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Creative Digital Media: Hardware and 
Software 
F5CX 10 
 
 
Introduction 
 
These notes are provided to help teachers and lecturers presenting the Scottish 
Qualifications Authority Unit F5CX 10, Creative Digital Media: Hardware and 
Software (Intermediate 1).   
 
Copyright for this pack is held by Scotland’s Colleges (SFEU). However, teachers 
and lecturers have permission to use the pack and reproduce items from it 
provided that this is to support teaching and learning processes and that no profit 
is made from such use. If reproduced in part, the source should be acknowledged.  
 
Enquiries relating to this support pack or issues relating to copyright should be 
addressed to: 
 
Marketing Officer - Communications 
Scotland’s Colleges 
Argyll Court 
Castle Business Park 
Stirling 
FK9  4TY 
 
Website: www.scotlandscolleges.ac.uk  
 
 
Further information regarding this Course including Unit Specifications, National 
Assessment Bank materials, Centre Approval and certification can be obtained 
from: 
 
The Scottish Qualifications Authority 
Optima Building 
58 Robertson Street 
Glasgow 
G2  8DQ 
 
Website: www.sqa.org.uk 
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Class Sets 
 
Class sets of this pack may be purchased direct from the printer. Costs are 
dependent on the size of the pack and the number of copies. Please contact: 
 
Elanders Hindson 
Merlin Way 
New York Business Park 
North Tyneside 
NE27  0QG 
 
Tel: 0191 280 0400 
e-mail: info@elandershindson.co.uk  
 
 
 
Disclaimer 
 
Whilst every effort has been made to ensure the accuracy of this support pack, 
teachers and lecturers should satisfy themselves that the information passed to 
candidates is accurate and in accordance with the current SQA arrangements 
documents.  Scotland’s Colleges will accept no responsibility for any 
consequences deriving either directly or indirectly from the use of this pack.
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How to Use this Pack 
 
None of the material in this pack is mandatory. Rather, it is intended as a guide 
and an aid to delivery of the Unit and aims to provide centres with a flexible set of 
materials and activities which can be selected, adapted and used in whatever way 
suits individual circumstances. It may also be a useful supplement to tried and 
tested materials that you have developed yourself. The pack is available on 
Scotland’s Colleges website in Word format to enable you to customise it to suit 
your own needs. 
 

The Pack is organised into several sections: 

The Reference Section provides information on the rationale for, and ethos 
behind, Skills for Work courses, the course rationale, the unit outcomes and 
evidence requirements, and contains the Employability Skills Profile for Skills for 
Work: Creative Digital Media (Intermediate 1), showing where the specified 
employability skills and attitudes can be evidenced and assessed throughout the 
Course and in this Unit. 
 
 
The Tutor Support Section contains advice on learning and teaching with the 
under 16 age group, a suggested approach to teaching the Unit, guidance on unit 
induction, unit delivery and advice on integrating the development of employability 
skills throughout the unit. Finally, this section suggests resources which may be 
useful for tutors and students. 
 
 
The Student Support Section contains guidance and instruction on the various 
aspects of digital media, covering the hardware and software used, media – 
covering text, audio, video and stills and also project planning. The student 
support section develops the student’s knowledge of the hardware with practical 
examples. It is intended that students get as much hands on practical experience 
as the time in the unit allows. 
 
 
You may wish to place material from the student notes on your own VLE by 
downloading this pack from the Skills for Work section of the Scotland’s Colleges 
website www.scotlandscolleges.ac.uk.  
 
 
Activities are identified with the symbol:
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What are Skills for Work Courses all about? 
 
Skills for Work Courses are designed to help candidates to develop: 

¶ skills and knowledge in a broad vocational area 

¶ Core Skills 

¶ an understanding of the workplace  

¶ positive attitudes to learning 

¶ skills and attitudes for employability.  
 
A key feature of these Courses is the emphasis on experiential learning. This 
means learning through practical experience and learning by reflecting on 
experience. 
 
 
Learning through practical experience 
 
Teaching/learning programmes should include some or all of the following: 

¶ learning in real or simulated workplace settings 

¶ learning through role play activities in vocational contexts 

¶ carrying out case study work 

¶ planning and carrying out practical tasks and assignments.  
 
 
Learning through reflecting at all stages of the experience 
 
Teaching/learning programmes should include some or all of the following: 

¶ preparing and planning for the experience 

¶ taking stock throughout the experience - reviewing and adapting as necessary 

¶ reflecting after the activity has been completed - evaluating, self-assessing and 
identifying learning points. 

 
The Skills for Work Courses are also designed to provide candidates with 
opportunities for developing Core Skills and enhancing skills and attitudes for 
employability. 
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Core Skills 
 
The five Core Skills are:  

¶ Communication 

¶ Numeracy 

¶ Information Technology 

¶ Problem Solving 

¶ Working with Others 
 
 
Employability  
 
The skills and attitudes for employability, including self-employment, are outlined 
below: 

¶ generic skills/attitudes valued by employers 

¶ understanding of the workplace and the employee’s responsibilities, for 
example time-keeping, appearance, customer care   

¶ self-evaluation skills  

¶ positive attitude to learning 

¶ flexible approaches to solving problems  

¶ adaptability and positive attitude to change 

¶ confidence to set goals, reflect and learn from experience.  

¶ specific vocational skills/knowledge 

¶ Course Specifications highlight the links to National Occupational 
Standards in the vocational area and identify progression opportunities 

 
 
Opportunities for developing these skills and attitudes are highlighted in each of 
the Course and Unit Specifications. These opportunities include giving young 
people direct access to workplace experiences or, through partnership 
arrangements, providing different learning environments and experiences which 
simulate aspects of the workplace. These experiences might include visits, visiting 
speakers, role play and other practical activities.  
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A Curriculum for Excellence (Scottish Executive 2004) identifies aspirations for 
every young person.  These are that they should become: 

¶ successful learners 

¶ confident individuals 

¶ responsible citizens 

¶ effective contributors. 
 
The learning environments, the focus on experiential learning and the 
opportunities to develop employability and Core Skills in these Courses contribute 
to meeting these aspirations. 
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The Course in Creative Digital Media (Intermediate 1) 
 
Course Rationale 
 
This Course has been designed to provide an introduction to the digital media 
industry and its sectors, which are varied and include radio, television/DVD, 
digital/computer games and software, publishing and websites as well as other 
sectors and may increase in the light of emerging technology. Candidates will gain 
an overview and an awareness of the sectors and the skills required and used in 
them, including the development and production process. This reflects the initial 
skills required for the digital media industry. The Course will enable candidates to 
develop general and practical skills, knowledge and understanding, together with 
employability skills and attitudes needed to work in the digital media industry.  
 
The primary target group for this Course is school candidates in S3 in secondary 
education and above. This Course may also be suitable for adult returners in a 
further education environment as a first step into vocationally related learning and 
will give such candidates an introduction to the digital media industry, build 
confidence and give the opportunity to develop a range of employability skills and 
Core Skills.  
 
It is anticipated that the Course will establish or help build on existing partnerships 
between schools, colleges of further education, employers and other training 
providers. Such partnerships will enable the Course to be delivered in a variety of 
appropriate learning environments with access to relevant teaching and industry 
expertise. 
 
The Course fills an identified need for an introductory Course that is suitable for 
school candidates, meets the needs of industry, reflects National Occupational 
Standards and helps candidates to develop their own potential.  
 
The knowledge and experience acquired by candidates will allow them to develop 
transferable skills. Candidates can undertake the Course on the basis of their 
particular skills and/or interest rather than on the basis of a specific medium. For 
example candidates could produce music or write scripts for various digital media 
products depending on their personal interest. 
 
The general aims of this Course are to: 
 
¶ provide candidates with a broad introduction to the digital media industry 

¶ allow candidates to experience vocationally-related learning  

¶ encourage candidates to develop a good work ethic 

¶ encourage candidates to take responsibility for their own learning and 
development 

¶ provide opportunities to develop a range of Core Skills through practical 
experiences in a vocational environment 
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¶ facilitate progression to further education, training and/or employment 

¶ assist candidates to develop employability skills 
 
In particular, the specific aims of the Course are to: 

¶ contribute to candidates’ preparation for work in the digital media industry 

¶ begin to develop project development, production, presentation and pitching 
skills 

¶ develop an awareness of the industry’s development and production 
processes 

¶ allow candidates to engage with clients or people role-playing the part of a 
client 

¶ prepare candidates for further learning, study and training opportunities in the 
digital media industry 

¶ raise awareness of digital media project timescales and deadlines and 
appreciate how these can often change and be impacted upon by others 

¶ encourage product/programme evaluation at various stages within a project 

¶ develop team-working skills 

¶ develop a positive and responsible attitude to work 

¶ develop communication skills 

¶ encourage skills in setting personal goals, reviewing and evaluating 

¶ build candidates’ confidence 

¶ encourage self-evaluation and personal progress 

¶ ensure appropriate responses to advice and feedback from others 

¶ develop abilities to follow instructions and guidance 

¶ develop a range of core and employability skills 
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Unit Outcomes, PCs and Evidence Requirements 
 
National Unit Specification: statement of standards  
Unit: Creative Digital Media: Hardware and Software (Intermediate 1)  
 
Acceptable performance in this Unit will be the satisfactory achievement of the 
standards set out in this part of the Unit Specification. All sections of the statement 
of standards are mandatory and cannot be altered without reference to the 
Scottish Qualifications Authority. 
 
Outcome 1 
 
Identify and explain the purpose of the hardware and software in a given digital 
media project.  
 
Performance Criteria 
 
a) Identify the main hardware and software needed for the given project. 
b) Explain the purpose of each piece of hardware and software identified. 
 
Outcome 2 
 
Research possible digital media content for the given project. 
 
Performance Criteria 
 
a) Investigate possible digital media content. 
b) Investigate possible sources of the digital media content. 
c) Evaluate the possible digital media content.  
 
Outcome 3 
 
Plan the creation and capture of digital media content for the given project. 
 
Performance Criteria 
 
a) Outline appropriate, expected quality of digital media content 
b) Identify digital media content to meet the project requirements 
c) Identify the hardware and software required to create and capture the digital 

media content  
d) Identify timescales for the creation and capture of the digital media content 
e) Describe the steps which should be taken before using copyright-protected 

content 
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Outcome 4 
 
Produce digital media content for the given project. 
 
Performance Criteria 
 
a) Select, set up and adjust hardware and software to allow suitable capture and 

creation of digital media content 
b) Capture existing digital media content and store it appropriately 
c) Create new digital media content and store it appropriately 
d) Edit the digital media content to meet the needs of the project and store the 

edited content appropriately 
 
 
Evidence Requirements for this Unit 
 
Evidence is required to demonstrate that candidates meet the requirements of all 
the Outcomes and Performance Criteria. 
 
Practical activities must be carried out either in a realistic working environment or 
a real workplace. 
 
The evidence will be gathered in open-book conditions at appropriate points 
throughout the Unit. Evidence of Outcomes 1, 2 and 3 will be gathered in a 
candidate folio. 
 
Candidates will be provided with a digital media project. 
 
 
Outcome 1 – Written and/or Oral Evidence 
 
The evidence for Outcome 1 will be in the form of written and/or recorded oral 
evidence which demonstrates that the candidate has identified the main hardware 
and software needed for the given project and has explained the purpose of each 
piece of hardware and software identified. 
 
 
Outcome 2 – Written and/or Oral Evidence 
 
The evidence for Outcome 2 will consist of a folio containing ten items of digital 
media content across three different types of digital media content drawn from 
audio, video, graphics, photographs, animations, text.  For each item the 
candidate will evaluate whether it meets the requirements of the project and will 
identify two possible sources. 
 
Further guidance is given in the support notes. 
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Outcome 3 – Written and/or Oral Evidence 
 
The evidence for Outcome 3 will consist of a plan devised by the candidate. The 
plan must be based on the given project. The plan will include details of: 
 
¶ the appropriate expected quality of the digital media content 

¶ two items of digital media content to be created by the candidate 

¶ three items of digital media content to be captured from existing sources 

¶ hardware and software required to create and capture the digital media 
content 

¶ timescales for the creation and capture of the digital media content 

¶ the steps to be taken before using copyright protected digital media content 
 
The digital media content to be created and captured must be across two different 
types of digital media content drawn from audio, video, graphics, photographs, 
animations, text. 
 
Outcome 4 – Performance and Product Evidence 
 
The evidence for Outcome 4 will consist of performance and product evidence, 
which demonstrates that the candidate can: 
 
¶ select, set up and adjust hardware and software to allow suitable capture and 

creation of digital media content for the project 

¶ capture existing digital media content for the project and store it appropriately 

¶ create new digital media content for the given project and store it appropriately 

¶ edit the digital media content to meet the needs of the project and store the 
edited content appropriately 

 
Product evidence will consist of two items of created digital media content and 
three items of captured digital media content and the edited versions of each. 
The digital media content created and captured must be across two different types 
of digital media content drawn from audio, video, graphics, photographs, 
animations, text. 
 
An assessor observation checklist must be used to provide evidence of 
performance. 
The National Assessment Bank (NAB) pack provided for this Unit illustrates the 
standard that should be applied. It contains an investigation pro forma, candidate 
brief, candidate review and an assessor observation checklist. If a centre wishes 
to design its own assessments for this Unit, they should be of a comparable 
standard.  
 
NB  Centres must refer to the full Unit Specification for detailed information 

related to this Unit. 
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Employability Skills Profile  
 
In addition to the specific vocational skills developed and assessed in this Course, 
employability skills are addressed as detailed in the table below. For the purposes 
of the table, the Units are referred to as A, B, C and D as indicated. 
 
Creative Digital Media: Introduction to the Industry = A 
Creative Digital Media: The Creative Process  =  B 
Creative Digital Media: Hardware and Software =  C 
Creative Digital Media: Production Project =  D  
   
Employability skill/attitude Evidence 

¶ positive attitudes to learning and the workplace    A 

¶ working co-operatively with others    A, B, D 

¶ taking advice and dealing with feedback    A, B, C, D 

¶ giving advice and feedback to others    A, B 

¶ planning and preparation    A, B, C, D 

¶ reviewing and evaluating own skills development    A, C 

¶ time management skills and working to deadlines    A, C, D 

¶ good communication skills    A, B, D 

¶ health and safety awareness, including maintaining 
tidy, organised and safe working environment 

   A, D 

¶ finding, gathering, organising and evaluating 
information, including through the use of IT 

   A, C 

¶ skills in using hardware and software    A, C 

¶ organisational skills    A, C 

¶ understanding roles and responsibilities in the 
workplace 

   A, B, D 

¶ awareness of the digital media industry    A 

¶ contributing to discussions and practical projects    A, B, D 

¶ being innovative and, sometimes, challenging    A, B,   

¶ interpretation of project briefs    A, B 

¶ presentation and pitching skills    A, B  

¶ setting targets    A, C 
 
Assessment evidence in all Units: 
 
Practical performance supported by assessor observation checklist and candidate 
self evaluation reviews. 
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Delivering a Curriculum for Excellence in Skills for Work 
Programmes  
 
Guidance for Course Teams 
 
Curriculum for Excellence aims to transform learning and teaching in Scottish 
education by providing a coherent, more flexible and enriched curriculum from 3 to 
18 (and, as far as colleges are concerned, beyond into lifelong learning), which is 
firmly focused on the needs of the learner and designed to enable them to 
develop the four capacities which are:   
¶ to enable people to be successful learners, confident individuals, 

responsible citizens and effective contributors and to develop the attributes 
underpinning these capacities. 

 

Source: Building the Curriculum 3 
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Skills for Work courses were the first qualifications designed with the Curriculum 
for Excellence framework in mind. The courses offer opportunities for learners to 
acquire skills for learning, life and work through: 
 
¶ providing opportunities to carry out a variety of practical experiences linked to 

the vocational area  

¶ providing good opportunities to develop their self-confidence 

¶ providing a positive learning experience.  
 
For many young people, an early chance to work on practical skills that relate 
directly to the world of work will bring real benefits to their overall education. 
Those who spend some of their time at a local college, other training provider or 
employer will also benefit from learning how to adapt to a different environment, 
meeting new people and facing new challenges. 
 
Is that all there is to it? 
 
No! Tempting as it might be to think that because the courses were developed in 
line with CfE principles simply including them in school/college provision means 
we are ‘doing’ Curriculum for Excellence, this isn’t how it works!  
 
First of all, the word ‘Curriculum’. It doesn’t just mean the content of the course – 
or what’s being taught. It’s much more to do with how it is taught and the entirety 
of the young person’s experience throughout the whole experience. That puts a 
great onus on the course team to ensure that the planning and delivery of the 
course is carried out according to CfE principles. The principles for curriculum 
design are that every programme of study should aim to deliver: 
 
¶ challenge and enjoyment 

¶ breadth 

¶ depth 

¶ opportunity for progression 

¶ a degree of personalisation and choice 

¶ coherence 

¶ relevance 
 
How do we do that then? 
 
There isn’t a formula! How it’s done in one college might be different from how you 
go about it in another. There’s scope for doing what’s relevant in the local area 
and adapting to the needs of local learners. CfE provides the Framework within 
which centres have a great deal of autonomy to develop what works for them, 
their students and local needs, and within which teachers and lecturers can 
exercise their professional judgement about approaches that their students will 
respond best to. 
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Starting Points 
 
¶ Look at the CfE principles alongside your current plans for offering the 

course. Does your current approach provide all this? Is there anything else you 
can do to enhance the student experience in relation to the principles laid out 
in the CfE framework? 

 
¶ Consider the purposes of the 4 capacities and the attributes underpinning 

each of them. Map these against your course delivery. What learning and 
teaching approaches will you adopt to develop each of the capacities and the 
attributes across each of the Units? If you already deliver similar courses – 
what changes could you make that would strengthen existing provision in line 
with CfE? 

 
¶ In a spirit of collaboration and support take a closer look at the team’s Learning 

and Teaching  
¶ Is it engaging and active? How can you tell? 
¶ Does everyone set challenging  but achievable goals 
¶ How about feedback – is it given at the appropriate time, and how does it 

help the student to improve? 
¶ Does everyone share learning intentions and success criteria with the 

students 
¶ Is there scope for collaborative learning 
¶ Do the l/t approaches reflect the ways different learners progress 
¶ Does the delivery team have a common understanding of and approach to 

the generic and vocational employability skills relating to the course by? 
 

¶ Build in AiFL principles to your learning and teaching strategy. Successful 
Assessment for Learning practice is now in place in many schools and 
colleges and is a proven way to increase both learner achievement and 
motivation. 
Not sure what it’s all about? Take it from here........ 
http://www.ltscotland.org.uk/assess/index.asp 

 
¶ Consider where there is scope for developing, naturally, in your course the 

skills of Literacy and Numeracy, and of promoting Health and Wellbeing 
with your students. You could use a similar mapping exercise to that described 
for mapping the 4 capacities. In Curriculum for Excellence, every 
teacher/lecturer is responsible for developing these.  
¶ Literacy is the set of skills which allows an individual to engage fully in 

society and in learning, through the different forms of oral and written 
language 

¶ Numeracy implies confidence and competence in using number to solve 
problems, analyse information and make informed decisions based on 
calculations. 

¶ Learning through health and wellbeing implies teaching which promotes 
confidence, independent thinking and positive attitudes and dispositions.  
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Staff from Scotland’s colleges can work with you to provide guidance on all of 
these starting points towards delivering a Curriculum for Excellence. Contact us at 
info@scotlandscolleges.ac.uk and check on our website for staff development 
opportunities throughout the year. www.scotlandscolleges.ac.uk 
 
 
“Above all, it is the teacher who brings the inspiration and challenge critical 
to achieving our aspirations for all young people” 

 Curriculum for Excellence 
 
 
Useful Links: 
 
http://www.ltscotland.org.uk/curriculumforexcellence/ 
 
http://www.sfeu.ac.uk/projects/curriculum_for_excellence 
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The Curriculum at a Glance 
 

Summary of the components used to build the 3-18 curriculum, with the learner at 
the centre. 
 

 
 

Source: Building the Curriculum 3 
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Learning and Teaching with Under 16s  
 
Scotland’s Colleges have made significant progress in meeting the needs of 
young learners. Our knowledge of the learning process has increased significantly 
and provides a range of strategies and approaches which gives us a clear steer 
on how lecturers can add to their skill repertoire.  Lecturers can, and do, provide a 
stable learning environment where young students develop a sense of self-
respect, learn from appropriate role models and see an opportunity to progress.  
There are basic enabling skills for practical application which can further develop 
the learning process for this group of students.  So what are the characteristics of 
effective learning and teaching which will help to engage young learners? 
 
Ten ways to improve the learning process for under 16s  
(This list is not exhaustive!) 
 
1. Activate prior knowledge and learning – ascertain what the learner knows 

already and teach accordingly.  Young people do have life experience but it is 
more limited than adult learners and they may not always be aware of how it 
will assist them in their current learning. 

 
 Tips - Question and answer; Quick Quiz; Quick diagnostic assessment on 

computer; present key words from the course or unit and see how many they 
recognise or know something about. 

 
2. Tune learners into the Big Picture – the tutor knows the curriculum inside out 

and why each lesson follows a sequence, however the young learner does not 
have this information and is re-assured by being given the Big Picture. 

 
 Tips – Mind map or concept map; use visuals, for example wall displays of 

diagrams, photographs, flow charts; explain the learning outcomes in language 
they will understand; We Are Learning Today (WALT) targets and What I’m 
Looking For (WILF) targets; give clear and visible success criteria for tasks. 

 
3. Use Advance Organisers – these are lists of the key concept words that are 

part of the course or unit. 
 
 Tip – Highlight on any text the concept words that you will be using; make a 

visible list and put it on display – concept words can be struck off or referred to 
as they occur (NB this helps with spelling and independent learning as they do 
not have to keep checking meaning); highlight essential learning and action 
points. 

 
4. Vary the teaching approaches.  The two main approaches are instructing and 

demonstrating, however try to provide opportunities to facilitate learning. 
 
 Tips – Ask students what they know now that they did not know before, or what 

they can do now they could not do before, at appropriate points in the lesson or 
teaching block; ensure there are problem solving activities that can be done 
individually or in groups; ask students to demonstrate what they have learned; 
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use a range of question and answer techniques that allow participation and 
dialogue, eg. provide hints and cues so that they can arrive at answers 
themselves. 

 
5. Preview and review of learning.  This helps to embed previous learning and 

listening skills and provides another opportunity to elicit learner understanding.  
Consolidates and reinforces learning. 

 
 Tips – At the beginning of each lesson, or session, review previous learning 

and preview what is coming up; at the end of each lesson or session, review 
what has taken place and what will be focussed on next time – these can both 
be done through question and answer, quizzes and mind mapping activities. 

     
6. Language in the learning environment.  Do not assume that the language 

which is used in the learning environment is always understood by young 
learners, some words may be familiar but do not have the same meaning when 
used vocationally. 

 
 Tips - At appropriate points ask students what words mean; explore the various 

meanings of words to find out if they may have come across this language in 
another context; by looking at the structure and meaning of words there is an 
opportunity for dialogue about learning and to build vocabulary. 

 
7. Giving instructions in the learning environment. This is one of the most 

difficult tasks a tutor has to do whatever the curriculum area.  With young 
learners this may have to be repeated several times. 

 
 Tips – Ask a student to repeat back what you have asked them to do before 

beginning a task; ask them to explain the task to one of their peers; use the 
KISS principle – Keep It Short and Simple so that they can absorb and process 
the information. 

 
8. Effective feedback.  Feedback is very important for the learner to assess their 

progress and to see how and what they can improve.  Provide opportunities to 
engage in dialogue about the learning function of assessment – provide details 
of the learner’s strengths and development needs either in written or spoken 
form.  With younger learners identifying one or two areas for development is 
sufficient along with acknowledgement of what has been done well.  

 
 Essentially, learners are helped by being given a specific explanation of how 

work can be improved.  You can also use summative assessment formatively, 
ie. as an opportunity to identify strengths, development needs and how to 
improve. 

 
 Tips – Ask students themselves to identify their own strengths and 

development needs – self evaluation; peer evaluation of work can be 
successful once they have been taught how to do it; the tutor can produce a 
piece of work and ask students to assess it anonymously; have a discussion 
about the success criteria for the task and ensure the students are clear about 
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them; allow learners to set criteria for success and then measure their 
achievements against these. 

 
9. Managing the learning behaviour. Under 16s are coming into Scotland’s 

Colleges and training establishments from largely structured and routine-driven 
environments in schools and early feedback from those undertaking Skills for 
Work courses indicates that they very much enjoy the different learning 
environment that colleges and other training providers offer.  Remember though 
that these are still young learners.  They will still expect tutors to provide 
structure and routine, and will perform best in a calm, orderly learning 
environment.  Young students will respond to firm, fair, and consistent 
management.  Such routines have to be established quickly and constantly 
reinforced.  

         
 Tips - Health and safety is non-negotiable and consequences of non-

compliance with the regulations should be made clear and adhered to at all 
times; set out your expectations from day one and provide a consistent 
message; have clear beginnings, middles and endings for each session; be a 
positive role model for your students, ie. be there before they are and manage 
the learners with respect; always deliver what you promise; build up good 
relationships and get to know the learners, make the curriculum interesting and 
stress the relevance of the learning; set up a positive behaviour management 
system.  By following these guidelines you will build up two-way respect, which, 
while sometimes challenging to achieve, can be very powerful and work to 
everyone’s benefit. 

  
10. Care and welfare issues.  School/college partnerships mean increasing 

numbers of young learners in college. Tutors have to be aware of their 
professional responsibilities and mindful of young people’s rights. However 
tutors have rights too, in terms of feeling safe and secure in working with young 
people and there are basic steps staff can take to minimise risks. It is essential 
that colleges ensure that tutors have a working knowledge of the Child 
Protection policies (local authority and college documentation) and follow 
procedures and policies diligently. School/College Liaison Officers will be 
familiar with these documents and can provide support and advice. There are 
also training sessions on Child Protection available from Scotland’s Colleges 
(see the following page).  

        
 Tips - Avoid one-to-one situations with young students in a closed area; do not 

do or say anything that could be misinterpreted; if the opportunity arises, do 
some observation in schools to see and discuss how teachers use the 
guidelines for their own protection as well as the young person’s. 

 
 Most young people are a delight to work with and they will positively enjoy the 

experience of learning in college.  However, there will inevitably be some who 
are disengaged, disaffected and who have not yet had an opportunity to 
experience success.  ‘Skills for Work’ is a unique educational initiative that 
young people can be motivated to buy into – you as the tutor are key to the 
success of these programmes. 
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Skills for Work Workshops 
 
To take this 10 point plan forward and to add to it, you can attend one of the ‘Get 
Skilled Up’ half day workshops for tutors delivering Skills for Work Courses at 
Scotland’s Colleges, when we explore further the learning process and look at a 
range of specific teaching and learning techniques to use with the under 16 age 
group. To find out when the next event is visit our website 
www.scotlandscolleges.ac.uk or contact the Learning Process team at Scotland’s 
Colleges on 01786 892000. 
 
 
Child Protection Workshops 
 
These are run on a regular basis by staff at Scotland’s Colleges in Stirling and 
also in colleges. For more information on these workshops please contact 
members of the Access and Inclusion team at www.scotlandscolleges.ac.uk or 
contact the team at Scotland’s Colleges on 01786 892000. 
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General Guidance on Unit Delivery 
 
The main aim of this unit is to enable students to plan then capture and create 
digital media content intended for a media project involving at least two different 
types of digital media content. Students will learn about the hardware and 
software involved in this process. They will then edit and manipulate digital media 
content for the given project.   
 
The Unit will provide students with the knowledge and skills required to 
manipulate digital media files using industry standard hardware, software and file 
types. They will also gain knowledge of the correct use of appropriate file types, 
quality settings, correct storage and labelling processes. 
  
Hardware could include  
¶ Computer 
¶ digital video camera 
¶ digital camera 
¶ scanner 
¶ microphone 
 
Software could include video, graphic and sound editing software.  
 
Any appropriate hardware/software can be used to deliver the Unit. The software 
in particular is open to choice, providing that it is capable of providing the capture 
and manipulation processes required. Students should be encouraged to consider 
using open source software. 
 
Students should be introduced to digital media in simplistic terms at first, in order 
to ensure that they have an understanding that allows their confidence to grow 
before more complex terms and concepts are introduced. 
It is important that when capturing or obtaining digital media that copyright 
clearance has been obtained for the use of materials and content, including those 
used by students in their evidence. It’s also important that relevant health and 
safety guidelines are followed at all times including when students are undertaking 
activities outwith the confines of a classroom. 
 
Learning and teaching for this Unit should be candidate-centred, participative and 
practical wherever possible. The project will be the focus for the students and be 
the driver for the students to carry out the practical activities in the Unit. The 
assessor can decide on the project that is given to the student -there is a sample 
project in the NAB, however you may wish to devise your own project to give to 
the students. Examples of projects could be creating digital media for any number 
of situations such as a website, an instructional video, an interactive DVD, a digital 
press kit or a game. 
 
It is important that an initial plan is created early on and that students understand 
that self discipline in sticking to timescales and plans is a very important 
employability skill. 
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Outcomes 2 and 4 should form the main part of the Unit. Students must have 
access to appropriate hardware and software that will allow them to carry out their 
plan.  
 
As far as possible, the candidate should work to their plan independently as this 
will allow the assessor to ensure that the evidence assessed directly relates to 
individual students.  The students should however still be encouraged to work with 
others where the opportunities arise, for example when capturing material.  
 
Although for assessment purposes students are only required to research three 
types of digital media content, they should be encouraged to explore as wide a 
range as possible in order to provide a broad learning experience.  Similarly they 
should be encouraged to capture and create digital media content in as wide a 
range as possible. 
 
Unit Induction 
 
An induction session in week 1 will prepare students well for the unit and help to 
clarify aims and expectations, what the unit is all about and any uncertainties they 
may have about the unit and how it will be delivered. Induction may include the 
following:  
 
¶ an outline of the Unit content – what they’re going to be doing 

¶ how it fits in to the Skills for Work: Creative Digital Media (Intermediate1) 
Course 

¶ your plans for teaching the Unit – how they’ll be learning the skills  

¶ assessment methods and schedule 

¶ where employability fits in – start by asking them what they think! 

¶ the importance of regular attendance and good timekeeping to encourage the 
students to get into good habits – as if they were at work and in employment 

¶ you might also think about inviting a representative from a service provider to 
speak to the class about the hardware and software involved in creating a 
mixed media project, and to reinforce the value that employers put on 
employability skills. 
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Signposting of Employability Skills 
 
In addition to the specific vocational skills developed in this Unit, 
students will have opportunities to develop and apply their knowledge 
and understanding of the employability skills. 
 
Throughout the pack there are numbered flags like the one shown here, showing 
which specific employability skill can be highlighted and/or assessment evidence 
recorded when students are busy with the various activities in the Course. 
 

1 
Positive attitudes to 
learning and the 
workplace   

8 
Good 
communication 
skills 

15 
Contributing to 
discussions and 
practical projects 

2 
Working 
cooperatively with 
others   

9 

Health and safety 
awareness, 
including 
maintaining tidy, 
organised and safe 
working 
environment 

16 
Being innovative 
and, sometimes, 
challenging  

3 
Taking advice and 
dealing with 
feedback*  

10 

Finding, gathering, 
organising and 
evaluating 
information 
including through 
the use of IT* 

17 
 
Interpretation of 
project briefs 

4 Giving advice and 
feedback to others 11 

Skills in using 
hardware and 
software* 

18 Presentation and 
pitching skills 

5 Planning and 
preparation* 12 Organisational 

skills* 19 Setting targets* 

6 
Reviewing and 
evaluating own skills 
development* 

13 
Understanding roles 
and responsibilities 
in the workplace 

  

 
7 

Time management 
skills and working to 
deadlines* 

14 
Awareness of the 
digital media 
industry 

  

 
 
Achievement in employability skills marked with an asterisk* will be clearly 
identified as a result of the evidence generated through the assessment activities 
for this Unit. There are however opportunities in the Unit to develop most if not all 
of the remaining skills identified and further guidance on these can be found in the 
Course Guidance and Employability support materials for Creative Digital Media. 
 
 

1, 5, 6, 7
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It is strongly advised that course teams meet together to discuss and agree a co-
ordinated approach to the teaching and developing of the employability skills 
throughout the Course and to ensure that the team has a common interpretation 
of the skills and attitudes required for work in digital media.  
 
You will find, or create, countless opportunities to help students develop their 
employability skills. The following pages show some ways of going about it to get 
you thinking.  
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Generating Evidence and Assessment Opportunities for Employability Skills 
 
Employability 
Skills  

 
Delivery Advice 

 
Possible Activities/Contexts  

 
 

 
 
 
 
 
 

Taking advice 
and dealing 
with feedback 
 

 
When creating the plan it should be developed in conjunction with 
peers/tutor/practitioners therefore the student will be able to take advice and 
deal with peers/tutor/practitioners feedback at this planning stage. During the 
creation of digital assets, peers/tutor/practitioners will be on hand to give 
advice and feedback on performance. It is important that the student can 
evaluate the feedback given whether it be criticism or praise. 

 

¶ Creation of the media 
acquisition plan 

¶ Carrying out of the media 
acquisition/creation 

 

5

 
 
Planning and 
preparation 
 

 
 
Setting targets 

 
When students receive their brief to work on as part of the practical 
assessment for this unit, they must first create a plan on which the acquisition 
of the digital media will be based. The correct planning and preparation of this 
plan is crucial to the successful completion of the unit. Targets must be 
realistic and time bound, not open ended leaving room for slippage to creep 
in. 

 
¶ Creation of the media 

acquisition plan 
 

3
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6

 
 
Reviewing and 
evaluating own 
skills 
development 
 
 
 

 
There are a number of opportunities in this unit for the student to be able to 
review and evaluate their own skills development. Once the skills in a 
particular piece of digital media have been taught and students given time to 
practice, feedback from assignments and exercises should be given to 
students to allow them to review and evaluate their own skills development. 
The tutor should ensure the students are given opportunities to review and 
evaluate their own skills. 

 

¶ Discussion with tutor and 
peers re activities and 
assignments throughout the 
unit 

¶ Self evaluation exercises 
 
 
 
 
 
 

7

 
 
Time 
management 
skills and 
working to 
deadlines 

 
Students will need to set realistic deadlines and review their progress against 
their plan. During the project they will need to apply their time management 
skills and work to deadlines. Students must ensure they are on time for 
shoots and recordings and that they use the time allocated wisely and in 
accordance with the pre-prepared plan. 

 

¶ Working on acquiring media 
in accordance with plan 
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10

 
 
Finding, 
gathering, 
organising and 
evaluating 
information 
including 
through the use 
of IT 
 

 
The planning phase of the final project has opportunities for the student to 
find, gather, organise and evaluate information. The planning phase involves 
research into a number of areas such as equipment required, expected 
quality and resultant file types and compression, it is envisaged that IT will 
form a large part of the research. 

 

¶ Project planning 

 

11

 
 
Skills in using 
hardware and 
software 
 

 
During the unit, the students will be picking up skills in using appropriate 
hardware and software used in the various digital media types. 

 

¶ Working on acquiring media 
in accordance with plan 

¶ Working through exercises 
and activities throughout the 
unit 
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12

 
 
Organisational 
skills 
 

 
The planning process will involve the setting of targets and will test their 
organisational skills. While carrying out the plan a number of items must be 
created within a set time and co-ordinating this will require the student to 
hone their organisational skills. 

 

¶ Creation of the media 
acquisition plan 

¶ Implementation of the plan 
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Resources 
 
Centre Resources 
 
The hardware and software resources required to deliver this unit will vary 
depending on which digital media items the centre wishes to implement. The 
requirement is that the centre must include three different types of digital media, -
from text, digital audio, digital video and digital stills. As a minimum a centre may 
wish to implement text, digital stills and digital audio. If this were the case, then 
each candidate should have access to a computer system with an office package, 
a digital stills camera and some combination of audio input device with audio 
manipulation software. However students should be exposed to as many different 
forms of digital media as possible to allow them to gain valuable experience in a 
wide range of areas. 
 
Websites 

 
Information and assistance can be found in the 
following list of websites. Many of these websites will 
signpost you to relevant publications, teaching and 
learning resources. 
 
 
For articles and help relating to Digital Media items, 

consider visiting the following websites 
www.wikipedia.com 
 
http://www.jiscdigitalmedia.ac.uk/ 
 
http://www.overdrive.com/products/dlr/tour/ 
 
 
A number of free for educational use websites can be used to obtain digital media 
items, the links below all contain numerous web links to free resources and also 
offer good guidance on the issue of copyright in digital media. 
 
Digital Stills (Hertfordshire Grid for Learning – East of England Broadband 
Consortium) 
http://www.thegrid.org.uk/learning/ict/technologies/free_resources/digital_media/in
dex.shtml#images 
 
Movie Clips (Hertfordshire Grid for Learning – East of England Broadband 
Consortium) 
http://www.thegrid.org.uk/learning/ict/technologies/free_resources/digital_media/in
dex.shtml#Clips 
 
Music (Hertfordshire Grid for Learning – East of England Broadband Consortium) 
http://www.thegrid.org.uk/learning/ict/technologies/free_resources/digital_media/in
dex.shtml#music 
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Sample Responses to Student Activities 
 
 
Activity 1  
 
What uses can you identify for digital media?   
Try and list some single uses of digital media and list them in the table on the left 
below.  Once you have identified the single uses of digital media, think of how 
they could be combined and what uses they have when combined. 
 
An example is given to  get you started: 

¶ Text as a single item is used in SMS or Text Messages on your mobile phone 

¶ Video and Audio combine to give television 
 
 
 
Single Media 
Items 

Uses  Combined Media Items Uses 
 

 
text 
 

 
Text messaging 
on a mobile 
phone 
 

  
Video and Audio 

 
Television 

 
video 
 

 
Webcam on 
Internet 
messenger 
 

  
Video, Audio and Text 

 
Movie DVD with 
subtitles 

 
audio 
 

 
Music on MP3 
player 

  
Video, Audio, Text and 
Digital Stills 
 

 
Instructional 
DVD 

 
digital stills 
 

 
Photographs on a 
website 
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Activity 2  
 
For the digital media items listed below, can you think what devices might have 
been used to produce them? 
 
Typical student responses could include: 
 
Text: Word Processor  
Picture: Digital camera 
Music: Recording Studio, Dictaphone, Mobile phone with audio recording 
capability 
Video: Digital Video Recorder or Camcorder.  Mobile Phone with video recording 
capability  
 
 
Activity 3  
 
Using a word processing package, create a word processed document that lists 
your experiences of using digital media. Try and think of instances where you 
have used or created text, audio, video and picture ‘stills’. 
 
Store this Word document safely as you’ll be using it to reflect on your practical 
experiences as you progress through this unit. This will be called your ‘practical 
journal’. 
 
Responses will vary according to prior experiences. Ensure that each student 
saves this file in a location that can be accessed easily as this will form a journal 
reviewing their practical achievements. 
 
 
Activity 4  
 
Carry out an experiment with the class to find out who can hear the highest pitch 
note. 
 
This is a practical experiment. However you should get the students to record the 
results in their word processed practical journal file. 
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Activity 5  
 
 
When you’re listening to music from your MP3 player, what parts of the MP3 
player are the input, process and output? 
 
The input would be the MP3 file stored on the device memory. The processing is 
the conversion of the digital data into an analogue format that is suitable for the 
amplifier. The output will be the headphones of the MP3 player.  
 
 
Activity 6  
 
Using a portable device such as the ones we’ve discussed or other devices that 
you have access to, practice interviewing other members of the class.  Ensure you 
carry out a trial run to make sure that you get a successful recording.  After 
recording listen back to the recording and write down your thoughts on how it 
sounds and what might you do differently next time. 
 
The typical responses for this activity will be recordings stored on the device used 
to record. You should get the students to describe and reflect on the activity by 
getting them to review their performance during the recording process in their 
practical journal. 
 
 
Activity 7  
 
Practical activity. Students should reflect on the activity, reviewing their 
performance during the recording process in light of the results and recording their 
self evaluation in their journal document. This activity may lend itself to peer 
review and group discussion. 
 
 
Activity 8 
 
List the types of hardware and (if appropriate) software that would be used to 
capture audio in the following different 3 scenarios. 
 
1. Carrying out an interview with an artist while backstage at an outdoor festival 

such as T in the Park. 
 
As this type of recording is outdoor and access to power may not be guaranteed, 
the students should be thinking of using a battery powered mic/recorder such as 
the type highlighted in the text. This saves the resultant waveforms to an internal 
memory card.  The wave files can then be transferred to a computer system for 
post production at a later date. 
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2. Recording a friend’s 4 piece band performing a song in rehearsal room. 
 
This type of recording could be carried out by use of a portable multi-track 
recorder, such as the type highlighted in the text. The wavefiles can be mixed and 
exported directly from the device or exported to a Digital Audio Workstation for 
post production mixing, editing and authoring using software such as Audacity, 
Pro-Tools or Cubase. 
 
 
3. A professional quality recording of a major label recording artist. 
 
This type of recording could be carried out in a professional recording studio, by 
use of a Digital Audio Workstation, attached to a mixing desk and the installation 
of suitable multi-track software such as Pro-Tools or Cubase. 
 
 
Activity 9  
 
Digital video V  analogue video – quick True/False  
 

 True or False? 
To make a video production you need 
to book professional studio time. 

False – you can make a video on a 
digital camera or even a mobile phone 
 
 

You could upload videos made on a 
digital camera onto YouTube 

True 
 
 

Analogue video is better quality than 
digital video 

False – Digital video is generally of a 
much higher quality than analogue. 
Analogue signals can be easily 
distorted. 
 

Digital video has made editing easier 
 

True. The video is in a form that non-
destructive editing can be carried out. 
 
 

Digital video is easier to store than 
analogue video  

True. Digital video can be stored and 
catalogued easily on a hard disk, DVD 
or even memory card. 
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Activity 10  
 
Can you think of any other devices that might be used to capture video? Discuss 
this with others in your class and write down your ideas below.   
 
Devices that can be used to capture video could be: 

¶ Digital video camera 

¶ Digital stills camera with video function 

¶ Mobile phone with video function 

¶ Computer based video capture card 

¶ Webcam 

¶ Software that creates movies from digital stills by using pan and scan, e.g. 
Windows Movie Maker 

 
Activity 11  
 
Investigate the features of common video editing software. 
Using the Internet or other research tool, research video editing software, looking 
at the features offered, the costs and resources required for each piece of 
software. In your research, include professional, home use and open source 
software. 
 
Students should use journals or the Internet to research different software 
packages and produce a word processed document outlining the features  
Example: 
 
Sony Vegas Pro 8 software collection combines Vegas 8, DVD Architect 4.5, and 
AC-3 encoding software to offer an integrated environment for video, audio, DVD, 
and broadcast production.   
 
The system requirements for this software are:  
Microsoft® Windows® XP SP2 or Windows Vista™ 
1 GHz processor (2.8 GHz recommended for HDV) 
200 MB hard-disk space for program installation 
600 MB hard-disk space for optional Sony Sound Series Loops & Samples 
reference library 
1 GB RAM 
OHCI-compatible i.LINK® connector1/IEEE-1394DV card 
(for DV and HDV capture and print-to-tape) 
Windows-compatible sound card 
DVD-ROM drive (for installation from a DVD only) 
Supported CD-recordable drive (for CD burning only) 
Supported DVD-recordable drive (for DVD burning only) 
Supported Blu-ray recordable drive (for Blu-ray burning only) 
Microsoft .NET Framework 3.0 
QuickTime 7.1.6 or later 
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Activity 12  
 
Capture footage as directed by your tutor using a video capture device that you 
have access to such as a: digital video camera, digital camera with video function, 
or mobile phone.  
 

1. Ensure you have copyright clearance for any video that you want to 
capture. 

 
2. Pay attention to Health and Safety requirements when you’re working. 

 
3. Insert your clips into a suitable video editing program and edit out any 

unwanted parts. 
 

4. Next add a text based title at the start of your video. 
 

5. Finally add the video to a simple HTML webpage. 
 
 
This is a complex activity that requires that the student shoot video, based on a 
suitable direction or brief given by the tutor.   
 
The student should create a short plan outlining what they plan to shoot, how this 
will be achieved, how they have considered copyright and Health and Safety 
requirements. 
 
The video shot should be edited in a suitable piece of digital video editing 
software and saved. A further version should then be created that is suitable for 
inclusion on a simple web page by using web authorising software or simply using 
Notepad using and modifying the HTML code given in the text. 
 
You should get the students to reflect on the activity by reviewing their own 
performance during the shooting process in light of the results in their journal 
document. 
 
Activity 13 
 
How do you think traditional film or old photographs can be stored in a computer 
system? 
 
Using a scanner – tutors should demonstrate the use of a scanner. Students could 
bring in old family or other photographs to do this. 
 
 
 
 
 
 
 
 



Creative Digital Media: Hardware and Software – (Intermediate 1) 
 

 

 
 

Scotland’s Colleges  45 

Activity 14 answer 
 
Your tutor will give you a digital camera and show you the main features of it.  
Take 5 images to see how the camera operates and upload these 5 images to 
your computer system. 
 
Students will take and store digital photographs. They should reflect on the 
activity, review their performance during the shooting process and record this in 
their journal document. This activity may lend itself to group discussion and peer 
review of the images captured. 
 
 
Activity 15 answer 
 
Using the knowledge you have gained on how to take photographs, especially 
with reference to the rule of thirds, take 5 photos where you have applied the rule 
of thirds. Print them out and draw a grid on to the photograph to show that the rule 
of thirds was applied. Show your photographs to your tutor. 
 
As before, students should reflect on the activity, review their results with 
reference to the rule of thirds and record this in their journal document. This 
activity may lend itself to group discussion and peer review of the images 
captured.
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Student Support Section 
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Tutor Note on Student Activities 
 
 
This section includes both student notes and activities. It is not an off the shelf 
teaching pack. Rather, the materials are intended to complement the practical 
aspects of the course which should itself be an essentially experiential learning 
experience for the students. They are offered to centres as a flexible set of 
materials and activities which can be selected, altered and used in whatever way 
suits individual centres and their particular situation.   
 
The pack has concentrated on the most common digital media elements of:  
¶ Digital stills 

¶ Digital video 

¶ Digital audio  

¶ Text 
 
When talking through the hardware and software, specific advice has been given 
on using specific equipment. You may wish to amend the materials to reflect the 
hardware and software that you intend to use. 
 
It is not intended that the Student Support Section is issued to students as a 
complete pack. 
 
There are some activities that require students to use Internet sources. The online 
research and activities will provide students with a more blended approach to 
teaching and learning and offer more scope than this pack offers. School students 
will be familiar with this approach. For students returning to study, you may need 
to spend time supporting them in the use of electronic resources.   
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Welcome to Creative Digital Media: Hardware and 
Software! 
 
In this Unit we will be looking at the different pieces of hardware and software that 
are used when creating a digital media project. We will learn how to use some of 
them. 
 
 
What is a digital media project?  
 
A digital media project could be a website, or a television programme, or a 
computer game. It’s where a number of different types of digital media items such 
as audio, video, graphics or animations are brought together in one project. The 
project may be run on any number of multimedia devices from computer systems 
to televisions to mobile phones. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 










































































































































