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There are vital administrative roles in the performing arts that do not require you to perform. These
professional roles in arts administration are integral to the smooth running of organisations and
companies, projects and productions.

The arts administrator's range of knowledge, understanding and skills is broad and reflects the
diversity of the sector. Organisations require roles such as fundraising, marketing, programming
and project management - just some of the areas covered by ‘Arts administration’. These roles are
needed whether the organisation is large or small, subsidised or commercial and irrespective of
which art forms are involved.

In this unit you will gain a greater knowledge of the broader supporting functions of the sector

which facilitate performance work. Whatever role you take within the performing arts you will use
this knowledge and understanding to underpin your career.
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TEACHING CONTENT

The teaching content in every unit states what has to be taught to ensure that learners are able to access the highest grades.
Anything which follows an i.e. details what must be taught as part of that area of content. Anything which follows an e.g. is illustrative.

For externally assessed units, where the content contains i.e. and e.g. under specific areas of content, the following rules will be adhered to when we set
tasks for assessment:

e adirect question may be asked about unit content which follows an i.e.

e where unit content is shown as an e.g. a direct question will not be asked about that example.

Learning outcomes Teaching content Exemplification

The Learner will: ’ Learners must be taught:

1. Understand the 1.1 Legal Learners will need to know what companies and organisations would
considerations of arts need to consider in order to set up a project legally and why i.e. the
administration requirement of music licences e.g. PRS (Performing Rights Society)

and PPL (Phonographic Performance Licence), business
registrations.

1.2 Policy Learners need to consider the policies that are required as a
freelancer or within a larger organisation and why i.e. public liability
and employee insurance, processes and policies for the protection of
data, health and safety policies, certificates and risk assessments.

1.3 Structures Learners need have an awareness of the structures of arts
administration in different sized organisations i.e. marketing,
fundraising, programming, project managing, health and safety roles,
relative to scale.

1.4 Risk, health and safety Learners need to know what companies and organisations would
need to consider in order to work safely i.e. safeguarding and staff
training policies, reference checks, DBS applications, health and
safety/equipment checks and risk assessments.
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Learning outcomes Teaching content Exemplification

The Learner will: Learners must be taught:
2. Un_derstand the roles, 2.1 Operations Learners need to know the key areas of operations, their purpose
functions and purpose of arts and how they interrelate, i.e.:

administration
¢ people e.g. Human Resources

¢ places e.g. premises, venues
e money e.g. finance, funding
e product or service e.g. the perfornance work.

2.2 Funding Learners need to know the role, function and purpose of a fundraiser
ie.:

¢ rationale for fundraising e.g. project viability without external
funding

e methods of fundraising e.g. sponsors, merchandising
¢ sources of income e.g. grants, box office
¢ types of funders e.g. Public Sector.

Obligations under funding agreements i.e.:
¢ auditing of budgets e.g. interim reports on spending
¢ evaluation of outcomes e.g. how success has been measured
¢ sustainability and legacy policy e.g. audience feedback.

Learners need to know obligations to different sources of funders
ie.:

e Arts Council
e SpoNsors

e advertisers.
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Learning outcomes Teaching content Exemplification

The Learner will: Learners must be taught:

2.3 Marketing Learners need to know the role, function and purpose of Marketing
and Public Relations teams i.e.:

e market research e.g. reaching new audiences
¢ methods of marketing e.g.direct, online, cross media
e advertising and promotion e.g. online, radio, events.

2.4 Programming Learners need to know the role, function and purpose of a
programmer i.e.:

¢ researching the programme
¢ planning the programme
¢ implementing the progamme

e audience development i.e. activities to develop ongoing
relationships with the audience; e.g. understanding the
preferences of the audience, understanding how to reach the
target audience, having an audience plan.

3. Understand responsibilities

3.1 Planning In the context of project management learners should understand the
and processes of arts SR
L . following i.e.:
administration _ o
3.2 Developing e aims and objectives
e targets
3.3 Implementing e timeframe

¢ schedules and deadlines

3.4 Reviewing e resources and set-up requirements
e contingency plans

¢ risk management

e monitoring systems.
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Learning outcomes Teaching content Exemplification

The Learner will: Learners must be taught:

46U'.‘O!ef5t6.‘”d _arts . 4.1 Contingency Based on the knowledge and understanding they have learnt so far,
administration in practice learners will need to understand how to apply contingencies across a
range of performing arts settings and scenarios.

LEARNING OUTCOME (LO) WEIGHTINGS

Each learning outcome in this unit has been given a percentage weighting. This reflects the size and demand of the content you need to cover and its
contribution to the overall understanding of this unit. See table below:

LO1 15%
LO2 25%
LO3 30%
LO4 30%
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All Learning Outcomes are assessed through an externally-set, written examination paper worth a maximum of 60 marks and 2 hours in duration.

The examination paper will have short to medium response questions and extended response questions.

When learners are taking the assessment task for this unit they will have opportunities to draw on relevant, appropriate knowledge, understanding and skills
that they will have developed through other units. We have identified those opportunities in the table below. Learners should be encouraged to consider for
themselves which skills’lknowledge/understanding are most relevant to apply.

Unit Learning Outcome (LO):

LO1: Understand the performing arts sector

LO2: Know the organisations and roles in the performing arts industry

LO3: Understand progression and opportunities in the performing arts sector
LO4: Be able to produce strategies for sustaining a freelance career

LO1: Understand the key features of projects

2 | LO2: Be able to plan and develop a project from a commissioning brief

LO3: Know how to write a final proposal for a project

LO1: Understand issues that affect the performing arts industry

LO2: Be able to plan and carry out research

17 | LO1: Be able to plan a dance or movement workshop
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