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Framework summary
Community Arts

Community Arts Administration

Pathways for this framework at level 2 include:

Pathway 1: Community Arts Administration

Competence qualifications available to this pathway:
C1 - Certificate in Community Arts Administration Level 2

Knowledge qualifications available to this pathway:
K1 - Level 2 Award in Principles of the Creative and Cultural Sector

K2 - Level 2 Award In Planning and Delivering one off Social Enterprise Activity (QCF)

K3 - TCL Level 2 Award in the Arts
Combined qualifications available to this pathway:
N/A

This pathway also contains information on:

Employee rights and responsibilities
Essential skills

Community Arts

Community Arts Management

Pathways for this framework at level 3 include:

Pathway 1: Community Arts Management

Competence qualifications available to this pathway:
C1 - Diploma in Community Arts Management Level 3

Knowledge qualifications available to this pathway:
K1 - Level 3 Certificate in Principles of the Creative and Cultural Sector

K2 - Level 3 Certficate in the Arts
Combined qualifications available to this pathway:
N/A

This pathway also contains information on:

Employee rights and responsibilities
Essential skills
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Framework information

Information on the Publishing Authority for this framework:

Creative and Cultural Skills

The Apprenticeship sector for occupations in arts, cultural heritage, craft and design (also
includes music, literature, performing arts and visual arts).

Short description

This Level 2 and 3 Apprenticeship has been designed with the help of employers to widen the
pool of potential recruits into Community Arts and to give more opportunity to individuals to
get their foot in the door of the Industry. Foundation Apprentices will train as a Community
Arts Administration Assistant and  Apprentices will train as a Community Arts Administrator.

This framework includes:

Level 2
Level 3

Issue number: 4

Framework ID:
FR03216

Date this framework is to be reviewed
by: 01/06/2014 This framework is for use in: Wales
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Contact information

Proposer of this framework

This framework is published by Creative & Cultural Skills.

Developer of this framework

Name: Vikki Williams
Organisation: Creative & Cultural Skills

Organisation type: Sector Skills Council
Job title: Qualifications Manager

Phone: 07867330227
Email: vikki.williams@ccskills.org.uk

Postal address: The Backstage Centre
High House Production Park
Vellacott Close
Purfleet
Essex
RM19 1RJ

Website: www.ccskills.org.uk

Issuing Authority's contact details

Issued by: Creative and Cultural Skills
Issuer contact name: Dawn Hillier

Issuer phone: 07867330228
Issuer email: dawn.hillier@ccskills.org.uk
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Revising a framework
 

Contact details

Who is making this revision: Vikki Williams
Your organisation: Creative & Cultural Skills

Your email address: Vikki.williams@ccskills.org.uk

Why this framework is being revised

This framework has been revised as a result of the withdrawl of EDI qualifications.

Summary of changes made to this framework

Removal of withdrawn EDI qualifications

Addition of replacement Edexcel qualifications.

Addition of knowledge qualifications relevant to the framework.

Qualifications removed

501/1120/6 Pearson EDI Level 2 Award In Principles of the Creative and Cultural Sector 
600/1139/7 Pearson EDI Level 3 Certificate In Principles of the Creative and Cultural Sector 
501/0983/2 Pearson EDI Level 2 Certificate in Community Arts Administration
501/1193/0 Pearson EDI Level 3 Diploma in Community Arts Management

Qualifications added

600/9639/1 Pearson BTEC Level 2 Award In Principles of the Creative and Cultural Sector

600/9669/X Pearson BTEC Level 3 Certificate In Principles of the Creative and Cultural Sector

600/9614/7 Pearson EDexcel Level 2 Certificate in Community Arts Administration

600/9597/0 Pearson EDexcel Level 3 Diploma in Comunity Arts Management

500/9914/0 TCL Level 2 Award in the Arts (QCF) 
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500/9666/7 TCL Level 3 Award in the Arts (QCF)

Qualifications that have been extended

(no information)
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Purpose of this framework

Summary of the purpose of the framework

Community Arts helps to enrich the lives of local communities by planning, promoting and
running participatory events, exhibitions and projects to engage individuals and groups of all
ages.

The creative and cultural sector is experiencing a number of challenges which need to be
addressed if businesses are to attract new talent into the industry and to replace those who
leave or retire:

over half of employers have recruitment issues because applicants lack experience, and
about a quarter say that applicants lack the right specialist skills for the job
companies often recruit from the rich over-supply of general arts graduates and miss out
on the wider pool of talent available from other areas of study or those without formal
qualifications
the future workforce is composed of a large pool of ‘qualified’ potential recruits who do
not have the specific ‘associate professional and technical’ skills that nearly half of jobs
require – these are the jobs where there is predicted growth over the next seven years.
skills gaps in the current workforce can lead to existing business being lost through poor
delivery or impossible pressure on the workforce and they need to find time for and
finance training
skills gaps include ICT, Marketing/Advertising and PR, Technical Skills, Business
Development, Administration, Finance and Accounting, Digital Skills, Sales and
Management
management skills are required to manage complex creative organisations often ‘not for
profit’, or with complicated stakeholder managements (e.g. subsidy, LA, sponsorship) and
a need for progression pathways to enable staff to progress quickly from practitioner,
supervisor, manager and to CEO.
the industry is predominantly young and white; nearly 50% of the workforce is under 40
years of age, and evidence suggests that people drop out of the sector in significant
numbers in their thirties and forties
the availability of finance and the ability to support investment in skills is key to the
development and growth of the industry. 92% of creative and cultural organisations are
micro-businesses (employing less than 10 people) and ensuring sufficient finance is in
place to support all aspects of the business can be challenging.
the consequence of a potential workforce that is highly qualified but skills deficient, is
that businesses and employees in the industry, and those wanting to work in the industry
require re-skilling in specific areas to be adequately prepared for work, or to increase
productivity for the sector itself. Funding for second level 3 or 4 qualifications is not
always possible, and thus the cost of such training falls either on the individual or the
business providing the training.
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This can be a huge burden on businesses in the industry as they are generally small and –
more than the UK as a whole – are likely to be self-employed or freelancers. This can put great
strain on the ability for businesses to fund and provide training for their staff.

Amongst the future skills needs for the creative and cultural sector are:

Administrative skills
Business skills
Creative expertise
Digital skills
Finance/ accounting
Foreign language skills
Freelance Skills
Fundraising
ICT skills
Management
Marketing
Online skills
Teaching skills

Employers are keen to increase the level of work based learning in order to change the culture
of graduate recruitment to the Industry. They have helped to design the qualifications in this
Level 2 and 3 Apprenticeship programme to ensure that it meets their current and future skills
needs and at the same time, meet the requirements of the Specification of Apprenticeship
Standards for Wales.

Foundation Apprentices will train as Community Arts Administration Assistants helping to
organise and publicise events and exhibitions, assisting with financial record keeping, customer
care, dealing with touring and resident artists/groups/bands/orchestras, assisting with the
management of the building and general office work including using a range of IT software. 

Apprentices will  train as Community Arts Administrators responsible for assisting with the
efficient running of the organisation, to ensure that the local community benefits from a range
of arts programmes. This includes assisting with the recruitment of administrators, artist
services, maintenance and security, external relationship management and book keeping. 

This Level 2 and 3 Apprenticeship will also contribute to meeting the skills priorities for Wales
by:

providing flexible access to a high quality Level 2 and 3 skills programme, as a real
alternative to academic qualifications , for those who prefer this style of learning and
achievement;
incorporating skills to improve the levels of general literacy, numeracy and ICT in Wales;
using technical and competence qualifications, valued by employers, to help their
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businesses grow;
developing Apprentice’s employability skills, making them more attractive to all
employers whichever career they choose;
providing a career pathway into jobs and training at intermediate and higher level, to
provide the skills which the economy needs to grow;
building on the existing quality learning provision for the Creative and Cultural sector in
Wales;
developing on from the DCELLS Apprenticeships pilot project in Wales as part of the
Sector Priorities Fund;
responding to the prioritisation of the creative industries in Wales as part of the Economic
Renewal Programme. Creative industries are one of six identified priority sectors.

Aims and objectives of this framework (Wales)

Aim:

The aim of this framework is to attract new people into Community Arts from a wide range of
backgrounds with the skills employers need to replace those who leave and to provide a career
pathway within and across all the creative industries.

Objectives of this framework are to:

provide a flexible entry route to attract a wider range of applicants into Community Arts
at levels 2 and 3;

1.

develop business, administrative, problem solving, communication, team working,
literacy, numeracy and ICT skills, which are a priority for the sector;

2.

provide micro businesses, which account for 92% of businesses in the sector with access
to a quality work based training and development programme to increase business
productivity and efficiency;

3.

provide opportunities for career progression across the creative and cultural sector into
senior jobs through further training and development, FE and HE programmes.

4.
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Entry conditions for this framework
Employers are looking to widen the pool of potential recruits into Community Arts and to give
more opportunity to individuals to get their foot in the door of the industry. They are
particularly interested in those who:

show a keen interest in working in community arts and in providing high standards of
customer service;
have the communication skills on which this apprenticeship will build;
understand the importance of working in teams and the benefits which community arts
programmesbring to local communities.

Applicants may have prior experience or qualifications in any of the creative industries
supported by a portfolio of evidence but this is not mandatory as training providers and
employers will use initial assessment to ensure that applicants have a fair opportunity to
demonstrate their ability. Programmes will then be tailored to meet individual needs,
recognising prior qualifications and experience.

Some job roles may require applicants to undergo a CRB check. 

Proxies and relaxations

Processes exist to make sure that applicants with prior knowledge, qualifications and
experience are not disadvantaged by having to repeat learning. Training providers and
awarding organisations will be able to advise on the current rules for accrediting prior learning
and recognising prior experience. Refer to the on and off the job training section for guidance
about prior attainment and achievement. In the meantime, this is a short summary:

The SASW does not specify relaxations or proxies for qualifications, however, providers are
encouraged to identify additional on-the-job training programmes that customise the learning
to the new workplace.

1. Essential Skills Wales.

If applicants already have GCSEs in English, Maths and/or Information and
Communications Technology (ICT) they still have to do the Essential Skills Wales at the
relevant level as these are new qualifications and proxies do not exist.
If applicants already have achieved Key Skills at the relevant level, they will not have to
do the relevant Essential Skills Wales ESW), however, apprentices can be encouraged to
complete ESW at a higher level if appropriate.

2. Knowledge qualifications.

If applicants already have the Level 2 KNOWLEDGE qualification (or NQF predecessor
qualification) before they started their Apprenticeship,  they can count this and do not
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qualification) before they started their Apprenticeship,  they can count this and do not
have to redo the qualification, providing that they have achieved this qualification within
5 years of applying for the apprenticeship certificate.. For example they may have
already achieved the KNOWLEDGE element as part of the Welsh Baccalaureate. The
hours they spent gaining this qualification will also count towards the minimum hours
required for this framework.

3. Competence qualifications.

If applicants already have the Level 2 COMPETENCE qualification for the Apprenticeship
(or NQF predecessor qualification), they do not have to repeat this qualification, however,
this qualification must have been achieved within 5 years. of applying for the
apprenticeship certificate and they will still have to demonstrate competence in the
workplace.

4. Prior experience.

Applicants already working in the sector will be able to have their prior experience
recognised by the Awarding Organisation and this will count towards the competence and
the knowledge qualifications in this framework.
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Title for this framework at level 2

Community Arts Administration
 

Pathways for this framework at level 2

Pathway 1:  Community Arts Administration

Level 2
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Description of this pathway

Community Arts (Administration)

Total Credits: 52

Entry requirements for this pathway in addition to the framework entry
requirements

None in addition to the general entry conditions for this framework

Level 2, Pathway 1: Community Arts
Administration



 

Job title(s) Job role(s)

Community Arts
Administration
Assistant

Helping to organise and publicise events and exhibitions, assisting with
financial record keeping, customer care, dealing with touring and resident
groups bands/orchestras, assisting with the management of the building
and general office work including using a range of IT software.
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