your overall work

2) The legal requirements for managing a budget

3) How to identify the financial resources needed to achieve your aims and objectives

4) How and where to obtain quotes and make estimates of expenditure where required

5) Why it is important to manage financial resources effectively and efficiently

6) The different budget formats and their strengths and weaknesses

7) How to negotiate and agree a budget with others

8) What forms of financial report are needed, how to present them and how to use a budget to
actively monitor and control performance

9) The situations in which you may need to take corrective action and what types of action you could
take

10) How to authorise expenditure and when

11) Full cost recovery method and ACEVO

12) Where to obtain specialist financial support and information
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FL43 Manage cash flow for your freelance work in the creative and cultural industries

Unit Summary

This unit is about being able to predict and control money generated from your work to ensure you have a

healthy cash flow. This includes checking money owed is paid on time and that spending is controlled.
Thisunitisder i ved from Small Firms Enterprise Development |
Enterprise Unit MN4 Manage cash flow in your business and MN5 Get customers to pay on time.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a)
b)
c)
d)
e)
)
a)

h)

Set cash flow targets in line with your financial plan

Produce cash flow forecasts, calculate when cash comes in, where it is from, and how it is used
Calculate your operational expenses, when payments need to be paid, and to whom

Record income and outgoings

Set up a system to ensure customers pay on time

Set terms and conditions for controlling credit and communicate these to customers

Develop a system and process, including paperwork, for keeping debts to a minimum and
encourage customers to pay early

Identify different ways to collect debts consider late payment legislation

Identify any gaps between income and expenditure

Ensure all PAYE information is up to date

Plan the actions that need to be taken to address any shortfall or lack of cash

Calculate the amount of debts owed to you

Assess costs and benefits of debt collection, choosing the most cost efficient way to collect debts
Keep in regular contact with debtors to identify any problems they may have in paying

Assess credit risks in advance for all new accounts

Calculate the effect of debts on your business in terms of costs and cash flow

How to assess risk in relation to volume of business expected from the customer or client

Knowledge and Understanding

You will know and understand:

The importance of managing your cash flow

How to forecast income and spending

How to monitor cash flow

How to choose the most useful timescales for financial forecasts
How to control sources and uses of cash

How the timing of cash receipts and spending affects cash flow
How not meeting agreed targets can affect cash flow

Where and how to access financial advice

When to apply PAYE information

10) How the following laws affect your credit control:

oConsumer Credit Act 1974 (
oLate Payments of Commerci a

for credi
I Debts (

oData Protection Act
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FL44 Keep financial records of your freelance work in creative and cultural industries
Unit Summary

This unit covers researching different systems for recording, monitoring and reporting finances It includes

determining which financial records to keep, how and when to keep them and selecting an accounting

management system relevant to the legal format of your work. This unit is derived from Small Firm

Enterprise Development Initiative’s Standards in Busin
your business.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a) Decide what financial records you need to keep and how and when to keep these

b) Identify the systems and processes you will use to control the money coming into and going out

c) Choose an accounting system that will provide accurate financial statements, provide statutory
returns for reporting to the tax authorities, forecast cash flow, profit and loss and accurately
identify variances

d) Make sure the financial system will produce suitable invoicing and purchasing records

e) Make sure all financial transactions are properly recorded in the appropriate place

f)  Use accounting methods that are relevant to the trading status of your work

g) Make sure that the appropriate people know about the accounting information

h) Decide whether a financial adviser is required

i) Decide what specialised advice needs to be sought, establish when and why

j) Source a reputable specialist advice

Knowledge and Understanding

You will know and understand:

1) The importance of keeping financial records

2) The financial records needed for sales and purchases

3) The financial records which should be kept about your work

4) How to record financial transactions

5) The different accounting systems

6) How to choose manual and computer based accounting systems using ledgers, journals,
budgets, invoicing, receipts, payments, accounting periods, financial year and tax year reports

7) Which financial statements and statutory returns are relevant to your work in terms of your trading
status, profit and loss and balance sheets, old debts, account journals or tax returns

8) How to choose and use different accounting periods and financial years

9) How to use financial records and reports for monitoring the financial state of your business

10) How to prepare and use cash flow forecast, profit and loss statements, spreadsheets, balance
sheets, and what they should contain

11) Why you need financial information for control and management, managing cash coming in and
going out (cash flow management), and monitoring activities and charges made by the bank
(bank monitoring)

12) How to relate cash flow, profit and loss and balance sheets to each other

13) What financial measures and forecasts are needed for your work

14) What information on financial record keeping is available and from which organisations

15) Why it is important to use and obtain specialist financial advice when necessary
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FL45 Obtain finance from loans and investments to support your freelance work in
creative and cultural industries

Unit Summary

This unit is about identifying how much, when and why you need extra finance for your work, establishing

where you can get funding, finding out the costs and benefits of different types of finance and setting

targets for reaching agreements with funders. You may need extra finance to develop new products or

services to get through a difficult time or to enable you to conduct marketing so that your products or

services become profitable. You must ensure any advice you are given comes from an appropriately

qualified and independent source. This unit is derived fromtheCounci | f or Admini strati on:¢
Get The Most From Money Unit G3 Get finance for the business.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators
You will:

a) Decide how much extra finance you need using bank statements, cash flow and budget forecast
information as well as any other previous financial agreements

b) Research and identify the types of finance available from different sources

c) lIdentify the costs and benefits of each type of finance

d) Assess any risks to your work in getting finance

e) Include tax and capital allowances in your calculations

f) Identify any developments in the financial market that may affect your calculations

g) Choose the most appropriate types of finance to meet your needs

h) Decide how you will choose the provider for the finance you need; whether it will come from an
individual or from a bank loan

i) Gather information about the cost of borrowing and use it to assess the costs and benefits offered
by each possible provider

j) Identify the most appropriate provider for each of your financial needs

k) Decide the targets and limits that you can accept

[) Present the financial needs of the business to potential providers in a way that they can
understand

m) Accurately assess the costs and benefits of getting and servicing the finance on your work

n) Make sure that your plans for the finance can be met within the agreed timescale

0) Confirm the terms and conditions of the finance in writing

p) Check that the contracts for the finance are drawn up in line with legal requirements

g) Keep in regular contact with your funder

r) Check that you can make repayments

s) Assess how effectively the finance meets you needs

Knowledge and Understanding
You will know and understand:

1) What your financial needs are

2) What providers of finance are available

3) Where to receive the best interest rates and how to keep costs and borrowing charges down

4) How and what should be recorded

5) How to make investments, pay for insurance and make sure that you have enough assets to
meet the terms of the finance
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6) How to identify different types of financial help

7) How to work out the costs and benefits of different kinds of finance

8) The likely risks to your freelance work

9) How to assess your financial state as a self-employed individual considering profit, cash flow,
current assets and liabilities

10) How to plan for risks that you might not be able to repay including loans and any other debts

11) Where to access information on current and potential tax

12) What the main indicators of the financial markets are

13) Who can provide financial advice

14) What financial support is available

15) What sources of free and paid-for information are available

16) Why it is important to seek expert legal and financial advice before signing
contracts



FL46 Develop a fundraising strategy for your freelance work in creative and cultural
industries

Unit Summary

This unit is about identifying fundraising objectives, establishing targets, planning activities, and allocating

resources to support your work and contribute to achieving your financial and operational objectives. This

unit is derived from the UK Workforce Standard’'s F19
plan.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a) Define fundraising objectives; the amount that you want to raise and what you want to fund and
ensure this is integrated into your business strategy or financial plan

b) Consider different fundraising strategies, the strengths, weaknesses, opportunities and threats of
each strategy, choosing the most appropriate to meet your objectives

¢) ldentify fundraising activities ensuring consistency with your products or services positioning,
branding, marketing and communication strategies

d) Plan when the fundraising activities will be carried out and what resources will be required setting
out clear actions and milestones

e) Co-ordinate the implementation of the plan with stakeholders where necessary

f) Research past and prospective funders, how and what they have previously funded developing a
database

g) Employ a specialist researcher if required with the appropriate skills

h) Ensure systems are in place to monitor the flow of funds and resources

i) Ensure the progress of the fundraising activities are monitored and reviewed against agreed
targets and that contingency plans are implemented where discrepancies emerge

i) Consider the impact that external events may have on your fundraising plan and develop your
strategy to accommodate changes in the external political, economic, social and technological
landscape

k) Ensure that the learning gained during the implementation of the fundraising plan can be used to
improve future funding

[) Consult with individuals and other organisation on fundraising activities

Knowledge and Understanding

You will know and understand:

1) The aims, ethics, culture, past history and mission of your work, the impact of your work and the
case for support

2) The fundraising market(s) in which you operate

3) Models of individual and organisational giving behaviour

4) The impact of legislation, regulation and codes of practice on fundraising activity

5) Where to seek information

6) The fundraising markets in which you operate; the ways in which other similar individuals or
organisations' fundraise

7) How to research and keep abreast of fundraising opportunities

8) Key fundraising/marketing strategies such as overall direction, segmentation, positioning,
branding and nonprofit portfolio management

9) How to write a clear and comprehensive integrated fundraising plan

10) The importance of short-term and long-term planning
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11) How to identify risks in relation to the achievement of objectives

12) The different methods available to raise funds and resources, their advantages and
disadvantages and the relative performance of each

13) Your actual and potential supporter base and their needs and expectations

14) How to develop a case for support identifying benefits of support

15) How the actions and policies of other agencies and external forces may impact on the fundraising
for which you are responsible and the strategic options available

16) How to monitor fundraising progress and ensure that plans conform to strategic goals



FL47 Conduct fundraising for your freelance work in creative and cultural industries
Unit Summary

This unit is about conducting fundraising activities to support freelance work and includes activities such
as researching prospective funders, writing proposals and developing relationships with current and
prospective funders.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators
You will:

a) Consult the fundraising strategy

b) Obtain advice from others about where best to concentrate fundraising activities

c) Research current and previous funders keeping records outlining how much funding they gave,
when and what the funding was for

d) Research prospects, individuals, trusts and foundations, corporate sponsors and current funding
policies and criteria if required

e) Determine the type of fundraising you are going to conduct and why

f) Identify suitable prospective funders and plan a schedule of approaches

g) Maintain relationships with current funders through regular contact

h) Maintain a donor or prospect database with details of all correspondence

i) Identify how much you will ask for from a prospective new funder

i) Write a proposal and develop a case for support by describing your mission, values and strengths
and the work you want to get funded

k) Identify and communicate the benefits to the prospective funder of funding you, your work or
project

I) Make approaches to prospective funders organising meetings, events and mailings where
necessary

m) Develop your proposal writing skills

n) Develop your telephone skills

0) Develop presentation and negotiating skills

p) Develop your face to face negotiating skills

gq) Seek specialist help and advice when necessary

Knowledge and Understanding
You will know and understand:

1) The importance of fundraising to your work and how to set fundraising objectives

2) How to plan your fundraising activities

3) The different types of fundraising

4) How and where to research information about prospective funders

5) How to develop and prioritise a prospects list and maintain a database

6) How to develop relationships with trusts, corporates and individuals

7) How to shape proposals that are individually tailored to the interests of individuals, donors, trusts,
foundations and corporations and grants

8) How to present your work effectively

9) How to get further specialist fundraising help and advice
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FL48 Write bids and make tenders for your freelance work in the creative and cultural
industries

Unit Summary

This unit is about preparing bids or tenders for prospective work and matching your products and services

t o

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing

the customer or client s contract,

specifications al
must bid for large contracts against competitors. This unit is based on Small Firms Enterprise
Devel opment I nitiative's Standards 1in

Busi

ness

and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

Identify an opportunity to make a bid or tender using appropriate networks and sources of

information from your sector

Research customer or client requirements

Obtain details of the bid or tender

Research similar bids or tenders

Obtain relevant paperwork and complete appropriately

Develop a case for your work, distinguishing what you do from possible competitors

Develop products or services to meet the bid or tender requirements
Develop your bid writing skills; writing clearly and persuasively
Consider the audiences specified as part of the bid

Where possible find out who will be reviewing the bids or tenders
Identify the products or services which match customer or clients needs

Ensure your suggested products or services meet all the specifications from the bid or tender

Prepare a timeline for activities and a budget of costs

Determine the amount to charge for your products or services within the bid or tender

specifications

Ensure quotations supplied to customers or clients are competitive
Write and design your bid or tender

Send your bid or tender in time and submit in the format required
Present your bid if necessary

Keep a copy, and file the bid and tender

Make sure all bids or tenders are treated in confidence

Make sure proposals and tenders are stored securely

Knowledge and Understanding

You will know and understand:
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1)
2)
3)
4)
5)
6)
7
8)
9)

How and where to research possible bid and tender opportunities

Where to get further information about the bid or tender

How to fill out necessary paperwork related to the bid or tender

The purpose of and difference between proposals and tenders

How to write and design your bid or tender

How to tailor your products and services to meet the need of the bid or tender
The customer or client requirements

How to plan the time that it will take for you to do the work

How to make sure quotations are competitive

Enterpr
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10) How to consult the relevant people in the bidding or tendering process



FL49 Make deals and negotiate agreements for freelance work in creative and cultural
industries

Unit Summary

This unit is about making deals to expand your freelance work or take it in new directions working with
new customers and clients. This includes negotiating details of your agreement to make the most of your

work and your relationships. This unit is derived from
Business Enterprise Standard’ s sEf@BardMake deals to take
As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.
Performance Indicators
You will:
a) Determine what you want to achieve and how you hope to achieve it
b) Identify what other people want and how they expect to achieve it
c) Develop a strong case or proposal to meet your own and customers needs
d) Identify the areas of work which you are willing to negotiate on
e) Consider the areas of your work, time and budget that are immovable
f) Determine how the outcome of the deal will affect your work at each stage of negotiations
g) Identify the risks involved in the deal for your work
h) Explain the features of the deal and the benefits to the other person or organisation
i) Find innovative solutions to problems
j)  Sign off deals through written agreements
Knowledge and Understanding
You will know and understand:
1) How the deal or agreement will affect your work in the short-term and long-term
2) What you want to achieve from a deal or agreement and how much variation you can accept
3) What your own costs to deliver the deal or agreement will be, including your margins and break-
even point
4) The other person or organisation’s perspecani ve, wha
add value

5) Why itis important to remain aware of the effects of the deal or agreement on the other person or
their organisation

6) How to listen to what the other person is really saying

7) How to build rapport, empathy and long-lasting relationships

8) How your behaviour will be perceived by the other person or organisation

9) How behaving ethically will make people want to deal or agreement with you in the future

10) Why it can be easier to negotiate on areas other than the bottom line

11) Why it is important not to get emotional or personal about a deal

12) How to recalculate and present an offer in a different way

13) What you can negotiate on

14)When to stop negotiating so you don’t jeopardise th

15) How to close a deal or agreement

16) How to record the outcome of the deal so it is clear to all parties and legally sound

71



FL50 Subcontract and outsource your freelance work in creative and cultural industries

Unit Summary

This unit is about making sure that you get the kind of services or supplies you need from another

company or individual to support your freelance work. You may need to contract a consultant to do part of

your work for example, someone whom might do the work quickly or more cheaply than you. You may

also need a specialist to do something you are unable to do for example, an IT or accounting consultant.

This wunit is derived from Small Firms Enterprise Devel
Enterprise Unit OP4 Sub-contract work for your business.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators
You will:

a) Identify when you need to employ someone to obtain specialist skills

b) Research suitable individuals or organisations

c) Make sure you communicate clearly and regularly with the sub-contractor

d) Make sure that both you and the sub-contractor understand what will be delivered by them and
on what terms

e) Agree contracts for the services and supplies

f)  Confirm with the sub-contractor how you will check that their performance meets your
requirements

g) Make sure requests to vary the terms of the contract are reasonable, justified by the facts and
recorded

h) Agree any alterations with the contractor and inform them of the implications

i) Deal with failures to meet contracts

j) ldentify and record the reasons for any failures to meet requirements

k) Resolve any failures, record how they have been resolved and inform contractors

I) Negotiate with suppliers to improve future contracts

m) Arrange for payment to be made in line with contract performance and record the reasons for any
payment that differs from the terms of the original contract

n) Keep relevant people informed about requirements, the details of the contract between your
business and the contractor, any failures to meet requirements and any changes to arrangements
with contractors

0) Seek legal advice where necessary

Knowledge and Understanding
You will know and understand:

1) What the agreed terms and conditions are for each contract

2) What the standards of performance in service or supply are for each contract

3) How to assess whether contract performance meets your requirements

4) What systems there are for recording variations in performance and agreed corrective actions

5) How to identify causes of failure to meet required performance and make sure they are not
repeated

6) How to resolve failure to meet requirements

7) How to get advice about seeking redress for unsatisfactory performance, including taking legal
action

8) What the legal requirements are for contracted services

9) How to communicate clearly with sub-contractors and other relevant people
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FL51 Export your freelance products or services abroad in creative and cultural
industries

Unit Summary

This unit is about exploring international markets for your products or services to increase sales of your

products or services or to promote your products or services to new customers or clients and in new

markets. This wunit is derived from Small Firms Enterpr]
Development Unit BDB3 Export markets abroad.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators
You will:

a) Research information on markets abroad

b) Research other individuals or organisations who have exported similar products or services

c) Consult people who have been involved in exporting successfully

d) Identify the export market segments that fit your products or services

e) Identify overseas customer needs

f) Identify your specific intended market

g) Review your products or services and decide if they need changing for sale abroad

h) Identify opportunities to create new products and services for export

i) Identify the costs, benefits and risks of trading abroad and get more information if necessary

j) Set targets for trading abroad and match these to the targets you have set for your work

k) Develop an action plan for overseas trading determining all strengths and weaknesses

[) Calculate what resources you will need to trade overseas

m) Decide if you have enough resources or if you will need to seek extra funding

n) Identify the paperwork that will be needed in this country and abroad

0) Set up the information and administration methods you will plan to use

p) Ensure all individuals involved know and understand what is expected of them

g) Ensure that your strategy will produce a suitable return on your investment

r) Decide the terms and conditions for selling your products or services and make sure that you
meet t he b udsiandel®sanyslocal lawes and regulations

s) Assess the risks of dealing with overseas customers and take action to keep risks down

t) Identify the areas of greatest risk and make sure that you have enough resources to deal with any
problems that arise

u) Keep others informed about progress and changes to plans

v) Decide how you will check your progress against your planned actions

w) Regularly monitor the progress of your overseas investments to make sure targets are met and
problems don’t get out of hand

X) Seek advice from suitable specialised sources surrounding this country

Knowledge and Understanding
You will know and understand:
1) The benefits of export
2) Where you can find out about the overseas market
3) How the overseas market for your products and services is divided up or segmented
4) How long it will take to get the export plan up and running and how these timescales can differ in

different types of overseas markets
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5)
6)
7

8)
9)

Why market segmentation is important

How to identify the needs of overseas customers or clients

What your export targets are; the amount of export sales you aim to achieve and what the profit
margin target is

The importance of identifying new opportunities

What resources you will need

10) How to estimate the cost of products and services in each country

11) How to calculate and guarantee a suitable return on your investment

12) How to prepare for changes between the value of the pound and the trading currencies
13) What export paperwork is needed

14) What information and administration methods to use and their costs and benefits

15) How to decide terms and conditions for the export of products or services

16) How to assess the risks of different types of customers or clients

17) What the usual payment and delivery methods are for exports

18) What effect different time zones will have on running the business

19) What you should include in an export plan

20) How you implement and launch your products or services overseas

21) What may affect your products or services in your chosen overseas market

22) Why it is important to review the export plan and make changes where and when required



FL52 Recruit and retain customers or clients for your freelance work in creative and
cultural industries

Unit Summary

This unit is about exploring your customer or client motivation and being innovative in the development

and marketing of your products and services to retain and attract new customers or clients. This unit is

derived from Small Firm Enterprise DevelopmeBER2 | nitiat)
Win and keep customers.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Criteria
You will:

a) Establish customer or client needs

b) Research the marketplace and your competitors

c) Identify your unique selling points exploring why your customers or clients choose you above
competitors

d) Build a marketing strategy and undertake marketing activities

e) Communicate information about your products or services clearly and in your customers or clients
preferred method

f)  Use social networking sites which allow you to show videos or images of your work

g) Monitor customers or clients changing needs and assess future requirements

h) Identify a support structure for customers or clients

i)  Conduct effective customer relations expressing customer or clients importance to you

j) Contact customers or clients regularly

k) Build positive working relationships

I) Identify your most valuable customers or clients

m) Concentrate on meeting the needs of your most valued customers or clients

n) Advertise your services, your successes and new developments

0) Respond to all enquiries in a timely manner

p) Provide products or services to agreed timescales and quality standards

g) Analyse recruitment and retention rates

r) Encourage customer and client feedback on your products and services

s) Assess feedback rigorously, act upon it and communicate that action

t) Strive to improve the products and service you provide

Knowledge and Understanding
You will know and understand:

1) Why itis important to build positive working relationships with customers and clients

2) What is meant by a customer or client and who they are

3) How you can improve the customer or clients experience

4) What information will help you tailor your services to meet the market needs

5) Where to find information about your customers or clients and the marketplace

6) How to adapt to a changing economy and markets and where your work fits into this

7) Key information about your competitors

8) How to develop a vision of your work and determine which products and services you uniquely
provide

9) How to communicate information clearly and persuasively
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10) How to analyse recruitment or retention rates and reasons
11) What feedback to get from customers or clients and the most effective ways of gathering it
12) How to communicate to customers or clients your implementation of their feedback



FL53 Understand what the customer or client wants and negotiate a brief for your
freelance work in creative and cultural industries

Unit Summary

This unit is about identifying what your customer or clients in terms of products or services. It also

includes deciding on the resources, finances and the time it will take to deliver what the customer or client

wants and negotiating a budget or fee for your work. This unit is derived from Small Firms Enterprise
Development I nitiative's Standards in Business Enterpr.
your business.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a) Research competitors prices and the current market demand for your products or services

b) Research your customers or clients behaviour to anticipate their needs

c) Determine a price point for your product or service according to the quality of your product or
service and the market at which you are aiming

d) Identify the resources you need to meet what your client or customer wants considering the cost
of making your product or the time it will take to provide your services

e) Communicate the details of your products and services to customers or clients

f)  Find out which of your products or services might be of interest to them and if appropriate
develop a presentation or a proposal

g) If the customer or clients commits to buying a product or contracting a service prepare a detailed
schedule of work

h) Provide a written quotation

i) Plan, negotiate and agree a draft budget

j) Plan and agree a draft timeline for the work

k) Make suggestions when negotiating based on the current climate of the industry

[) Assess any risks to your work and communicate these to manage expectations

m) Provide a contract, agreement or written evidence outlining what was agreed and encourage the
customer or client or make amendments where necessary

n) Control budget performance throughout the work

0) Meet your customer or clients deadlines

p) Take any corrective action to ensure you meet your customers and clients needs

g) Record transactions and produce a detailed budget when required

r) Receive the payment and check everything is correct

s) Process the payment correctly

t) Store the payment securely

u) Evaluate where you met your customer or client needs and ask for feedback about your work

Knowledge and Understanding
You will know and understand:

1) Why itis important to anticipate customer or client need

2) Why it is important to communicate details of your products or services

3) The type and range of customers and clients in your field of work

4) How to present your work and sell your products or services

5) How to identify the resources needed to achieve what your client or customer wants, estimating
costs for your services and products and why this is important
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6) Why it is important to justify estimated costs

7) How to negotiate prices for your products or services, timescales and materials with customers or
clients

8) The importance of providing a written quotation

9) How to develop a letter of agreement or contract

10) Where to get further advice on agreements and contracts

11) How to manage financial resources effectively and efficiently

12) The different types of budgetary systems and their features

13) How to monitor, control and record income and expenditure

14) The situations in which you may need to take corrective action

15) Why it is important to report budget information to customers or clients

16) The importance of checking the payment you have received

17) How to process payments

18) How to store payments securely

19) Why it is important to communicate clearly how your products or services can meet the needs of
customers or clients



FL54 Deliver a good service to your customers or clients as a freelancer in creative and
cultural industries

Unit Summary

This unit is about delivering a high quality service to customers, clients or audiences and to do this you

must know what a good service is, how to provide a good service consistently as well as how to monitor

customer or client needs and respond effectively to these needs. This unit is derived from Small Firms
Enterprise Development I nitiativeWBl2Bdivermdamdstrsiceion Busi n.
customers.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicator
You will:

a) Identify what your customers or clients consider as a high quality service

b) Establish a best practice service or policy for your work

c) Use clear communication both in writing and verbally

d) Keep your customers or clients fully informed when there are any changes to your products or
services

e) Ensure that you have regular contact with your customer or clients through their preferred method
of communication

f) Keep customer details and research any data protection issues

g) Provide products or services to agreed timescales and quality standards

h) Regularly check that customers or clients are satisfied with your work

i) Identifying opportunities for improvement on all areas of your work

i) Identify if there are any further products or services you can offer

k) Respond to problems or complaints quickly and effectively

[) Identify and deal with repeated problems before they begin to affect your customers or clients

m) Negotiate and agree solutions to problems that have arisen and inform customers or clients and
of actions to be taken

n) Ensure solutions to problems and complaints satisfy customer or clients

0) Give clear reasons to your customers or clients when problems have not been resolved to their
satisfaction and suggest alternatives

p) Develop customer feedback opportunities

q) Evaluate feedback to inform and improve your products or service

Knowledge and Understanding
You will know and understand:

1) The importance of customer care to your work

2) What your customers and clients rights are and how these rights limit what you are able to do for
them

3) Your own legal position, rights and responsibilities

4) The types of quality standards that are appropriate to your work

5) How to set and meet timescales and quality standards with customer or clients

6) How to communicate in a clear, polite, confident way and why this is important

7) How to collect data about your customers or clients

8) How to take action if anything is going wrong
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9) How and when to check on your work processes, products and services to make sure you are
dealing with customers and clients in a suitable way

10) How and when to let your customers or clients know about the changes you are making

11) How to prepare for changes to your products or service and assess the business case for making
changes

12) How to develop your work according to customer or client feedback

13) How your service improvements affect the balance between overall client satisfaction and the
costs of your business

14) How to manage conflict situations

15) How to collect, analyse and present customer and client feedback

16) The details of any contractual agreements that your customers or clients have with your business



FL55 Manage and evaluate customer or client relations for your freelance work in
creative and cultural industries

Unit Summary

This unit is about understanding and anticipating customer or client needs ensuring successful delivery of
your work according to those needs. It is also about establishing and developing a two way exchange to
communicate your business developments effectively.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators
You will:

a) Build positive working relationships with customers or clients

b) Establish a communications strategy to deliver key messages to customers or clients in their
preferred medium

c) Create a customer or client management system to collect and store information

d) Identify and confirm customer or client needs

e) Agree timescales and quality standards with customer or clients and procedures should these not
be achieved

f) Provide services to agreed timescales and quality standards

g) Create assessment provision to check needs and expectations are being met

h) Resolve or refer complaints in a professional manner and to a given timescale

i) Obtain and record customer or client feedback

i) Analyse and evaluate feedback and communicate action

k) Assess projects to strengthen future services and provide measurable achievement

I) Generate future work using feedback from established relationships

m) Strive to improve customer or client relationships based on feedback

Knowledge and Understanding
You will know and understand:

1) What is requested by a customer or client and who your customer or clients are

2) Why itis important to have a communications strategy and how to create one

3) What types of client management systems are available and which is most client appropriate

4) Why effective and efficient client relationship management is important

5) How to build positive working relationships with customer or clients

6) Why it is important to identify and confirm customer or clients

7) The types of quality standards that are appropriate to your responsibilities

8) How to set and meet timescales and quality standards with customer or clients

9) How and when to check on work activities to make sure you are dealing with customer or clients
correctly

10) The types of problems that customers or clients may experience and how to solve them

11) The complaints procedures you should follow and when

12) The techniques for collecting and analysing customer or client feedback

13) Why continuous improvement is important
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FL56 Respond to complaints about your freelance work in creative and cultural
industries

Unit Summary

This unit is about how to deal with customer or client concerns and complaints. Some customers may be
dissatisfied with the service and may present a problem. Your job is to recognise that there is a problem
and make sure you can deal with it. This unit is derived from the Institute of Customer Service 2007
Customer Care Standards Unit 6 Recognise and deal with customer queries, requests and problems.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators
You will:

Recognise and deal with customer queries and requests
a) Deal with queries and requests from customers or clients in a positive and professional way
b) Seek information or help if you cannot answer your customers or clients query or request
c) Obtain help if you are not able to deal with your customers or clients request
d) Always tell your customer or client what is happening
Recognise and deal with customer problems
e) Recognise when something is a problem from the customer or clients point of view
f) Do not say or do anything which may make the problem worse
g) Deal with a difficult customer or client calmly and confidently
h) Check that the customer or client knows what is happening

Knowledge and Understanding
You will know and understand:

1) Limits of what you are allowed to do

2) What professional behaviour is

3) How to speak to people who are dissatisfied

4) How to deal with difficult people

5) What customers or clients normally expect

6) How to recognise a problem from what a customer or clients says or does

7) What kinds of behaviours/actions would make situations worse

8) How to establish procedures to follow when you deal with problems or complaints
9) Understand the types of behaviour that makes a problem worse
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FL57 Present a positive image of yourself and your freelance work in creative and
cultural industries

Unit Summary

This unit is about communicating and working effectively with a wide range of people. This maybe as part

of a meeting, seminar, conference or similar event to promote your work, gain contacts, develop wider

networks or to sell your services and products. This unitis derivedf r om Cr eati ve & Cul tur al
Standards in Community Arts Unit CCS13 Present a positive image of yourself and your organisation

through effective communication.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators
You will:

a) Identify what you want people to know about your work

b) Prepare yourself correctly for the event, seeking advice from other people when necessary

c) Research information relevant to the meeting or event you will be attending

d) Identify and extract the main points you need from material in order to communicate it to others

e) Attend the event promptly, liaising with other people as required

f)  Fulfill your responsibilities for the event co-operatively and correctly

g) Give other people the information they need when they need it

h) Contribute to, and allow others to contribute to, discussions

i) Communicate clearly in writing, and verbally providing information to other people clearly and
accurately

i) Actively listen to what other people are trying to communicate, asking questions when necessary

k) Ensure your appearance, behaviour and what you say reflects the standards you have set for
yourself

[) Establish good working relationships with other people

m) When working with others, identify and agree who is responsible for what

n) When working with others, identify and agree how you will deal with any problems

0) When necessary, follow procedures for health and safety, safeguarding children and vulnerable
people

p) Take responsibility for your own actions ensuring you deliver on time and to budget what is
expected of you

g) Handle sensitive issues carefully

rN Deal effectively with other people

s feedback about
Knowledge and Understanding
You will know and understand:

1) Why itis important to communicate effectively with others

2) Why itis important to develop active listening skills and what this means

3) Why it is important to present a positive image of yourself and your work

4) The types of events you will be called upon to attend and the role(s) that you may carry out at
such events

5) The importance of preparing yourself properly for events and how to do so

6) How to make sure your appearance, behaviour and what you have to say reflects these
standards

7) Who you should liaise with and seek advice from to improve your presentation skills
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8) How to identify and extract the main points you need from research or other materials

9) Why you should always ask questions when there are things you are unsure about

10) What types of information other people need from you and how to give them this information in a
way that meets their needs

11) How to communicate accurately and clearly and why this is important

12) How to organise your ideas so that you can make effective contributions to discussions

13) Why you should always give other people the opportunity to contribute their ideas and why it is
important to take account of their ideas

14) The importance of building and maintaining good working relationships with all stakeholders and
partners

15) The types of problems that may occur when you are working with others and how to anticipate
problems

16) Why it is important to agree objectives and ways of working with those with whom you work

17) Why it is important to identify and agree who is responsible for specific tasks

18) Why it is important to take responsibility for your own actions

19) The types of conflict that may happen with others and how to deal with them

20) The importance of identifying how you can improve the way you work with others

2)How t o deal with people’s feedback effectively

22) The types of sensitive issues that you may encounter at events and how to deal with these



FL58 Make presentations about your freelance work in creative and cultural industries
Unit Summary

This unit is about research and planning a presentation as well as delivering it in front of an audience and
evaluating its effectiveness. It is important to understand the technical equipment that may be required for
you to give your presentation and know how to use it. It is important as a freelancer to make
presentations about your work to generate new customers, clients or audiences to sell your work,
fundraise or obtain a loan or grant. This unit is derived from the Small Firms Enterprise Development

| ni t i aandandsirsBusin8ss Enterprise Unit WB10 Make presentations about your business.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:
a) Determine the purpose, content, style and timing of the presentation
b) Identify the audience and their requirements, needs or expectations
c) Research and plan the presentation choosing the most appropriate medium for delivery
d) Identify the information that you want to include
e) Write and design the presentation to achieve its purpose with images where necessary
f) Research any aspects of your presentation that requires further knowledge
g) Practice and time the presentation
h) Produce any additional materials for the presentation that may be required
i) Check on your equipment and resources before the presentation
j) Circulate presentation handouts and materials
k) Address the audience and make the presentation summarising your key points
I) Provide the audience with the opportunity to ask questions
m Respond to questions in a way that meets the
n) Find ways to encourage your audience to agree with, approve or accept what you are proposing
0) Make sure that any oral agreements are clearly understood by all parties and followed up in
writing
p) Collect feedback on the presentation if possible
g) Evaluate the presentation and identify improvements for next time

Knowledge and Understanding

You will know and understand:
1) The purpose of your presentation
2) Different ways of making presentations and their features
3) The resources available to you
4) How to prepare presentations so that they are attractive and informative
5) How to identify the information that is required by different audiences
6) How to tailor a presentation appropriately to the audience
7) How to source and acquire all the content needed for the presentation
8) How to establish a rapport with your audience
9) The techniques that can be used to influence people
10) Why it is important to practice presentations and how to do so
11) The types of equipment used for presentations and why it is important to check these in advance
12) Why it is important to speak clearly and convey the main points of a presentation
13) Why it is important to summarise your points
14) How handouts can complement presentations
15) Why it is important to give opportunities to the audience to ask questions
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16) Why it is important to get feedback

17) How to respond constructively to any objections or criticism about your presentation or work
18) How to negotiate and the different negotiation skills and techniques that you can use

19) The terms and conditions of work that you would be prepared to accept



FL59 Undertake market research for your freelance work in creative and cultural
industries

Unit Summary

This unit is about identifying the market demand for your creative products and/or services and
subsequently developing your own USP (unique selling proposition). It is also about researching your
competition, market trends and industry trends to help plan your work.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators
You will:

a) Source information such as research and statistics that can provide an overview of the industry
and market trends in which you work such as size and scope of the market, business and
economy trends, customer and buyer behaviour

b) Undertake your own research activities to gather the information you need such as details about
your potential and current customers to assist with making business decisions

¢) Consider paying a market research company to conduct research on your behalf

d) Develop market research tools as part of your creative business practice

e) Research your competition to identify what share of the market they have, how you are placed in
pricing and quality of products/services and to give you ideas about what you can do differently or
better

f) Research the creative products and services that you intend to or are currently offering to identify
potential innovation strategies, alternative suppliers etc

g) Identify the resources required to undertake market research

h) Monitor and update your market research on a regular basis

i) Be aware of, and abide by the Privacy Act and any other act that applies to the collection of and
storage of confidential information

i) Include your market research information in your marketing and communications strategy and
your business planning

Knowledge and Understanding
You will know and understand:

1) How information pertaining to market and industry trends is gathered and where it can be sourced

2) How to read and understand statistical data presented in written and graphical form

3) How market research affects the development of your creative products and services and fits in
with your business plan

4) Ways to find out about your competitors, their services, their strengths and weaknesses and their
fees

5) The various ways of gathering market research information

6) How to conduct your own market research exercises

7) How a market research company identifies and gathers information that you may require

8) The law — specifically the Privacy Act and any other act that applies to the collection of, and
storage of confidential information
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FL60 Plan and carry out public relations for your freelance work in creative and cultural
industries

Unit Summary

This unit is about designing a PR (public relations) strategy to meet the needs of your freelance work. PR

is the spreading of information, or publicity to gain public awareness for a product, person or service. As a

freelancer you may want to employ PR to increase your profile or develop an awareness of your work to

increase sales or achieve other targets in your marketing and communications strategy. PR is often used

in an integrated way to support other marketing activities. This unit is derived from Marketing and Sales
Standards Setting Body's Standards Unit 4.4.9 Develop |
products/services.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a) Refer to your communications and marketing strategy, looking at objectives and identifying how
PR activities could contribute to meeting those objectives

b) Identify targets for your PR determining what products and/or services you want to promote, and
how you will judge when you have been successful

¢) ldentify customer and stakeholder groups to target with your PR and match their needs to your
products or services

d) Develop a plan of activities including milestones, timelines and PR methods

e) Decide what budget is required for achieving your plan

f) If relevant, communicate details of PR activities to others involved with your work

g) Consider enlisting the help of a suitable and reputable PR agency where necessary

h) Monitor and research the news and stakeholder environments to identify information that might
affect your PR and associated activities

i) Consider messages that an be used for your PR

j) If your chosen PR method, develop press contacts to use for PR purposes

k) If your chosen PR method, write press release incorporating images and logos

[) If your chosen PR method, set up and plan events

m) If you chosen PR method, write articles, hold interviews or cultivate relationships with influential
individuals in your sector

n) Monitor the success of your PR by researching the increased awareness of your products or
services in your target markets

0) Update your PR plans as a result of new information received, or responses from your target
customers and stakeholder groups

p) Evaluate your PR strategy’s success, methods used a

Knowledge and Understanding
You will know and understand:

1) The importance of PR in raising your profile

2) How the PR plan integrates with your marketing strategy, brand management and associated
activities such as advertising, direct marketing, personal selling and sales promotion

3) Market developments in the creative and cultural industries

4) The needs and expectations of your target customers and stakeholder groups

5) The different PR tools and their relative strengths and weaknesses

6) How to write a high quality press release
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7) How to develop relationships with the press

8) How to develop a PR plan including targets and activities

9) How to budget for PR activities

10) The importance of setting out clear performance measures for any PR activities to test a return on
investment

11) Any legal, regulatory and ethical requirements affecting PR and the promotion of your creative
products and/or services within the creative and cultural industries

12) How to research and source and brief a PR agency if necessary

13) How to evaluate the success of your PR



FL61 Plan and carry out advertising for your freelance work in creative and cultural
industries

Unit Summary

This unit is about attracting new customers or audiences to products or services to increase your sales

and/or launch new products or services. Advertising can also be used to reassure existing customers

whether they are making the right choice in buying from you and therefore encourage them to continue

purchasing your products or contracting your services. This unit is derived from Small Firm Enterprise

Devel opment I nitiatives’ St a Wa4dAdwkrsise yoar prBducisiomsergces. Ent er pr |

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators

You will:

a) Refer to your marketing and communications strategy and objectives revisiting your current or
potential customers or client list

b) Research different forms of advertising and their benefits and costs

¢) Decide whether the advertising will be cost effective, and give a return on investment

d) Consider whether advertising is the best marketing tool for your purpose

e) Establish clear and measurable objectives for what you want to achieve from advertising

f) Identify which products or services you want to advertise

g) Select target audiences considering whether they are local, regional, national or international

h) Identify key messages to attract customers or audiences to your products or services

i) Decide what advertising medium to use

i) Research and negotiate the best deal from an advertising provider

k) Decide whether you will conduct a campaign or a series of one-off activities

I) Plan advertising activities over a period of time

m) Decide what methods you will use to monitor the success of your advertisement

n) Decide how you will judge the success of the advertising

0) Brief a designer if required

p) Design an advertisement that is attractive to customers, uses a catchy headline, has clear and
concise text, pictures, colour and is well designed

g) Ensure that your advertisement is placed to maximum advantage and consider effective
documentation measures to advertise your product of service using photography or recorded
footage

r) Provide all relevant information about your contact details

s) Target and manage a press list to inform of your advertising

t) Make sure that you are ready to deal with the results of your advertising

u) Monitor the success of your advertising, allowing time to produce worthwhile results.

v) Assess the feedback from your monitoring and decide whether or not to continue the
advertisement

Knowledge and Understanding

You will know and understand:
1) How you can benefit from advertising
2) What and where the markets are for your products or services
3) What the key ingredients are for a successful advertisement
4) What the cost benefits are of using different ways of advertising
5) What the best medium of advertising is for your business
6) Where to place your advertisement
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7) How to match the medium of your advertisement to your audience to make sure that people are
interested in what you have to sell

8) How to find a suitable designer, and how to write a brief

9) How to develop an advert by using text, colour and pictures to convey the unique selling point
(USP) of your work

10) What messages are conveyed about the image of your business through the words that you use

11) What information you need to include in an advertisement

12) How to monitor customer responses to different placements

13) How to evaluate the reactions of your audience

14) How to ensure that your advertisement is in line with the requirements of the Advertising
Standards Authority



FL62 Develop and market a website for your freelance work in creative and cultural
industries

Unit Summary

This unit is about setting up a website and marketing it appropriately to support your freelance work or
business. This unit is derived from Sma | | Firms Enterprise Development | ni
Develop a website for your business.

As a freelancer you will be proactive in the development of your creative skills, for example as a designer
or sector specific practices for example as an art educator. You will need to develop business, marketing
and administration skills to support your work in creative and cultural industries in cultural heritage,
design, visual, literary and performing arts, advertising, craft or music sectors.

Performance Indicators
You will:

a) Identify your reasons for setting up a website

b) Assess how a website can add value to your work

c) Decide what content is required

d) Decide on a name for your website, research whether the domain is available and register it
online

e) Draw up a development plan in consultation with your website designer if necessary

f) Identify your budget and timescale for development

g) Research other websites for design, structure and content ideas

h) Gather content, write text and source images, construct a website or brief a designer

i) Write a website marketing plan outlining how to drive traffic to your website

i) Ensure your website ranks highly with search engines

k) Ensure all your marketing material includes your website address

I) Ensure your website is linked to as many other websites as possible

m) Monitor and review your website’s progress over ti

Knowledge and Understanding
You will know and understand:

1) The benefits of a website in bringing new customers, enabling you to develop relationships with
existing customers and increase your sales

2) How a website relates to your other marketing activities

3) How a website is developed and the technology and language used

4) The various elements that make up a website and how these apply to your work

5) The factors that determine a good website versus a less effective website
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