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Creative Digital Media:  
Production Project 
F5CY 10 
 
 
Introduction 
 
These notes are provided to help teachers and lecturers presenting the Scottish 
Qualifications Authority Unit F5CY 10, Creative Digital Media: Production Project 
(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 the pack 
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 information about Curriculum for Excellence 
and its implications for delivery of Skills for Work courses; 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 activities for use with 
students. It provides some suggested unit induction exercises, followed by various 
tasks related to achieving the Unit Outcomes and Performance Criteria. 
 
Additional materials and activities can be found in the Course Guidance and 
Employability support pack. 
 
You may wish to place material from the student support section 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: Production Project (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 
 
Contribute to the development of a digital media brief including the identification of 
complementary digital media products. 
 
Performance Criteria 
 
a) Contribute to discussion and negotiation on the development of the brief. 
b) Contribute by co-operatively sharing ideas, including agreeing working 

methods and rules. 
c) Contribute to the identification of complementary products in different digital 

media. 
 
 
Outcome 2 
 
Contribute to the planning of the production phase for the complementary digital 
media product. 
 
Performance Criteria 
 
a) Contribute to the preparation of a detailed schedule for the products within the 

identified constraints. 
b) Contribute to the identification of practical skills and equipment required to 

create the products. 
c) Contribute to the allocation of roles and responsibilities in the production 

phase, taking account of individual strengths and preferences. 
d) Identify and agree own tasks in the production phase. 
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Outcome 3 
 
Contribute to the production phase for the complementary digital media products. 
 
Performance Criteria 
 
a) Prepare all necessary resources for the production phase in accordance with 

the schedule, allocated roles and the brief. 
b) Carry out allocated roles and tasks to complete the products, seeking and 

offering support from others as required. 
c) Contribute to discussions to ensure the digital media products meet the 

requirements of the brief. 
d) Comply with relevant health and safety and copyright requirements throughout 

the production phase. 
 
 
Outcome 4 
 
Review and evaluate own contribution to the project. 
 
Performance Criteria 
 
a) Review own contribution to the project taking account of feedback from others. 
b) Identify own strengths in contribution to the project. 
c) Identify areas for improvement in own contribution to the project. 
 
 
 
 
 
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 
real workplace.  
 
The evidence will be gathered in open-book conditions at appropriate points 
throughout the Unit.  
  
For Outcomes 1, 2 and 3, performance evidence is required to demonstrate that 
the candidate has:  
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¶ contributed to discussing and negotiating the brief  

¶ contributed by co-operatively sharing ideas, including agreeing working 
methods and rules  

¶ contributed to the identification of two complementary products, each in a 
different digital medium, that satisfy the requirements of the brief within given 
constraints  

¶ contributed to the preparation of a detailed schedule for the two products 
within the identified constraints  

¶ contributed to the identification of practical skills and equipment required to 
create the two products  

¶ contributed to the allocation of roles and responsibilities in the production 
phase, taking account of individual strengths and preferences 

¶ identified and agreed own tasks in the production phase  

¶ prepared all necessary resources for the production phase in accordance with 
the schedule, allocated roles and the brief  

¶ carried out allocated roles and tasks to complete the two products, seeking 
and offering support from others as required  

¶ contributed to discussions to ensure the digital media products meet the 
requirements of the brief  

¶ complied with relevant health and safety and copyright requirements 
throughout the production phase  

 
Candidates will maintain a record of their contribution to team discussions and the 
planning and production of the two complementary products. Assessor 
observation checklists must be used to provide evidence of performance.  
 
 
For Outcome 4, candidates will be required to provide evidence which includes:  
 
¶ feedback from the teacher/lecturer  

¶ statement of own strengths and areas for improvement in their contribution to 
the project  

 
Candidates will be provided with a review template.  
 
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 capabilities and 

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 
 
http://www.ltscotland.org.uk/assess/index.asp 
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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 
 
This Unit is the culmination of all other Units within the Creative Digital Media 
(Intermediate 1) Course. It aims to provide students with the opportunity to use the 
knowledge and skills gained in previous Units and apply these in the production of 
two digital media products. Work undertaken in previous Units may be component 
parts of this Unit - for example, digital media items previously produced or 
captured may be used as part of the final digital media products within this Unit. 
Alternatively centres and/or the students wish to undertake a completely fresh 
production project from the start. 
 
Delivery Sequence 
 
It is recommended that this is the final Unit undertaken by students following the 
Creative Digital Media Course although, as previously mentioned, some elements 
of this Unit may have been undertaken during previous Units, especially Unit 2 
(The Creative Process) and Unit 3 (Hardware and Software). This approach 
should provide students with the basic knowledge and skills required to undertake 
a successful production project as the final element of the Course.  
 
Key elements of the unit are: 
 
Team development of a project brief, which requires the team/s to identify 
and produce two appropriate digital media products 
 
¶ This work should involve students in contributing to discussions and 

negotiations on the development of the brief in ways that require co-operation, 
the sharing of ideas and reaching agreement on working methods and rules. 

 
 
Appropriate levels of individual participation in the project, which include 
contributing to the planning of the development and production phases of 
the production project. 
 
¶ This will require students to contribute to the preparation of a detailed project 

brief and a detailed schedule for production work. It will also require students 
to identify the skills they have available within their team, together with the 
availability of appropriate equipment and other resources to undertake the 
project. Students will also be expected to contribute to the allocation of roles 
and responsibilities within their team, taking account of individual strengths 
and preferences as well as identifying their personal range of tasks with the 
roles they are allocated. 

 
 
Appropriate levels of individual and team participation in the production 
phase of the project. 
 
¶ This will require students to prepare the necessary resources for the 

production phase in accordance with the schedule, allocated roles and the 
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project brief and to carry out their individual and team roles accordingly. It will 
also require students to contribute to discussions that ensure the team’s digital 
media productions meet the requirements of the project brief, while complying 
with all relevant health and safety and copyright requirements.   

 
 
The review and evaluation, by individual students, of their personal 
participation and contribution to the project. 
 
¶ This will require appropriate record-keeping by all students and should take 

account of any feedback from others. Students should continuously be 
identifying their own strengths as well as areas for self improvement and 
development. 

 
Further details of these points are covered in the Unit Specification and NAB 
materials. 
 
 
Process v Product 
 
One key element of this Unit is to allow students to move through the various 
stages of the development and production process, from the development of a 
basic idea, through the various stages of project planning, to the creation of two 
digital media products. Process is more important than product in the successful 
completion of this project, i.e. it is the movement through the development and 
production process, together with the development of necessary employability 
skills that are important, rather than the secondary aim of producing digital media 
products, which could be done without due regard to following the accepted 
processes or to the development of employability skills at an appropriate level. 
 
 
Individual and Team working 
 
Students may work individually on some aspects of the digital media products 
they are involved in creating but all individual efforts should be seen in the context 
of the larger team effort. It should be stressed that all digital media products are 
the result of multi-disciplinary team efforts and that a team approach is, by far, the 
best and most appropriate approach. Students should, therefore, work in small or 
large teams as well as individually, although this will depend on the specific 
activities being undertaken at any given time. It is, however, important that 
individual students maintain their own notes and records of their learning, their 
personal goals and the progress they make throughout the Unit, during both 
individual and team activities.  
 
It is up to the centre to determine the best approach to be taken to specific project 
activities. However, it should always be remembered that working in the digital 
media industry will almost always entail a combination of individual and team 
working and this should be reflected in the approaches taken to the activities 
throughout the unit.  
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Unit Induction 
 
Induction sessions should aim to prepare students for the work they will undertake 
in the unit and help to clarify aims and expectations about what the unit is all 
about. It will also help to overcome any uncertainties they may have about the unit 
and how it will be delivered.  
 
Induction sessions may include the following: 
  
¶ an outline of the Unit content – what they’re going to be doing 

¶ how it fits in to the Creative Digital Media (Intermediate 1) Course 

¶ your plans for teaching the Unit – how they’ll be learning the skills or 
developing the skills already learned 

¶ assessment methods and the schedule for completing the Unit 

¶ where the employability skills fit into the Unit’s content 

¶ 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 should consider inviting representatives from digital media companies the 
centre as they may bring a variety of different perspectives and approaches to 
the work being undertaken within the unit, as well as personal hints and tips on 
production matters. This is especially relevant where two digital media 
products in different formats are to be produced and where some specialist 
knowledge from industry practitioners will help with the production challenges. 

¶ reinforcing the value that employers put on employability skills 
 
It is also appropriate to encourage students to continue to explore their own 
employability skills, both individually and with others, and to set this exploration 
within the context of the unit.  
 
 
Learning and Teaching Approaches 
 
Students will be encouraged to learn through a variety of experiences and 
activities which are designed to enhance their awareness of the employability 
skills required by companies operating in the digital media industry. Practical 
activities should be carried out in a realistic working environment or in a real 
workplace. This will involve the students in working individually and with others in 
teams and in developing good working practices through the activities they 
undertake. 
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Industry Links 
 
In addition to induction activities and the suggested range of unit-based activities 
within this document, visits to real workplace settings and/or discussions with 
industry practitioners would be an invaluable enhancement to the students’ 
learning.  
 
If possible, students should have the opportunity to access industry practitioners 
and, through these industry practitioners, further their knowledge of current 
working practices and models. Having practitioner access will also allow students 
to benefit from having questions and concerns addressed as well as gaining 
benefits from basic practitioner mentoring. 
 
 
Health and Safety 
 
Health and Safety issues and practices should have been covered in previous 
units but the level of practical activity in this unit may require such issues and 
practices to be highlighted again and reinforced. The emphasis should always be 
on safe working practices. 
 
Student Support Material 
 
A range of activities and discussion points covering the Outcomes for this Unit is 
given in the student section of this document. Some are in the form of handouts 
and others have been supplied as activity sheets. 
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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 which all digital media 
employers hold in high regard and which often make the difference 
between securing, or not securing, the job applied for. Employability skills should 
never be underestimated as important elements of winning a job and sustaining a 
career. 
 
Throughout the pack there are numbered flags like the one shown here, showing 
which specific employability skill/s can be highlighted and/or assessment evidence 
recorded when students are busy with the various activities in the Unit. 
 

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 

  

 
 

1, 5, 6, 7
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Achievement in all the 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 many 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. 
 
It is strongly advised that course teams meet to discuss and agree a co-ordinated 
approach to the teaching and developing of the employability skills throughout the 
Course and to ensure that all team members have a common interpretation of the 
range of employability skills and attitudes.  
 
You will find, or create, many 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 
 
 

 Overview Possible Contexts 
/Activities 

 

1

 
 
Positive 
attitudes to 
learning and the 
workplace 

 
By the time students undertake the activities in this Unit, they are likely to 
have a more positive attitude to learning and to the workplace. However, with 
the challenges of developing their own project brief and seeing it through to 
the end of production, there are many opportunities, and indeed it is a 
necessity, to develop these positive attitudes further. 
 
 

 
¶ Attending all classes 

¶ Showing both a willingness 
and ability to participate in 
activities 

¶ Undertaking additional work 
as required by the project’s 
aims 

¶ Showing a willingness to 
help others and to support 
other team members for the 
good of the project as a 
whole 
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Working co-
operatively with 
others 

 
This Unit possibly more than any of the others, will require team effort. Even 
when working on an individual part of the project or in small sub-groups, 
those with a strong awareness of the team’s overall efforts and where they 
can personally contribute to those efforts, are more likely to gain from the 
Production Project experience. 

 

¶ Contributing to team 
discussions and efforts. 

¶ Sharing information that can 
help others to meet team 
objectives and deadlines 

¶ Helping others to overcome 
problems that may affect 
team efforts 

¶ Providing appropriate 
feedback to others 

¶ Being flexible when others 
need assistance or when 
project requirements change 

 
 

2
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Taking advice 
and dealing with 
feedback 
 

4

 
Giving advice 
and feedback to 
others 
 

 
If the team is to be successful with its chosen project, the team members 
need to be able to give and take feedback and advice. 
 

 
Opportunities to give and take 
advice, suggestions and other 
feedback will arise at almost 
every stage of the production 
e.g. 
¶ When agreeing on the 

project topic or on the digital 
media formats to be used 

¶ During planning and 
scheduling work 

¶ During and after all unit 
activities 

¶ When carrying out self-
assessment that requires 
feedback from others or 
when giving feedback to 
others 

 

3
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Planning and 
preparation 
 

 
The starting point in this Unit is to develop a project and an appropriate 
Project Brief that is based on an idea. Once this has been done, planning and 
preparation will be an essential part of moving the project forward through its 
various stages to completion. Without the proper levels of planning and 
preparation, the project could easily fail – with deadlines not being met, or 
skills and resources not being available, or any one of a dozen other 
problems that proper planning and preparation can help to avoid or resolve. 

¶ Interpreting the needs of the 
Project Brief 

¶ Identifying and securing the 
skills, resources and other 
production requirements in 
advance 

¶ Developing and using the 
project admin systems that 
are available 

¶ Putting additional production 
training in place to ensure 
that everyone can do their 
work to the best of their 
abilities 

¶ Knowing what they want to 
achieve from the Unit and 
planning accordingly 

¶ Preparing appropriately for 
each task, either on their 
own or as a participating 
member of a team 

 

5
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6

 
 
Reviewing and 
evaluating own 
skills 
development 
 

 
Throughout the creative digital media course students will have been 
reviewing and evaluating their skills and setting goals for improving those 
skills. In this unit, students have the opportunity to review their progress 
towards their goals and to evaluate that progress during the production 
project. 

 

¶ Reviewing previously set 
goals and evaluating 
progress 

¶ Redefining goals during the 
practical challenges of the 
unit 

 

7

 
 
Time 
management 
skills and 
working to 
deadlines 

 
The ability to manage time and meet project deadlines is a critical part of 
working in the industry. Clients expect their deadlines to be met and this 
requires everyone to manage their time appropriately, both at a personal 
level and in conjunction with other team members. 

 

¶ Being on time for all 
sessions 

¶ Managing time and 
workloads to ensure that 
deadlines are met 

¶ Managing the team’s 
activities so that everyone’s 
input to shared tasks is co-
ordinated 
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8

 
 
Good 
communication 
skills 

 
Good communication skills are essential for a successful project, whether 
communicating orally (one-to-one or to groups), in writing (various forms) or 
through body language. Any opportunity that arises to advance 
communication skills should be taken. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ Articulating proposals and 
suggestions 

¶ Explaining ideas or 
explaining what is required 

¶ Presenting information to 
others 

¶ Discussing ideas, problems, 
solutions, etc with others 

¶ Asking appropriate 
questions and making 
appropriate and encouraging 
comment 

¶ Seeking or giving guidance 
and advice 

¶ Approaching people or 
companies to support the 
project with resources. 

¶ Building a personal portfolio 
and/or e-portfolio where the 
information and evidence 
have to be organised and 
readily accessible 

¶ Articulating personal 
strengths, weaknesses and 
aspirations 

¶ Contributing effectively at 
formal and informal 
meetings with anyone in the 
team and with others outside 
the team 
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9

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

 
It is extremely important for everyone in the digital media industry to have a 
firm grasp of health and safety issues and, indeed, an awareness of risk 
assessment techniques. Practitioners work in a variety of environments and 
frequently have to move between relatively safe environments and those that 
present some major problems. Practitioners must be aware of their 
environments and the risks that different environments pose, not only to 
themselves but to their colleagues and others. 

 
There are many opportunities 
throughout this unit for students 
to become aware of risks and 
hazards and how they can be 
avoided or dealt with. They 
might: 
¶ Carry out a risk assessment 

exercise of an office or they 
might do the same for any 
part of their journey from 
home to the centre. 

¶ Carry out a risk assessment 
of particular pieces of 
equipment – camera, 
microphone, cables, 
computers, etc. 

¶ Discuss key risk factors 
linked to the jobs of the 
practitioners they come into 
contact with and how these 
are dealt with in digital 
media companies. 
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10

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

 
Research is part of the job in the digital media industry and doing it well can 
result in savings, ideas, an edge on the competition, market knowledge, 
equipment specifications, increased skills and many other benefits.  
 
Finding, gathering, organising, evaluating and presenting information is a 
valuable skill within the context of the project to be undertaken. 

 
Examples may include data and 
information on: 
¶ The subject being tackled in 

the project brief 

¶ The market 
(viewer/listener/user) for the 
proposed digital media 
products 

¶ Production techniques, 
information and advice 
about production issues 
and/or about the work to be 
undertaken by individuals 
and by the team 

¶ Production values used 
within the industry 

¶ Quick tips and advice on 
avoiding or overcoming 
problems 

¶ Sources of standard forms 
used in the development 
and production process 
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11

 
 
Skills in using 
hardware and 
software 
 
 
 
 
 
 

 
Hardware and software are the tools of the digital media industry and without 
a firm grasp of what these tools are, what they do and how they can be used, 
it is unlikely that the Production Project will reach a successful conclusion or 
that everyone will get the experience they desire because of lack of skills in 
these areas. 

¶ Researching information 

¶ Capturing and storing 
information and product 
samples 

¶ Creating digital media 
products or the component 
parts of such products 

¶ Communicating with peers, 
industry practitioners and 
others 

¶ Task planning and 
management 

¶ E-portfolios 

¶ Personal reviews and 
evaluation and setting 
targets 

12

 
 
Organisational 
skills 
development 
 

Organisational skills follow on from the ability to plan and prepare. It’s 
important that students realise that because of unforeseen problems or 
outside influences not all plans will progress smoothly. This will require them 
to be sufficiently organised to respond effectively, either by avoiding 
problems as early as possible or by overcoming them when they do arise.  
 
Not only is it important that students organise their own time, they must also 
be able to help the team organise (or reorganise) its plans and activities 
when problems arise.  
 
Unfortunately, part of the work will almost certainly involve admin and this too 
has to be well organised. 

¶ Being personally organised 
and contributing to the 
team’s organisational needs. 

¶ Ability to revise plans quickly 
and effectively 

¶ Organising and presenting 
any necessary information to 
other team members for the 
benefit of specific tasks or 
for the project as a whole 
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Understanding 
roles and 
responsibilities 
in the workplace 
 

 
Students will probably have to work on their own, in small teams and in full 
team settings and it is important that they understand their own roles and 
responsibilities. It is equally important that they understand the roles and 
responsibilities of others and how everyone’s actions will have a positive or 
negative impact on others.   

¶ What role do you have in 
this project and what do 
people expect from you? 

¶ What are others doing and 
what do you expect from 
them? 

¶ How can you work in a way 
that helps others, rather than 
hinders them? 

¶ How can you contribute to 
other people’s workload 
when you have the capacity 
to do so? 

 
 
 
 
 

Awareness of 
the digital media 
industry 

 
Students should already have a heightened awareness of the digital media 
industry by the time they undertake the activities in this unit. This unit 
provides many opportunities to increase awareness further through the highly 
practical activities within the unit. 
 
 

¶ Meeting practitioners from a 
variety of disciplines 

¶ Allocating and adopting 
specific work roles within the 
unit activities. 

¶ Developing a team specific 
Project Brief and ensuring 
that the skills and resources 
are available to deliver the 
brief’s objectives 

¶ Implementing the 
development and production 
processes needed to 
streamline the team’s 
chosen projects. 

13

14
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¶ Testing the digital media 
products against 
professionally produced 
products of a similar nature 
or for similar purposes. 

 
 
 
 
 

Contributing to 
discussions and 
practical 
projects 

 
Throughout the unit, there are many opportunities for discussions, debates, 
the development of ideas and for everyone’s involvement in the unit’s 
practical tasks. Everyone should contribute as best they can and it’s 
important that those who may be shy get the opportunity to contribute their 
own ideas and perceptions. 

 

¶ All formal and informal 
discussions throughout the 
unit 

¶ All practical tasks throughout 
the unit 

¶ Self-evaluation activities 

 
 
 
 
 
 

 
Being 
innovative and, 
sometimes, 
challenging 
 

 
Throughout this unit being innovative and creative is essential if the team and 
its individual members are to produce something that is ‘different’ and 
worthwhile and exciting and suitable for the target audience.  
 
 
 
 

¶ Giving birth to project ideas 
and concepts 

¶ Writing text, scripts, etc 
¶ Creating artwork in various 

formats 
¶ Directing video 

performances 
¶ Layouts for web pages 
¶ Characters for computer 

games 
¶ Editing 
¶ Packaging, presenting, 

marketing,  
¶ Overcoming problems 
¶ Etc 

16

15
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Interpretation of 
project briefs 

 
In this unit, the team will be developing and writing its own Project Brief. 
However, this will still leave room for individual interpretation and, in some 
cases, it may be the wrong interpretation. 
 
 

¶ Ensuring that everyone 
involved knows exactly what 
the project aims to achieve, 
how it will be achieved and 
by when 

¶ Developing a system 
whereby any queries can be 
addressed in a full-team 
meeting so that everyone is 
kept abreast of changes or 
amendments 

 

 
 
Presentation 
and pitching 
skills 

 
Presentation and pitching skills are often the lifeblood of the industry. 
Practitioners from many different disciplines often find themselves having to 
present ideas, proposals and information of varying types to colleagues or 
managers or clients.  
 
 
 

In this unit the main 
presentations will come at the 
start of the process, when 
individuals will want to 
contribute to: 
¶ The topics for the project 

¶ The digital media products to 
be produced 

¶ The approaches to be taken 

¶ The roles to be allocated 
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Setting targets 
 

 
Setting targets follows on from the ability to review and evaluate one’s own 
skills. Identifying strengths and weaknesses are important parts of the 
process but equally important are the planning and target setting abilities to 
assist with improvement while enhancing the strengths that may already be 
apparent. 
 
 
 
 
 
 
 

There are two key areas 
where setting appropriate 
targets will be of benefit. 

¶ Project Related Targets, i.e. 
where linked to the practical 
activities and challenges of 
the unit’s project 

¶ Personal Development 
Targets, based on the 
student’s review of personal 
performance in relation to 
employability skills. 
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Resources - Books 
 
The following resources are useful references for Creative Digital Media teachers 
and lecturers: 
 
Digital Media 

 
DigiMarketing: The Essential Guide to New Media and 
Digital Marketing 
by Kent Wertime and Ian Fenwick; John Wiley (2008) 
 
Media in the Digital Age   
by JV Pavlik  
 
An Introduction to Digital Media (Blueprint Series)  
by Tony Feldman; Routledge (1997) 
 
 

Digital Media Tools  
by Dr. Nigel Chapman and Jenny Chapman; John Wiley (2007) 
 
Digital Multimedia  
by Dr. Nigel Chapman and Jenny Chapman 
 
Digital Cultures: Understanding New Media  
by Glen Creeber and Royston Martin; Open University Press (2009) 
 
Digital Journalism: Emerging Media and the Changing Horizons of 
Journalism  
by Kevin Kawamoto  
 
Introducing Microsoft Expression Studio: Using Design, Web, Blend, and 
Media to Create Professional Digital Content  
by Greg Holden  
 
Introduction to Media Production: The Path to Digital Media Production by 
Gorham Kindem PhD and Robert B. Musburger PhD; Focal Press/Elsevier (2009) 
 
Producing Video Podcasts: A Guide for Media Professionals  
by Richard Harrington  Focal Press/Elsevier (2008) 
 
Teaching Digital Video Production (Teaching Film and Media Studies Series) 
by Pete Fraser, Barney Oram, and Vivienne Clark  
 
 
Websites 
 
Effective Website Development: Tools and Techniques  
by Dr Keith Darlington; Pearson Education Limited (2005) 


































































































































