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[bookmark: _Toc49257925][bookmark: O_787714]CUAADM311 Book rehearsal and performance venues and administer bookings 
[bookmark: O_787715]Application
This unit describes the skills and knowledge required to book rehearsal and performance venues and provide the associated administrative services. It involves booking venues, making booking arrangements for required personnel and distributing booking details to required personnel according to rehearsal and performance requirements.
The unit applies to those who provide administrative support to performers, booking agents and venue staff in the management of appointments, schedules and bookings needed for rehearsals and performances.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_787718]Unit Sector
Administration – General administration
Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Identify venue requirements and book venues
	1.1 Identify rehearsal and performance requirements
1.2 Discuss location and audience demographic with required personnel
1.3 Determine operational and technical capabilities and regulatory, licensing or permit requirements of venues using different sources
1.4 Identify venues and assess suitability of potential venues based on market position and record market position details according to organisational procedures
1.5 Confirm proposed venue meets rehearsal and performance requirements in discussion with required personnel
1.6 Discuss venue risks and disability access with required personnel and confirm safety, security and financial viability requirements have been met
1.7 Negotiate and confirm special arrangements with venue as required
1.8 Confirm booking and complete booking documentation according to organisational procedures

	2. Administer booking arrangements 
	2.1 Gather required booking details and confirm with required personnel
2.2 Establish availability of required personnel and negotiate alternative arrangements if required
2.3 Discuss and analyse risks and identification of work health and safety matters that affect viability and actuality of rehearsals and performances with required personnel
2.4 Record contract arrangements according to rehearsal and performance requirements
2.5 Confirm, document and store booking details in format that meets rehearsal and performance requirements

	3. Distribute booking details
	3.1 Circulate booking details to required people according to rehearsal and performance requirements
3.2 Respond to booking queries according to rehearsal and performance requirements 
3.3 Refer difficulties in responding to booking queries to required personnel
3.4 Amend booking details and confirm changes resolve booking query difficulties
3.5 Re-distribute booking details according to rehearsal and performance requirements


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Numeracy
	Defines timeframes according to schedule requirements

	Oral communication
	Articulates requirements clearly using language and features appropriate to audience and context
Confirms understanding of requirements using listening and questioning skills

	Reading
	Interprets and critically analyses booking documentation
Evaluates and integrates information about venues and assesses suitability according to rehearsal and performance requirements

	Writing
	Completes workplace documents and forms using specific and industry standard language
Communicates relationships between booking enquiries and agreements

	Planning and organising
	Plans and prioritises tasks as required
Identifies and responds to predictable routine problems related to own role 

	Problem solving
	Identifies and analyses financial and safety risks using problem solving skills

	Self-management
	Identifies responsibility and complies with legislative requirements

	Teamwork
	Follows accepted communication practices and protocols in negotiations
Works collaboratively and establishes agreed communication and other work protocols


[bookmark: O_675006]Unit Mapping Information
No equivalent unit. Supersedes and is not equivalent to CUAADM301 Administer bookings for rehearsals and performances and CUAADM302 Book performance venues.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5



[bookmark: _Toc49257926]Assessment Requirements for CUAADM311 Book rehearsal and performance venues and administer bookings
[bookmark: O_787724]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
book at least one venue and administer arrangements for at least two other bookings according to rehearsal and performance requirements.

In the course of the above, the candidate must:
research, source and secure performance venues
negotiate and agree on arrangements for performances with required personnel
estimate and calculate performance costs
assist in identifying risks associated with the safety and financial viability of a performance
confirm, record and distribute booking details using the required documentation and booking technology
liaise with performers, agents, managers and venue personnel, and deal with booking queries.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
factors used to identify market positions of potential venues
techniques for analysing financial viability of a performance, including estimating and calculating performance costs
sources of information about venues
different needs of individuals to consider when choosing a venue
information required to book rehearsals and performances
common requirements for rehearsals and performances, including:
venue requirements
image and tone
style and genre
schedules and timelines
communication practices and protocols
booking format, documentation and storing practices and protocols
booking systems and technologies
common risks and work health and safety considerations when assessing viability of rehearsals and performances including induction requirements of venues
legislative requirements related to booking rehearsal and performance venues 
documentation used for booking rehearsals and performances
technologies used to confirm, record and distribute bookings and booking details, including:
common booking systems used when booking rehearsals and performances
customer relationship management (CRM) systems
issues and challenges of booking rehearsals and performances, and how they might be addressed. 
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
information about venues
access to legislative and regulatory material about venue safety, security and licensing
performers, venues and venue personnel, and opportunities for booking simulated rehearsals and performances 
industry standard technology to prepare and distribute booking confirmation sheets, performance schedules and/or venue worksheets.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational educational and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257927][bookmark: O_789947]CUACNM211 Monitor collections for changes in condition
[bookmark: O_789948]Application
This unit describes the skills and knowledge required to observe and report the basic condition of collections and to identify possible threats to objects in collections. Collections may be created by organisations, such as museums or art galleries to form the basis of activities, including exhibitions, education or research. It involves observing collection conditions, maintaining the environment that affects collections and reporting issues to personnel according to organisational policies and procedures.
The unit applies to those who work in organisations and are responsible for the care of material in collections, both on display and in storage.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_789951]Unit Sector
Cultural services – Collection management
Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Evaluate the condition of collections
	1.1 Check that position, appearance and condition of collections meet organisational requirements
1.2 Identify changes, anomalies, damage and deterioration
1.3 Take action when required by condition according to organisational policies and procedures
1.4 Refer matters outside scope of own role to required personnel

	2. Maintain environmental conditions
	2.1 Monitor environmental conditions that affect collections 
2.2 Identify environmental conditions needing attention and adjust according to organisational policies and procedures
2.3 Refer unresolved matters outside scope of own role regarding environmental conditions to required personnel

	3. Report evidence of potential or actual collection change or damage
	3.1 Report changes that present potential immediate risk to collections to required personnel
3.2 Report evidence of common sources of damage to required personnel
3.3 Observe visitor behaviour that may threaten collections and take action and report within scope of individual responsibility
3.4 Identify and refer hazards and risks to required personnel


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Oral communication
	Asks questions, seeks opinions, listens, and responds to routine instructions regarding collection hazards and risks

	Reading
	Reads workplace documentation and selects information from organisational policies and procedures when monitoring collections

	Writing
	Completes routine workplace reports according to organisational policies and procedures detailing changes in the condition of collections using specific and appropriate language

	Initiative and enterprise
	Responds to predictable routine problems in relation to the condition of collections and implements standard or logical solutions

	Planning and organising 
	Plans and implements routine tasks making limited decisions on sequencing, timing and collaboration 

	Self-management
	Identifies and follows roles, responsibilities and procedures for routine tasks 

	Teamwork
	Follows accepted communication practices and protocols when reporting matters to colleagues or supervisors


Unit Mapping Information
Supersedes and is equivalent to CUACNM201 Monitor collections for changes in condition.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5



[bookmark: _Toc49257928]Assessment Requirements for CUACNM211 Monitor collections for changes in condition
[bookmark: O_789957]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
monitor at least two collections for changes in condition according to organisational policies and procedures.

In the course of the above, the candidate must:
undertake observations of collections and reporting on their condition
identify threats to collections and take action
report potential or actual change or damage to collection within scope of responsibility.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
organisational policies and procedures for monitoring collections for changes in condition, including those relating to:
regularity, thoroughness and timeliness of collection checks
remedial actions
workplace reporting
collection monitoring protocols
types of potential changes, anomalies, damage and deterioration that may affect collections
common environmental conditions that affect collections and what adjustments could be made for each condition  
visitor behaviour that may affect collections
potential hazards and risks to collection material, buildings and personnel.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
collection to monitor
policy and procedure manuals relevant to monitoring collections for changes in conditions. 

Assessors of this unit must satisfy the requirements for assessors in applicable vocational educational and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257929][bookmark: O_789966]CUACNM311 Move and store collection material
[bookmark: O_789967]Application
This unit describes the skills and knowledge required to handle, pack and unpack collection material when moving or storing it. It involves using techniques, tools and equipment to move and store the material according to organisational policies and procedures. 
The unit applies to those who move and store different types of collection material within the same building of an organisation or to an external location. Storage may be short or long-term.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_789970]Unit Sector
Cultural services – Collection management
Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Determine movement and storage requirements
	1.1 Assess documentation and determine scope of work required for movement and storage of collection material
1.2 Identify organisational policies and procedures and specific requirements for moving and storing material and confirm with required personnel
1.3 Assess collections and estimate projected current and future storage requirements with required personnel
1.4 Seek specialist advice or assistance where required

	2. Complete collection material packing procedures
	2.1 Select packing materials, tools and equipment according to organisational policies and procedures
2.2 Handle collection material safely and in a manner that maintains integrity of collection material
2.3 Pack collection material according to conservation and sustainability principles
2.4 Label packaging according to organisational policies and procedures
2.5 Recycle and dispose of waste according to organisational policies and procedures

	3. Move collection material
	3.1 Select handling and moving equipment according to organisational policies and procedures
3.2 Handle collection material in a manner that protects individual items and contributes to loading and unloading process
3.3 Identify hazardous items and load them according to organisational policies and procedures
3.4 Inspect load prior to transportation and confirm items are loaded and secured according to organisational policies and procedures, and adjust as required
3.5 Prepare transportation documentation according to organisational policies and procedures

	4. Arrange collection material and update records
	4.1 Unpack and arrange collection material and update records
4.2 Install, position and store collection material as required according to organisational policies and procedures
4.3 Clear and clean work areas according to organisational policies and procedures
4.4 Refer problems with arranging collection material to required personnel as required
4.5 Update existing movement and storage records and prepare new records as required according to organisational policies and procedures
4.6 Store records according to organisational policies and procedures 


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Numeracy
	Estimates time and measurement using mathematical techniques

	Oral communication
	Seeks guidance and follows instructions according to industry standards and organisational policies and procedures
Uses appropriate language when communicating with others

	Reading
	Reads and interprets documentation and determines requirements for moving and storing different types of collection material

	Writing
	Legibly completes simple documentation, recording key information in a style and format that meets organisational policies and procedures

	Initiative and enterprise
	Analyses task requirements and decides on required equipment and practices
Makes routine decisions based on implementation of standard procedures

	Planning and organising
	Plans and implements routine tasks and workload according to organisational policies and procedures

	Self-management
	Understands roles and responsibilities for completion of tasks and seeks assistance when necessary
Takes personal responsibility for following policies and procedures

	Teamwork
	Cooperates with others and contributes to work practices where joint outcomes are expected and deadlines are to be met


Unit Mapping Information
Supersedes and is equivalent to CUACNM301 Move and store collection material.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257930]Assessment Requirements for CUACNM311 Move and store collection material
[bookmark: O_789976]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
move and store collection material on at least one occasion according to movement and storage requirements, including: 
reviewing workplace documentation and consulting with required personnel to identify nature and scope of movement or storage work
determining job-specific requirements, based on collection material to be moved and stored, and any cultural protocols and stakeholders to be considered
preparing identified requirements and seeking specialist advice or assistance where required.

In the course of the above, the candidate must:
use safe work practices during movement and storage work, including:
handling collection material safely
using transport equipment and packing material safely
minimising hazards during work activities
use required tools, equipment and techniques according to organisational policies and procedures.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
organisational policies and procedures relating to moving and storing collection material, including:
storing and transporting documentation and records
timeframes and schedules
labelling collections
cultural sensitivities when dealing with collections of objects
using materials, tools and equipment
manual handling and work health and safety (WHS)
preventive pest management processes
waste recycling and disposal
record-keeping for collection movement and storage
packing and storage approaches and techniques for:
culturally sensitive material
different types of collection material
internal and external transportation
short and long-term storage
security requirements and issues to be considered when moving or storing collection material.
sources of specialist advice for moving and storing collection material.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
collection to be moved and stored
materials, tools and equipment for packing, moving and storing collection items
organisational procedures relating to moving and storing collection material
sources of advice.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational educational and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5



[bookmark: _Toc49257931][bookmark: O_789985]CUACNM411 Assess the significance of collection objects
[bookmark: O_789986]Application
This unit describes the skills and knowledge required to complete significance assessments of collection objects. It involves determining significance by applying criteria including value, meaning, history, and cultural considerations attached to objects.
The unit applies to those who work in both small and large organisations assessing the significance of objects in collections or being considered for inclusion in collections. In smaller organisations, the role may be undertaken by individuals with broader management responsibilities, by committees and boards of management, or combinations of different personnel. In larger organisations, specialised curatorial staff may undertake this role. 
The significance of collection objects relates to their value to past, present and future generations and may apply to their aesthetic, historical, scientific or social value. In this unit, significance assessment is undertaken autonomously, according to established procedures but in consultation with others.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_789989]Unit Sector
Cultural services – Collection management
Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to assess the significance of objects
	1.1 Research and identify need for significance assessment using different sources of information
1.2 Determine goal of undertaking significance assessment
1.3 Identify organisational policies and procedures relating to significance assessment of objects

	2. Apply assessment methodology
	2.1 Compile object files containing available details about objects and their history according to organisational policies and procedures
2.2 Research history, origin, social values and cultural significance of objects and explore their wider historical and environmental context
2.3 Confirm context, origin, social values and cultural significance of objects in consultation with required personnel
2.4 Analyse and record fabric, design, manufacture and condition of objects according to organisational policies and procedures

	3. Develop statements of significance
	3.1 Identify comparative examples of objects
3.2 Evaluate objects using primary and comparative criteria
3.2 Write statements of significance and describe value and meaning of objects according to organisational policies and procedures
3.3 Seek feedback from required personnel on statements of significance
3.4 Enter significance assessments into organisational records according to organisational policies and procedures

	4. Review assessments of objects
	4.1 Reassess significance of objects
4.2 Update statements of significance as required
4.3 Amend organisational records as required according to organisational policies and procedures
4.4 Prepare recommendations for further action as required according to organisational policies and procedures


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Numeracy
	Interprets numerical information and applies basic mathematical calculations when recording the value of objects

	Oral communication
	Participates in a verbal exchange of information and elicits views and opinions of others regarding the origin of objects using listening and questioning techniques
Asks clarifying questions and elicits clear and detailed information

	Reading
	Locates and interprets information and determines job requirements

	Writing
	Develops material and conveys explicit statements and recommendations for a specific audience and purpose using clear and detailed language
Prepares and updates records and summarises key and significant information using correct spelling and grammar according to organisational policies and procedures

	Planning and organising
	Takes responsibility for planning, sequencing and prioritising tasks and own workload 

	Problem solving
	Identifies issues and generate possible solutions using analytical thinking techniques in consultation with others 
Applies analytical processes and resolves problems associated with determining significance of objects

	Self-management
	Takes responsibility for providing quality advice and information that complies with organisational policies and procedures
Identifies and follows organisational policies and procedures

	Teamwork
	Discusses significance issues in collaboration and cooperation with others

	Technology
	Undertakes research, enters data, and presents and stores information using digital technologies and systems


Unit Mapping Information
Supersedes and is equivalent to CUACNM401 Assess the significance of collection objects.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257932]Assessment Requirements for CUACNM411 Assess the significance of collection objects
[bookmark: O_789995]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
assess the significance of at least two collections of objects according to organisational policies and procedures, including:
developing a statement of significance of the value and meaning of objects, including:
considered assessment of the value, meaning and importance of objects
benchmark for future use
communication of values for interpretive programs
images, where available, of other comparative objects
record of crucial origin details and association of objects
summary of meaning and importance of objects
summary of cultural significance of objects
summary of investigation and assessment process
reviewing assessment of objects and preparing recommendations for further action as required.

In the course of the above, the candidate must:
research the history, origin, social values and cultural significance and comparative examples of objects using sources of information that adhere to organisational policies
use assessment methodology and meet required timeframes according to organisational policies and procedures.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
organisational policies and procedures for managing collections and assessing objects, including those relating to: 
accessing reputable technical specialists
accessing and using sources of information for comparative examples, including: 
formatting and producing required documentation including records and statements of significance
methodology for significance assessment of objects
difference between primary and comparative criteria in an assessment
cultural sensitivities and significance of different objects 
sources of information for comparative examples that relate to:
national, state and local government public records
online collections databases
organisational policies and procedures.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
tools, equipment and storage system for statements of significance
information sources required to demonstrate the performance evidence
collections to assess
organisational policies and procedures related to significant assessments.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational educational and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257933][bookmark: O_790004]CUACNM412 Prepare display mounts for collection material
[bookmark: O_790005]Application
This unit describes the skills and knowledge required to prepare sites for the display of collection material. It involves planning the assembly and construction of display mounts, preparing for the display of cultural material and constructing required components. 
The unit applies to those who construct and assemble display areas with temporary or permanent components. In large cultural organisations, this work may constitute a complete job and be the responsibility of qualified tradespeople working under the guidance of curators and other specialised senior staff. In smaller organisations, people with a wide range of general and collection-management responsibilities may undertake this role, either under supervision or autonomously.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_790008]Unit Sector
Cultural services – Collection management
Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Plan construction of display mounts 
	1.1 Locate and confirm collection material to be displayed in discussion with required personnel
1.2 Receive and interpret plans and other required documentation
1.3 Estimate and confirm site requirements according to organisational policies and procedures associated with display components and assembly of mounts
1.4 Confirm mounting and display requirements, components and timelines
1.5 Assess potential risks and refer to required personnel

	2. Prepare for the display of collection material
	2.1 Determine equipment and materials to be used according to display requirements
2.2 Identify cultural sensitivities and conservation requirements of collection material and check and test mounting and display components for compatibility with requirements
2.3 Confirm mounting and display components are capable of being disassembled and reassembled to meet relocation requirements
2.4 Maintain records relating to the preparation process and provide to required personnel according to organisational policies and procedures

	3. Construct or assemble mounts and display components
	3.1 Assemble existing structure or complete construction according to organisational policies and procedures and within required timeframes
3.2 Anticipate and address technical problems that arise during process within scope of own role and escalate if required
3.3 Record information relating to construction and assembly according to organisational policies and procedures and refer to required personnel
3.4 Clean-up work site and dispose of waste according to organisational policies and procedures
3.5 Seek feedback on own work and note areas for improvement


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Numeracy
	Compares and calculates basic measurements when estimating display, mounting and site requirements
Calculates with whole numbers and routine fractions or decimals

	Oral communication
	Participates in a verbal exchange of ideas and elicits the views and opinions of others using listening and questioning techniques
Communicates with others using applicable tone and language

	Reading
	Identifies and interprets information from different procedures, drawings, work plans and exhibition documentation and determines work requirements

	Writing
	Accurately documents requirements and outcomes using clear and specialised language

	Initiative and enterprise
	Completes work tasks using methods and tools that meet organisational policies and procedures

	Planning and organising
	Takes responsibility for planning, sequencing and prioritising tasks and own workload 
Determines resource and equipment requirements and works logically and systematically when undertaking clearly defined and familiar tasks
Uses appropriate methods and tools to complete work tasks

	Problem solving
	Anticipates potential problems and contributes to solutions and risk management strategies

	Self-management
	Accepts responsibility and ownership for tasks and makes decisions about the need to coordinate work with others
Takes personal responsibility for following policies, procedures and meeting deadlines

	Teamwork
	Collaborates and cooperates with others when completing work tasks


Unit Mapping Information
Supersedes and is equivalent to CUACNM402 Prepare display mounts for collection material.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257934]Assessment Requirements for CUACNM412 Prepare display mounts for collection material
[bookmark: O_790014]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
prepare at least two display mounts for collection material according to organisational policies and procedures.

In the course of the above, the candidate must:
assess and agree on mounting and display requirements with required personnel
plan and organise construction work within required timeframes and established equipment and material requirements
construct and assemble mountings for the display of collection material, or adapt an existing structure to accommodate the display according to organisational policies and procedures
finalise work processes, clean work site and dispose of or recycle waste according to organisational policies and procedures
complete records relating to finished work.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
organisational policies and procedures regarding dealing with collection material, including those relating to:
cultural sensitivities
safety requirements
record keeping
formats for producing required documentation
cleaning work sites
disposing of and recycling waste
common equipment, methods and materials used when constructing and assembling mounts to display collection material 
conservation issues to be considered when displaying collection material
security and site requirements for displaying collection material
construction and assembly techniques for commonly used display structures
work health and safety (WHS) requirements related to preparing display mounts.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
equipment, tools and materials used for display of a collection
collection material that needs to be mounted for display
policies and procedures manuals relevant to collection material
sources of specialist advice.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational educational and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257935][bookmark: O_790023]CUACNM413 Work with cultural material
[bookmark: O_790024]Application
This unit describes the skills and knowledge required to comply with cultural and consultative requirements for sourcing, handling, interpreting and exhibiting cultural material. It involves sourcing cultural material that could be required for an exhibition or display through research and consultation with community groups.
The unit applies to those who work in organisations that hold, research or display cultural material that is not specifically of Aboriginal and/or Torres Strait Islander origin. It applies to elements of cultures, and intellectual properties of communities, that are represented within Australian collecting institutions or which are held temporarily for display or research purposes.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_790027]Unit Sector
Cultural services – Collection management
Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Source cultural material
	1.1 Determine exhibition or display requirements in consultation with required personnel
1.2 Identify and locate cultural material that meets exhibition or display requirements
1.3 Confirm traditional ownership of cultural material in consultation with required communities
1.4 Determine holding for materials not authorised for general exhibition or display according to organisational policies and procedures in consultation with required communities
1.5 Negotiate permission and advice for the use of cultural material according to cultural protocols
1.6 Complete records, agreements and other required documentation according to cultural and organisational protocols

	2. Handle cultural material
	2.1 Describe, move, store and maintain cultural material according to cultural requirements and organisational policies and procedures
2.2 Identify objects that need repair or maintenance and take action within scope of own job role or refer to required personnel as required
2.3 Communicate specific cultural requirements to colleagues according to organisational policies and procedures

	3. Prepare cultural material for exhibition or display
	3.1 Establish culturally sensitive approaches for promotion, exhibition and display of material in consultation with required communities
3.2 Establish limitations on mode of exhibition in consultation with required communities
3.3 Develop culturally sensitive interpretive approaches for exhibition or display
3.4 Develop exhibition or display support materials that take account of cultural protocols
3.5 Communicate requirements for exhibition or display of cultural material to required personnel

	4. Display and return cultural material
	4.1 Exhibit or display material according to agreed requirements
4.2 Prepare material for return according to cultural requirements and organisational policies and procedures
4.3 Return cultural material to community according to established cultural issues and protocols


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Oral communication
	Conveys ideas and listens carefully to the needs of community members and custodians using culturally sensitive language
Makes comparisons and shows an understanding of requirements using different persuasive responses for different audiences and environments
Elicits others’ views and confirms understanding using tone, pace, and listening and questioning techniques

	Reading
	Gathers, interprets and analyses information from different sources and identifies key information assisting in determining job and cultural requirements

	Writing
	Prepares specific information and conveys an understanding of outcomes and alternatives using accurate, specific and appropriate terminology 
Completes required supporting documentation using clear and technically specific language and terminology and reflecting cultural protocols

	Planning and organising
	Takes responsibility for planning, organising and implementing tasks and systems
Systematically gathers and analyses required information and evaluates options when making informed decisions 

	Problem solving
	Identifies and analyses issues using problem solving techniques

	Self-management
	Accepts responsibility and ownership for tasks and makes decisions about the need for coordination with others
Takes personal responsibility for following policies, procedures and cultural protocols
Seeks clarification or assistance when required

	Teamwork
	Selects and uses applicable conventions and protocols when communicating with internal and external stakeholders and builds rapport, seeks and shares information
Identifies and accommodates cultural differences and priorities of others


Unit Mapping Information
Supersedes and is equivalent to CUACNM403 Work with cultural material.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257936]Assessment Requirements for CUACNM413 Work with cultural material
[bookmark: O_790033]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
exhibit or display cultural material on at least one occasion according to exhibition or display requirements, including: 
sourcing cultural material for exhibition or display
consulting in a culturally sensitive manner with required community representatives about exhibition or display of cultural material according to organisational policies and procedures
developing and recording agreements for using cultural material according to organisational policies and procedures
preparing to display cultural material according to organisational policies and procedures and demonstrating knowledge of cultural protocols and practices
moving, storing, displaying, maintaining and returning cultural material in a manner consistent with established cultural protocols.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
sources of cultural material
industry standard technology used to work with, record, and manage cultural material
storage methods for cultural material that are unsuitable or forbidden for exhibition or display 
copyright, moral rights and intellectual property issues with reference to cultural material
repair and maintenance procedures for objects and personnel to refer to as required
organisational policies and procedures for exhibiting or displaying material, including those relating to:
communication methods
timeframes and schedules
documentation and record keeping
preparation, exhibition and display standards
work health and safety (WHS) requirements
cultural protocols and appropriate consultation methods for:
exhibiting cultural material in required community contexts
identifying, moving, storing and maintaining cultural material in required community contexts
negotiating community permission to use cultural material.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
cultural material, or information on material when access is not available
areas to exhibit or display cultural material
information about cultural protocols.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational educational and training legislation, frameworks and/or standards.
Assessment must ensure involvement in the assessment process of persons approved by appropriate persons or custodians of the required community.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5



[bookmark: _Toc49257937][bookmark: O_790182]CUACNM511 Assess the significance of collections
[bookmark: O_790183]Application
This unit describes the skills and knowledge required to complete significance assessments for entire collections, or collections within a larger collection. It involves determining a need to assess significance of a collection, applying assessment methods to develop statements of significance and ensuring significance is documented according to organisational policies and procedures. 
The unit applies to those who work in collecting organisations and apply in-depth knowledge of collections and a range of specialised technical skills to make reasoned judgements and sound decisions when undertaking significance assessments that assist in the process of managing collections. In larger organisations, specialised curatorial staff may undertake this role. In smaller organisations, the role may be undertaken by individuals with broader management responsibilities, by committees and boards of management, or combinations of different personnel. Work is undertaken according to established procedures and in consultation with others.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_790186]Unit Sector
Cultural services – Collection management
Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to assess the significance of collections
	1.1 Identify collections to be assessed
1.2 Determine purpose for undertaking significance assessment
1.3 Identify organisational policies and procedures relating to significance assessment of collection
1.4 Identify factors that may impact on assessment in consultation with colleagues

	2. Apply assessment methodology
	2.1 Research history and wider context of collection using different sources of information
2.2 Review scope and themes of collection and compare to organisational policies
2.3 Determine social value and cultural significance of collection in consultation with required personnel
2.4 Analyse and describe the condition of collection according to organisational policies and procedures

	3. Develop statements of significance
	3.1 Identify and compare collection with similar collections
3.2 Assess significance against primary and comparative criteria
3.3 Describe value, meaning and cultural significance of collection using written statements of significance
3.4 Seek feedback from required personnel on statement of significance
3.5 Enter significance assessment into organisational records according to organisational policies and procedures

	4. Review assessments of collections
	4.1 Reassess significance of collection 
4.2 Update statement of significance as required 
4.3 Amend organisational records according to organisational policies and procedures
4.4 Prepare recommendations for further action as required according to organisational policies and procedures


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Numeracy
	Interprets numerical information and applies basic mathematical calculations when recording value of collections

	Oral communication
	Provides and seeks information about collections using language and features applicable to audience and context
Clarifies understanding and seeks more detailed information using questioning and listening techniques

	Reading
	Locates, analyses and interprets information and determines job requirements 

	Writing
	Develops material for a specific purpose and conveys explicit statements and recommendations using clear and detailed language
Prepares and updates records in required format 

	Initiative and enterprise
	Systematically gathers and analyses required information and evaluates options when making decisions

	Planning and organising
	Plans, prioritises and implements required tasks according to organisational policies and procedures

	Problem solving
	Identifies and analyses issues using problem solving techniques

	Self-management
	Works independently and collectively when assessing the significance of collections
Takes personal responsibility for following organisational policies and procedures

	Teamwork
	Collaborates and cooperates with others and discusses significance issues and joint outcomes
Involves others in decision making using collaborative processes as part of the decision-making process

	Technology
	Undertakes research, enters data and presents information using digital technologies and systems


Unit Mapping Information
Supersedes and is equivalent to CUACNM501 Assess the significance of collections.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257938][bookmark: O_790192]Assessment Requirements for CUACNM511 Assess the significance of collections
[bookmark: _Toc24102937]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
assess the significance of at least one collection according to organisational policies and procedures, including: 
identifying the purpose of undertaking a significance assessment of collections
identifying factors that may impact on the significance assessment of collections and planning work accordingly
researching history of collection, wider context, origin information and comparative examples
identifying and accessing sources of information that adhere to organisational policies and procedures
assessing the significance of collection using methodology that meets organisational policies and procedures
completing a significance assessment of collection, developing a statement of significance of its value and meaning, including:
considered assessment of the value, meaning and importance of collection
benchmark for future use
communication of values for interpretive programs
images, where available, of other comparative collections
record of the crucial origin details and association of objects within collection
summary of the meaning and importance of collection
summary of the process of investigation and assessment.

In the course of the above, the candidate must:
consult with required personnel about the origin of objects in collection and the collection’s significance
complete tasks with awareness of cultural sensitivities attached to collections.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
organisational policies and procedures for managing and assessing the significance of collections, including those relating to:
mission, purpose, and key themes
documentation formats and record keeping requirements
timeframes and schedules
sources of information and their reliability 
process for accessing technical specialists
methodology for significance assessment of collections
differences between primary and comparative criteria in an assessment
process for locating, interpreting, interrogating and verifying sources of information to assist in assessing collection significance
cultural sensitivities of different collections
industry standard technology used to manage and assess collections including record keeping systems
sources of information for comparative examples that relate to:
national, state and local government public records
online collections databases
organisational policies and procedures.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
tools, equipment and storage system for statements of significance
information sources required to demonstrate the performance evidence
collections to assess
organisational policies and procedures related to significance assessment
sources of advice.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational educational and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257939][bookmark: O_790201]CUACNM611 Manage collection maintenance and preservation procedures
[bookmark: O_790202]Application
This unit describes the skills and knowledge required to establish, manage and evaluate procedures for the care, maintenance and preservation of collections. It involves assessing the needs of the collection, reviewing and updating maintenance and preservation procedures, establishing risk management strategies and ensuring the collection is maintained and preserved according to organisational policies and procedures. 
The unit applies to those who work in leadership positions and who are responsible for the physical care of collections. It also involves the use of analytical, communication and planning skills, as well as knowledge of specific issues that apply to the care, maintenance, minimisation of risk and preservation of both print and electronic materials.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_790205]Unit Sector
Cultural services – Collection management
Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Review, update and communicate maintenance and preservation procedures
	1.1 Assess care and maintenance needs of specific collections according to organisational policies and procedures
1.2 Assess need for and organise access to specialist expertise
1.3 Confirm preservation procedures comply with organisational policies and procedures
1.4 Review and update policies, systems and procedures for care, maintenance and preservation of material and anticipate and respond to problems and challenges that arise
1.5 Identify and incorporate organisational priorities and constraints when developing new and revising existing procedures
1.6 Communicate maintenance and preservation procedures to required personnel

	2. Establish risk-management strategies and procedures
	2.1 Identify key risk factors for digital and non-digital collections and assess organisational capability for addressing risk
2.2 Develop risk-management strategies for digital and non-digital collections according to organisational policies and procedures 
2.3 Develop migration strategies to ensure preservation of data 
2.4 Implement strategies and anticipate and respond to problems and challenges as required 

	3. Evaluate effectiveness of collection maintenance and preservation procedures
	3.1 Establish systems for regularly monitoring collection maintenance and preservation procedures
3.2 Monitor implementation of procedures and identify aspects needing attention
3.3 Assess the application of safe and secure work practices and address problems as required
3.4 Contribute to monitoring collection development and digital preservation policies of the organisation
3.5 Consult with colleagues on a regular basis and obtain feedback on maintenance and preservation procedures
3.6 Improve procedures and identify opportunities for own professional development using feedback and outcomes from monitoring staff performance and activities


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Learning
	Identifies opportunities to improve own skills or knowledge using feedback

	Oral communication
	Uses sophisticated listening and questioning techniques
Discusses complex ideas and concepts with different stakeholders, including collection specialists and colleagues
Explains procedures and instructions to others, using language applicable for audience

	Reading
	Interprets and critically analyses complex text, including ideas and opinions of others and applies general information to specific contexts

	Writing
	Modifies and creates material that incorporates synthesis of knowledge and information using appropriate terminology and cohesive language in a format applicable for purpose
Conveys detailed and specific information and instructions requiring concise use of vocabulary, syntax and grammar

	Initiative and enterprise
	Shows awareness of the importance of data security and ensures that digital preservation policies and procedures are implemented

	Planning and organising
	Shows awareness of the importance of data security and ensuring that digital preservation policies and procedures are implemented

	Problem solving
	Identifies issues and generates and evaluates solutions using formal analytical and lateral thinking techniques
Takes full responsibility for risk management and applies problem solving processes to issues

	Self-management
	Works autonomously and makes high level decisions according to organisational policies and procedures

	Teamwork
	Builds and maintains effective working relationships using different communication tools and strategies
Shares knowledge, information and experience openly as an integral part of the working relationship

	Technology
	Creates, accesses and manages metadata using digital technologies


Unit Mapping Information
Supersedes and is equivalent to CUACNM601 Manage collection maintenance and preservation procedures.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257940]Assessment Requirements for CUACNM611 Manage collection maintenance and preservation procedures
[bookmark: O_790211]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
manage maintenance and preservation procedures for at least two collections.

In the course of the above, the candidate must:
manage care and maintenance procedures according to organisational policies and procedures
systematically review and monitor the organisation’s policies and procedures for collection care, maintenance and preservation
apply organisation’s collection development policies and procedures, including digital preservation policies
evaluate care and maintenance procedures of specific collections
interact with colleagues and specialist experts on development issues as required
pursue opportunities for own professional development regarding new and emerging trends in maintenance and preservation procedures and strategies
model due diligence and professionalism in complex judgements and decisions.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
collection maintenance and organisational policies and procedures, including: 
collection care
digital preservation
risk appetite
risk prevention and minimisation
requirements of different types of materials in collections
documentation formatting and record keeping requirements
timeframes and schedules
strategies for storing, displaying, preserving and conserving different types of information materials
risk factors for different types of information materials
nature of cooperative arrangements that exist between information services providers in relation to collection care and maintenance
factors that affect the care, maintenance and preservation of specific types of information materials, both print and electronic, including:
cultural protocols
copyright, moral rights and intellectual property issues 
purposes and objectives of existing digital preservation policies
industry standard technology used to maintain and preserve collections
opportunities for professional development regarding new and emerging trends in maintenance and preservation procedures and strategies
benefits and limitations of digital preservation.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
collections for which maintenance and preservation procedures must be managed
industry standard technology used to preserve and maintain collections
required policies and procedures manuals, including those relating to the preservation of digital collections.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational educational and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5
[bookmark: _Toc49257941]
CUAEVP212 Maintain venue information and provide assistance to visitors
[bookmark: O_789218]Application
This unit describes the skills and knowledge required to provide visitors with different information in various formats about venue facilities and services, as well as provide assistance with equipment and facilities. It involves accessing different information, providing customer service and collecting feedback from visitors according to organisational policies and procedures.
The unit applies to those who work, or seek to work, under direct supervision in frontline customer service roles in venues open to the public, including cultural, tourism, hospitality and entertainment venues. Information may be provided face-to-face, by telephone or by other remote mechanisms. The unit also applies to those working in operational roles where customer service may not be the main focus of work.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_789221]Unit Sector
Cultural services – Exhibitions and visitor programs
[bookmark: _Toc24102941]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Access and update venue information
	1.1 Source and access information on venue facilities and services available within the organisation
1.2 Share venue facility and service information with relevant colleagues 
1.3 Update and maintain venue facility and service knowledge within scope of own role

	2. Provide customer service to venue visitors 
	2.1 Provide venue information and assistance to visitors according to organisational policies and procedures
2.2 Demonstrate and instruct visitors in the use of equipment and facilities and refer to applicable colleagues as required
2.3 Refer complex enquiries and problems to colleagues, other areas of the organisation, and external organisations as required according to organisational policies and procedures

	3. Collect feedback on facilities and services
	3.1 Seek informal feedback on facilities and services from visitors
3.2 Observe visitor information and assistance requirements and inform organisational evaluation processes
3.3 Collect formal feedback from visitors where required according to organisational policies and procedures and within scope of own responsibilities
3.4 Provide information on visitor feedback to applicable colleagues according to organisational policies and procedures


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Learning
	Identifies and uses opportunities to learn about venue facilities and services

	Oral communication
	Clearly articulates information using specific and industry standard language
Clarifies understanding and needs using listening and questioning techniques
Uses respectful tone and pace and specific and clear language suited to audience

	Reading
	Interprets routine venue information and promotional material
Interprets key work requirements from workplace procedure documentation

	Writing
	Records information in a sequential manner using clear and industry standard terminology 

	Planning and organising
	Plans and implements routine tasks making limited decisions on sequencing, timing and collaboration
Responds to predictable routine problems according to standard procedures, referring issues to others when necessary

	Self-management
	Understands roles and responsibilities for tasks and makes basic decisions on work completion parameters
Seeks clarification and assistance when required

	Teamwork
	Follows accepted communication practices and protocols and adjusts personal communication style in response to requirements of others
Complies with work instructions and contributes to work group discussions using accepted conventions

	Technology
	Searches for, stores and shares information according to organisational policies and procedures using digital technology


Unit Mapping Information
Supersedes and is equivalent to CUACNM202 Provide visitors with venue information and assistance.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257942]Assessment Requirements for CUAEVP212 Maintain venue information and provide assistance to visitors
[bookmark: O_789227][bookmark: _Toc49257943]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
provide visitors with information and assistance for at least three different venues according to organisational policies and procedures, including assisting at least one visitor with special needs on at least one of the occasions. 

In the course of the above, the candidate must:
source information on organisational facilities and services 
respond effectively to multiple requests and different enquiries in a range of different visitor situations according to organisational policies and procedures
collect formal and informal feedback from visitors on facilities and services and communicate it to required personnel as required.

Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
key features of commonly used information systems and common technology within own organisation
key features of facilities, services and procedures for those with specific needs
organisational policies and procedures for providing visitors with venue information and assistance, including those relating to: 
communication methods and standards
timeliness standards
data security requirements
cultural sensitivity policies
safety and emergency procedures for visitors, colleagues and self
sources of information on an organisation’s facilities and services
visitor service standards in the organisation
work health and safety (WHS) requirements that relate to work described in the performance evidence.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
typical information storage systems
interaction with others required to demonstrate the performance evidence.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational educational and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5
[bookmark: _Toc49257944][bookmark: O_789293]
CUAEVP412 Design and develop interpretive displays
[bookmark: O_789294]Application
This unit describes the skills and knowledge required to design and develop small displays to assist in interpreting collections. It involves using visual design and interpretive skills to present material in creative and interesting ways.
The unit applies to those who develop small interpretive displays of collection material and who mostly work independently or in small organisations.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_789297]Unit Sector
Cultural services – Exhibitions and visitor programs
[bookmark: _Toc24102944]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Develop ideas for displays
	1.1 Confirm exhibition or display objectives in consultation with required personnel
1.2 Determine interpretive display ideas in context of collection and established objectives
1.3 Research information on audience profile and need according to exhibition or display objectives
1.4 Obtain and assess operational information that may impact development of displays
1.5 Evaluate existing storylines, conduct research and develop new themes or storylines
1.6 Identify need for assistance and where required seek input from interpretive or subject matter specialists
1.7 Prepare interpretive display proposals for approval as required

	2. Plan and create interpretive displays
	2.1 Plan and schedule interpretive display approaches and communication media according to organisational policies and procedures, using established techniques and available resources 
2.2 Organise interpretive display spaces that meet intended objectives and reflect the principles of universal access 
2.3 Select and organise required materials and equipment using available materials and supplies
2.4 Participate in creating and installing interpretive displays according to organisational policies and procedures
2.5 Identify and resolve interpretive display problems within scope of own role according to organisational policies and procedures
2.6 Maintain displays according to organisational policies and procedures 

	3. Evaluate interpretive displays
	3.1 Obtain formal and informal feedback from customers on effectiveness of interpretive display materials
3.2 Challenge and test interpretive display designs through own evaluation and consultation with required personnel
3.3 Seek feedback from colleagues and enhance interpretive displays


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Oral communication
	Elicits the view and opinions of others using listening and questioning techniques 
Clearly articulates requirements using language appropriate to audience and environment and participates in verbal exchanges of ideas/solutions

	Reading
	Interprets different supporting information and determines and adheres to display requirements

	Writing
	Completes required workplace documentation using factual information and industry-related terminology
Records ideas and requirements clearly and creatively using techniques applicable to audience and environment

	Initiative and enterprise
	Generates creative displays and seeks input from others as required using analytical thinking techniques and visual literacy skills
Reviews display approaches and suggests improvements using analytical and lateral thinking

	Planning and organising
	Determines resource and equipment requirements and works logically and systematically when undertaking work activities within agreed timelines

	Self-management
	Accepts responsibility and ownership for tasks and makes decisions on completion parameters and need of coordination with others
Takes personal responsibility for following policies and procedures

	Teamwork
	Cooperates with others and contributes to work practices where joint outcomes are expected and deadlines are to be met

	Technology
	Creates effective displays using features and functions of digital tools.


Unit Mapping Information
Supersedes and is equivalent to CUAEVP402 Design and develop interpretive displays.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5
[bookmark: _Toc49257945]Assessment Requirements for CUAEVP412 Design and develop interpretive displays
[bookmark: O_789303]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
design and develop at least two interpretive displays according to exhibition and display objectives, including: 
addressing specific exhibition and display requirements, including:
audience profiles
use of different display techniques
audience engagement 
design and technical principles
sensitivity to cultural differences 
demonstrating visual literacy skills while creating displays that show:
creative use of materials that enhance displays
diverse design displays
evaluation of storylines
work at a basic level with colour, shape and layout
participating in planning and staging of interpretive displays, coordinating required resources and scheduling activities within scope of own role.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
basic principles of design that relate to interpretive displays
organisational policies and procedures for designing, creating and installing interpretive displays
work health and safety (WHS) requirements related to work described in performance evidence
uses of technology in interpretive displays
cultural sensitivities when designing and developing interpretive displays
different materials and equipment used for interpretive displays
role of interpretive displays in enhancing access to cultural material
methods to evaluate interpretive displays
techniques and conventions for:
creating small displays
developing effective interpretive labels, including production and installation techniques.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
a collection to use for a display
materials and equipment to assist in the development of interpretive displays
information on audience profile.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5

[bookmark: _Toc49257946][bookmark: O_789331]
CUAEVP413 Install and dismantle exhibition elements
[bookmark: O_789332]Application
This unit describes the skills and knowledge required to install and dismantle the physical elements of permanent and temporary exhibitions. It involves working in line with established exhibition plans and procedures to prepare exhibition sites, install and dismantle exhibition elements and finalise exhibition activities. 
The unit applies to those who work under guidance and supervision as exhibition venue staff or independent exhibition contractors in both business and community environments.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_789335]Unit Sector
Cultural services – Exhibitions and visitor programs
[bookmark: _Toc24102947]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Confirm exhibition specifications
	1.1 Review exhibition documentation and confirm exhibition requirements with required personnel
1.2 Identify materials, equipment and resources required for exhibition with assistance of required personnel
1.3 Confirm procedures, responsibilities, and cultural sensitivities for handling collection material, and installing and dismantling exhibition
1.4 Establish and agree on project timeline with stakeholders

	2. Prepare exhibition sites
	2.1 Confirm site alterations are made for installation purposes
2.2 Confirm site meets exhibition and security requirements
2.3 Complete or organise on-site construction as required

	3. Position and remove exhibition elements
	3.1 Unpack, handle, move, and install exhibition elements according to exhibition requirements, timeframes and scope of individual responsibility
3.2 Dismantle, handle, move and pack exhibition elements according to exhibition requirements, timeframes and scope of individual responsibility
3.3 Identify and resolve problems within scope of own role according to organisational policies and procedures

	4. Finalise process
	4.1 Clear and clean work areas according to organisational policies and procedures
4.2 Return elements safely to required locations according to exhibition documentation and plans
4.3 Complete recordkeeping procedures according to organisational policies and procedures


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Numeracy
	Interprets mathematical information embedded in floor plans and other documentation
Counts items and calculates measurements and time using basic arithmetic 

	Oral communication
	Interacts effectively and conveys and clarifies information in verbal exchanges using active listening and questioning techniques

	Reading
	Comprehends information in different procedures, drawings, work plans and exhibition documentation

	Writing
	Completes required workplace documentation using industry-related terminology

	Initiative and enterprise
	Identifies problems and takes appropriate action to resolve them

	Planning and organising
	Plans, organises and completes required tasks according to organisational policies and procedures

	Self-management
	Understands responsibilities and boundaries of own role  
Complies with policies, procedures and regulatory requirements

	Teamwork
	Cooperates with others and contributes to work practices where joint outcomes are expected and deadlines are to be met


Unit Mapping Information
Supersedes and is equivalent to CUAEVP403 Install and dismantle exhibition elements.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257947]Assessment Requirements for CUAEVP413 Install and dismantle exhibition elements
[bookmark: O_789341]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
install and dismantle exhibition elements on at least one occasion according to exhibition requirements, including: 
identifying exhibition requirements and confirming procedures and processes for installing and dismantling exhibition elements with required personnel
following procedures for recordkeeping, cleaning and returning elements.

In the course of the above, the candidate must:
work with others and prepare exhibition according to exhibition requirements, including:
confirming that the site has been prepared
packing, unpacking, handling and moving physical elements of exhibitions with care
using safe manual handling techniques
handling collection material in culturally sensitive manner
identifying and resolving or referring problems to others.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
different exhibition components applicable to the work or industry context
typical processes for installing and dismantling an exhibition
techniques for calculating and interpreting mathematical information 
roles and responsibilities of personnel involved in staging exhibitions
packing materials and techniques used for different exhibition elements
technology used to install and dismantle exhibitions and conduct record-keeping 
cultural significance of collection materials handled when installing and dismantling exhibitions
types of tools commonly used for installing and dismantling exhibitions
common exhibition requirements for installing and dismantling exhibitions, including those relating to:
timeliness of work tasks
technical specifications of exhibition site
sites to install exhibitions
organisational policies and procedures for installing and dismantling exhibition elements, including those relating to:
purchasing required supplies
recordkeeping
security issues when work is underway
problem response times
storing packaging materials
returning exhibition elements
work health and safety (WHS) and sustainability requirements
cleaning and waste disposal
safe manual handling techniques.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
plans and other exhibition documentation
physical exhibition elements
exhibition venue 
interaction with others required to demonstrate the performance evidence.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5
[bookmark: _Toc49257948]
CUAEVP511 Coordinate installation and dismantling of exhibitions
[bookmark: O_789401][bookmark: O_789402]Application
This unit describes the skills and knowledge required to organise and monitor the installation and dismantling of physical exhibition elements. It involves identifying resources required for exhibitions, planning the installation and dismantling operation and coordinating operations to complete the exhibition according to organisational policies and procedures.
The unit applies to those who work as exhibition venue staff or independent exhibition contractors in many different contexts in both business and community environments. They tend to be autonomous and may be required to lead and manage a team and consult with various exhibition stakeholders.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_789405]Unit Sector
Cultural services – Exhibitions and visitor programs
[bookmark: _Toc24102950]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Identify resource requirements
	1.1 Review exhibition documentation and determine scope and type of exhibition elements required
1.2 Confirm budget and resources required for exhibition
1.3 Provide applicable input into overall planning of exhibition
1.4 Check inventory and determine additional resources required 
1.5 Order additional resources as required and according to organisational policies, procedures and budgetary guidelines
1.6 Assess the need for specialist or external assistance and where required organise according to organisational policies and procedures 

	2. Plan the installation and dismantling of exhibitions
	2.1 Determine sequence for installing and dismantling exhibitions that meets exhibition requirements in consultation with required personnel
2.2 Document plans for installation or dismantling according to organisational policies and procedures
2.3 Confirm availability of resources in advance of installation and dismantling
2.4 Organise physical resources according to organisational policies and procedures

	3. Coordinate exhibition installation and dismantling operations
	3.1 Provide clear instructions to required personnel relating to installing and dismantling exhibition and confirm safety and avoidance of damage to physical elements
3.2 Monitor exhibition installation and dismantling operations and confirm work is carried out according to instructions and within required budget and timeframes
3.3 Deal with problems that arise according to organisational policies and procedures
3.4 Organise storage and security of exhibition elements including valuable items and hazardous materials according to organisational policies and procedures

	4. Complete exhibition installation and dismantling operations
	4.1 Complete required exhibition documentation and reports and forward to required personnel as required
4.2 Seek feedback from stakeholders and team members on ways to improve exhibition installation and dismantling4.3 Identify aspects of installation and dismantling operations that worked well and ways to enhance those aspects in future projects


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Numeracy
	Uses mathematical skills to monitor project costs, budgets and timeframes

	Oral communication
	Interacts effectively in verbal exchanges, using language and features applicable to audience and context
Clarifies information and elicits the views and opinions of others using active listening and questioning techniques 

	Reading
	Gathers and interprets information in different procedures, drawings, work plans and exhibition documentation

	Writing
	Develops textual information for a specific audience using clear and detailed language and numerical data and conveys information, requirements and recommendations

	Planning and organising
	Plans and schedules complex activities for self and others
Takes responsibility for determining job priorities, resources and equipment
Monitors progress of plans and adjust as required 

	Problem-solving
	Identifies and addresses issues that arise using problem-solving skills

	Self-management
	Complies with organisational policies, procedures and regulatory requirements

	Teamwork
	Collaborates with others and plays an active role in leading work operations


Unit Mapping Information
Supersedes and is equivalent to CUAEVP501 Coordinate the installation and dismantling of exhibitions.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5



[bookmark: _Toc49257949]Assessment Requirements for CUAEVP511 Coordinate installation and dismantling of exhibitions
[bookmark: O_789411]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
coordinate the installation and dismantling of exhibitions on at least one occasion according to exhibition requirements.

In the course of the above, the candidate must
determine exhibition elements, budget and resource requirements using required documentation 
discuss and document plans for installing and dismantling exhibitions
instruct and supervise personnel who are installing and dismantling exhibition components and ensuring safe handling of all elements
manage resources, storage and security of exhibition elements 
deal with disruptive issues that may arise in the context of installing and dismantling exhibitions
complete required documentation and reports.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
organisational policies, procedures and guidelines for exhibition installation and dismantling elements, including those relating to:
budget 
inventory systems and procedures used for equipment and materials in the context of exhibitions 
security
recordkeeping 
handling physical elements, including artworks and historical objects
cultural sensitivities
disruption minimisation strategies
cleaning and waste disposal
cultural protocols that could impact on installation and dismantling
packing materials and techniques used for different types of exhibition elements
types of tools commonly used for installing and dismantling exhibitions and safe operating procedures 
required organisational and legislative work health and safety (WHS) requirements, including those that affect allocation of work and movement of physical elements
roles and responsibilities of personnel involved in staging exhibitions
strategies to supervise personnel
sources of exhibition equipment and supplies
sources of specialist assistance relevant to coordinating installation and dismantling of exhibitions.

Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
exhibition venue
physical exhibition elements
exhibition documentation
organisational procedures relevant to coordinating installation and dismantling of exhibitions. 
interaction with others required to demonstrate the performance evidence.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational educational and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5
[bookmark: _Toc49257950][bookmark: O_789548]
CUAEVP512 Develop and manage exhibition interpretive strategies
[bookmark: O_789549]Application
This unit describes the skills and knowledge required to develop, implement and evaluate overall interpretive strategies for exhibitions. It involves sourcing information to determine communication needs, preparing and overseeing implementation of interpretive strategies and evaluating the success of interpretive strategies. 
The unit applies to those who use their skills in cultural settings, such as museums, galleries and cultural centres. They tend to be autonomous, may lead and manage a team and consult and collaborate with stakeholders.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_789552]Unit Sector
Cultural services – Exhibitions and visitor programs
[bookmark: _Toc24102953]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Determine communication needs
	1.1 Analyse overall exhibition concepts and determine parameters for interpretive strategies
1.2 Review required exhibition documentation to inform strategy development
1.3 Source required information on audience profile and research characteristics and needs
1.4 Establish links between audiences, concepts and proposed storylines and themes
1.5 Confirm communication needs in consultation with required stakeholders

	2. Develop interpretive strategies
	2.1 Document aspects of interpretive strategies based on analysis and consultation and according to organisational policies and procedures
2.2 Develop options and approaches that account for audience needs, cultural sensitivities, overall objectives, operational constraints and the principles of universal access
2.3 Test strategies and ideas with required personnel and refine as required
2.4 Identify need for and source specialist advice as required
2.5 Prepare strategies in format that meets organisational policies and procedures and within required timeframes
2.6 Communicate strategies to required colleagues and stakeholders

	3. Oversee implementation of interpretive strategies
	3.1 Organise internal and external resources for development of materials according to organisational policies and procedures
3.2 Monitor the production of materials according to organisational policies and procedures and suggest adjustments as required
3.3 Facilitate coordinated approach through ongoing consultations with other exhibition personnel
3.4 Deal with problems that arise in ways that minimise disruption according to organisational policies and procedures

	4. Evaluate interpretive strategies
	4.1 Establish applicable evaluation mechanisms with required stakeholders
4.2 Assess the success of interpretive strategies using evaluation mechanisms according to organisational policies and procedures
4.3 Share knowledge gained from evaluation with colleagues


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Numeracy
	Manages resources and expenditure using basic mathematical processes 

	Oral communication
	Interacts effectively in verbal exchanges, using language and features applicable to audience and context
Clarifies information and elicits views and opinions of others using active listening and questioning skills

	Reading
	Establishes and monitors strategies through interpretation of textual and visual information 

	Writing
	Prepares documentation using appropriate industry terminology in required format 
Conveys ideas clearly and according to organisational policies and procedures for the target audience

	Initiative and enterprise
	Evaluates outcomes of decisions and strategies and identifies opportunities for improvement

	Planning and organising
	Accepts responsibility for planning, developing and implementing interpretive strategies
Uses problem-solving techniques to identify, analyse and resolve issues
Evaluates outcomes of decisions and strategies to identify opportunities for improvement

	Problem-solving
	Identifies, analyses and resolves issues using problem-solving techniques

	Self-management
	Takes full responsibility for following policies and procedures

	Teamwork
	Contributes and elicits creative ideas in collaboration and cooperation with others
Uses appropriate conventions and protocols when communicating with colleagues and external stakeholders


Unit Mapping Information
Supersedes and is equivalent to CUAEVP502 Develop and implement exhibition interpretive strategies.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257951]Assessment Requirements for CUAEVP512 Develop and manage exhibition interpretive strategies
[bookmark: O_789558]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
develop and manage interpretive strategies for at least one exhibition according to exhibition concepts, including:
determining parameters for interpretive strategy based on analysis of exhibition concepts and documentation, audience profile and potential storylines and themes
refining options and approaches for strategies through consultation and testing, drawing on specialist advice where required
developing operationally realistic exhibition interpretive strategies that meet audience and organisational requirements
working within required timeframes and dealing with potentially disruptive issues that arise according to organisational policies and procedures. 

In the course of the above, the candidate must: 
select and use evaluation mechanisms that inform future work processes
adhere to cultural sensitivities throughout developing and implementing exhibition interpretive strategies.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
roles of different people involved in the exhibition development process and how they interrelate
the purpose of an exhibition interpretive strategy and its impact on all aspects of exhibition development and implementation
organisational policies and procedures for developing and implementing exhibition interpretive strategies, including those relating to:
disruption minimisation strategies
cultural protocols
timeframes and schedules
documentation requirements
exhibition development concepts, including:
themes
sub-themes
storylines
interpretation
principles of interpretation
processes for drawing links between collections, audience needs and interpretive approaches
commonly used interpretive approaches, including specific techniques and technical issues associated with their use
cultural protocols relevant to the development of interpretive strategies, including those for exhibitions of Aboriginal or Torres Strait Islander material
principles of universal access and different audience communication needs, including potential specific needs
key features of evaluation mechanisms suitable to evaluate interpretive strategies.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
exhibition concept or idea for which an interpretive strategy can be developed
resources required to produce interpretive support materials
interaction with others to reflect the collaborative nature of the development process.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational educational and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5

[bookmark: _Toc49257952][bookmark: O_789586]
CUAFIM411 Obtain revenue to support operations
[bookmark: O_789587]Application
This unit describes the skills and knowledge required to set revenue-raising goals, identify potential sources of revenue and to proactively work to secure revenue.
The unit applies to those who work with a large degree of independence and who work in variety of roles from sole practitioners through to senior administrators. Revenue could be raised from individual philanthropy, corporate philanthropy, corporate sponsorship or grants from philanthropic trusts or government agencies.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_789590]Unit Sector
Finance – financial management
[bookmark: _Toc24102956]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Set revenue-raising goals
	1.1 Determine organisational goals, vision and revenue requirements
1.2 Identify potential revenue sources from different information sources
1.3 Identify factors that may affect the suitability of potential revenue sources
1.4 Evaluate suitability of revenue sources in relation to organisational goals and vision
1.5 Identify revenue-raising priorities in line with organisational goals and vision in consultation with required personnel
1.6 Determine how and from which sources revenue will be raised

	2. Implement revenue-raising strategies 
	2.1 Identify and follow processes that access potential revenue
2.2 Build and maintain positive relationships with key stakeholders who can provide financial support
2.3 Coordinate funding development according to requirements
2.4 Negotiate terms and conditions of funding agreements
2.5 Clarify commitments made by both parties and communicate these to required personnel

	3. Evaluate and document revenue-raising strategies
	3.1 Monitor all arrangements and confirm compliance with funding requirements
3.2 Review impact of funding on self or organisation
3.3 Review priorities and revenue-raising strategies and amend as required
3.4 Complete workplace documentation according to organisational policies and procedures


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Numeracy
	Interprets financial data in different documents 

	Oral communication
	Elicits different perspectives about revenue raising priorities using questioning and active listening techniques
Articulates needs clearly using specific, relevant and persuasive language and liaises and negotiates with financial supporters

	Reading
	Interprets and evaluates complex and unfamiliar information about revenue sources, and terms and conditions of funding agreements

	Planning and organising
	Plans, organises and takes responsibility for revenue raising activities
Manages logistics associated with funding arrangements

	Teamwork
	Generates ideas for revenue raising priorities and solutions in collaboration with others
Invests time and energy and builds rapport with financial supporters as an integral part of the business relationship


Unit Mapping Information
Supersedes and is equivalent to CUAFIM401 Obtain revenue to support operations.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257953]Assessment Requirements for CUAFIM411 Obtain revenue to support operations
[bookmark: O_789596]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
obtain revenue to support at least two different operations.

In the course of the above, the candidate must:
develop and document a plan that outlines strategies for raising revenue for a given organisation or practice
research revenue-raising opportunities applicable to the organisation or practice
coordinate funding development according to requirements
monitor and review revenue-raising strategies.

Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
sources of information for potential funding
techniques for interpreting a range of financial data, including evaluating suitability of revenue sources in relation to organisational goals and vision
organisational policies and procedures for obtaining revenue to support operations, including those relating to:
workplace documentation
avenues through which revenue can be raised and their typical objectives and expectations, including:
individual philanthropy
corporate philanthropy
corporate sponsorship 
grant writing
emerging trends and different models for revenue-raising activities
issues and challenges that typically arise in revenue raising activities
techniques for building and maintaining business relationships with stakeholders
key obligations generally associated with funding agreements, including:
legal requirements to supply services as contracted and ramifications of failure to comply
audit of expenditure
reporting requirements.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
interaction with stakeholders
organisational goals and visions for which revenue is required.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational educational and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5
[bookmark: _Toc49257954][bookmark: O_796853]
CUAIND211 Develop and apply creative arts industry knowledge
[bookmark: O_796854]Application
This unit describes the skills and knowledge required to develop and apply basic creative arts industry knowledge to industry practices. It includes understanding industry structures and operations, employment obligations and opportunities, the impact of new technology, and identification of industry laws, regulations, and protocols. It involves researching the creative arts industry and updating personal knowledge based on this research. 
The unit applies to those who perform a range of mainly routine tasks under direct supervision and are required to apply basic creative arts industry knowledge.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_796857]Unit Sector
Industry Capability – Industry Context
[bookmark: _Toc24102959]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Source and apply creative arts industry information
	1.1 Identify and access sources of information on the creative arts industry using different media
1.2 Identify different sectors in the creative industries and discuss how they are related
1.3 Investigate roles of different industry bodies and associations
1.4 Identify and discuss new and emerging technologies impacting the industry
1.5 Seek information from different people about the nature of employment conditions and work opportunities within the industry
1.6 Discuss industry protocols and laws that apply to the creative arts industry
1.7 Collate and systematically organise information collected

	2. Update and maintain creative arts industry knowledge
	2.1 Update knowledge of the industry using information obtained
2.2 Identify key issues and trends in the industry
2.3 Discuss and share information about key issues and trends with others
2.4 Update and store information in an easily accessible format


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Oral communication
	Gathers information using listening and questioning techniques
Shares information and expresses opinions using language applicable to audience

	Reading
	Interprets information and identifies and updates knowledge about the creative arts industry’s key features 

	Writing
	Records information collected in applicable format for personal reference

	Planning and organising
	Plans and implements required tasks

	Teamwork
	Uses appropriate communication practices when discussing information with different people 

	Technology
	Accesses information using digital tools


Unit Mapping Information
Supersedes and is equivalent to CUAIND201 Develop and apply creative arts industry knowledge.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257955]Assessment Requirements for CUAIND211 Develop and apply creative arts industry knowledge
[bookmark: O_796863]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
gather, interpret and discuss industry information on at least two occasions.

In the course of the above, the candidate must:
discuss issues applicable to the creative arts industry, including:
legal issues
industry protocols
respecting cultural protocols
new and existing technologies
employment conditions
work opportunities
discuss creative arts industry trends
collate, organise and store key information in an applicable format for future reference.

Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
different sources of creative arts industry information
distinguishing features of the creative arts industry, including:
structures
operations
different industry sectors
employment conditions, obligations and opportunities in the creative arts industry
industry laws and protocols, including cultural protocols, that relate to working in the creative arts industry
different industry bodies and associations and their roles in industry
impact of current trends and new technologies on the creative arts industry. 
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
applicable and current industry information
different media to collect and store industry information
interaction with others required to demonstrate the performance evidence.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational educational and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5
[bookmark: _Toc49257956][bookmark: O_796872]
CUAIND212 Develop and apply knowledge of information and cultural services organisations
[bookmark: O_796873]Application
This unit describes the skills and knowledge required to source, update and maintain knowledge of information and cultural services organisations. It involves researching information and cultural services organisations, identifying trends, emerging technologies and employment opportunities and storing or applying information in an applicable way. 
The unit applies to those who provide a support role in organisations such as libraries, information services, galleries, museums, archives or records management.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_796876]Unit Sector
Industry capability - industry context
[bookmark: _Toc24102962]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Source and collect information 
	1.1 Locate different types of information and cultural services using sources and within required timeframes that meet organisational policies and procedures
1.2 Identify applicable organisations and collect information about the role and key services they provide in consultation with required personnel
1.3 Identify relevant industries which have a relationship with information and cultural services 
1.4 Organise collected information according to organisational policies and procedures

	2. Update and maintain information
	2.1 Review industry information and confirm currency
2.2 Identify trends and emerging technologies applicable to information and cultural services sectors
2.3 Locate key information on employment, volunteer opportunities and conditions in information and cultural services and share with required personnel

	3. Finalise process
	3.1 Store collected and updated information in format that meets organisational policies and procedures
3.2 Apply collected information to job role or when seeking employment opportunities
3.3 Seek feedback on information gathering process and note areas for future improvement


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Oral communication
	Participates in straightforward discussions regarding information, using applicable vocabulary and style
Confirms instructions, asks questions and elicits information 

	Reading
	Identifies main points in information about opportunities, conditions or requirements
Interprets information and identifies possible links to own information needs

	Writing
	Records routine content using required formats and clear language
Updates and maintains workplace files according to requirements

	Teamwork
	Initiates interactions with others and responds appropriately
Contributes to work discussions using accepted conventions

	Technology
	Undertakes basic reading, recording, searching for information and communicates with others using digital technology according to organisational policies and procedures


Unit Mapping Information
Supersedes and is equivalent to CUAIND201 Develop and apply knowledge of information and cultural services organisations.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257957]Assessment Requirements for CUAIND212 Develop and apply knowledge of information and cultural services organisations
[bookmark: O_796882]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
develop and apply knowledge of at least three information and cultural services organisations, including locating and organising key information about the role and main services of organisations, including:
industry trends
key technologies
cultural significance
access, retrieve and use collected information at least once for a job role or to seek employment in the field.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
information and cultural services organisations and their main role in communities
organisational policies and procedures, including those relating to:
accessibility of records
documentation formats and requirements
digital technology to research and record information
cultural significance of information and cultural services organisations
roles in selected information and cultural services organisations and skills and knowledge required
typical working conditions in information and cultural services organisations.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
different current industry information sources
applicable technology to research and apply industry information.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational educational and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257958][bookmark: O_807861]CUAIND411 Extend expertise in specialist creative fields
[bookmark: O_807860]Application
This unit describes the skills and knowledge required to add depth to expertise in a specialist field or technique in the creative industries. It involves researching industry trends and new ideas, developing skills and techniques for a specialist field and evaluating professional development which can be expressed in a practical outcome. 
The unit applies to those who undertake work with limited guidance and may be responsible for mentoring others on the job in a range of fields. Fields include dance, music, cultural heritage, screen and media, visual arts, craft and design. Depending on the specialist area, guidance from mentors and experienced practitioners may be expected.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_807859]Unit Sector
Industry capability - industry context
[bookmark: _Toc24102968]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Research and apply industry trends 
	1.1 Identify industry trends using different sources of information
1.2 Examine and clarify implications and consequences of trends for own practice
1.3 Review and evaluate trends with applicable personnel and explore, develop and express conceptual ideas
1.4 Identify ideas to use when developing techniques in specialist field
1.5 Maintain currency of knowledge of legislative requirements and apply in area of specialist expertise as required

	2. Determine approach for developing specialist skills
	2.1 Plan strategies for developing skills and knowledge in specialist field
2.2 Confirm skill development activities are based on a sound understanding of principles and techniques required for specialist field

	3. Evaluate own professional development in specialist context
	3.1 Seek constructive feedback and improve skills and knowledge using feedback, discussion, and evaluation techniques
3.2 Continuously evaluate own skills and knowledge against planned strategies and career goals
3.3 Compare and contrast own skills and knowledge with those of other specialists
3.4 Adjust own professional work practices and refine skills and knowledge


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Learning
	Recognises the importance of ongoing learning and initiates and implements learning strategies aligned with career goals
Gains insight from analysing others’ performances and uses them when improving own skills

	Numeracy
	Arranges and compares numerical information as required

	Oral communication
	Identifies different perspectives and confirms, clarifies or revises understanding using active listening, observational and questioning techniques 

	Reading
	Organises and evaluates ideas and information from different complex texts

	Planning and organising
	Adopts a methodical and disciplined approach when extending skills in own area of expertise 

	Problem solving
	Understands and applies basic principles of analytical and lateral thinking 

	Self-management
	Keeps up-to-date with changes to legislation or regulations applicable to own rights and responsibilities and considers them when planning and undertaking work 
Takes responsibility for own professional development

	Teamwork
	Works collaboratively

	Technology
	Uses the internet as a research tool


Unit Mapping Information
Supersedes and is equivalent to CUAIND401 Extend expertise in specialist creative fields.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257959][bookmark: O_807854]Assessment Requirements for CUAIND411 Extend expertise in specialist creative fields
[bookmark: _Toc24102970]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
extend expertise in at least one specialist creative field, including: 
evaluating own skills and knowledge against planned strategies and career goals
applying planned strategies to develop and enhance own skills and knowledge
researching trends in area of specialisation and applying these in a theoretical or practice-led setting.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
commonly used research methodologies
planning career goals
the following concepts and their application to own area of specialisation:
copyright
intellectual property issues
work health and safety (WHS) requirements
cultural sensitivities
techniques for evaluating own professional development, including seeking and discussing feedback
implications for self or organisation of adopting emerging trends in own area of specialisation
key aspects of theoretical and historical contexts relevant to area of specialisation.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
an environment where:
conceptual ideas can be reviewed and evaluated with others
skills and knowledge can be developed
applicable technology and sources of information to research industry trends. 

Assessors of this unit must satisfy the requirements for assessors in applicable vocational educational and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5
[bookmark: _Toc49257960][bookmark: O_796963]
CUAIND413 Communicate effectively with arts professionals
[bookmark: O_796964]Application
This unit describes the skills and knowledge required to communicate effectively with a range of arts professionals about cultural and business activities. It involves identifying arts professionals to communicate with, exchanging information with them, and establishing and maintaining professional relationships. 
The unit applies to those who apply well developed interpersonal and communication skills working as practitioners, administrators or managers. They could be working in the public or private sector in contexts such as community projects, exhibitions, events or festivals. They work under limited supervision.
No licensing, legislative or certification conditions apply to this unit at the time of publication.
[bookmark: O_796967]Unit Sector
Industry capability – Industry context
[bookmark: _Toc24102972]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Determine communication requirements
	1.1 Identify arts professionals with whom communication is needed in consultation with required personnel
1.2 Clarify type of information needed from perspective of both parties
1.3 Gather information required for communication process with an agreed outcome

	2. Exchange information with arts professionals
	2.1 Organise mutually convenient interactions with arts professionals
2.2 Communicate purpose and expected outcomes of interactions with arts professionals
2.3 Present information in formats applicable to situations and within required timeframes according to organisational policies and procedures
2.4 Seek information from arts professionals and meet their identified needs within required timeframes
2.5 Establish rapport with arts professionals using industry terms and applicable protocols and accommodate diversity using applicable communication methods
2.6 Identify and act on potential barriers to effective communication with arts professionals

	3. Establish and maintain professional relationships
	3.1 Establish honest and supportive relationships between own organisation and arts professionals
3.2 Develop trust and respect in business relationships using effective communication
3.3 Maintain contact with arts professionals as required according to organisational policies and procedures
3.4 Maintain sound business relationships using applicable information
3.5 Fulfil agreements within scope of individual responsibility 
3.6 Foster relationships using regular contact and effective interpersonal and communication styles


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Oral communication
	Selects and uses language and non-verbal features applicable to audience and context 
Clarifies information and confirms understanding using active listening and questioning techniques

	Reading
	Identifies and interprets information from a range of sources

	Writing
	Composes and edits texts and elicits and provides information, advice and recommendations according to audience requirements

	Planning and organising
	Plans and implements required tasks when building relationships and exchanging information with individuals and organisations

	Self-management
	Understands the nature and purpose of own role and associated responsibilities when conducting honest professional relationships
Initiates and maintains connections and manages time effectively

	Teamwork
	Selects and uses appropriate communication practices and protocols when interacting with people from diverse backgrounds and builds rapport, seeks and shares information and maintains relationships
Engages others in consultations and negotiations using collaborative techniques
Adjusts own communication style and maintains effective communication


Unit Mapping Information
Supersedes and is equivalent to CUAIND403 Communicate effectively with arts professionals.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5

[bookmark: _Toc49257961]Assessment Requirements for CUAIND413 Communicate effectively with arts professionals
[bookmark: O_796973]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
communicate effectively with at least three different arts professionals.

In the course of the above, the candidate must:
identify information requirements for communication with arts professionals
manage communication processes and interactions in cooperation with arts professionals
present information within timeframes
use interpersonal and communication skills to develop and maintain business and cultural relationships.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
varied roles of arts professionals and how they relate to different arts organisations
different contexts in which arts professionals operate
typical communication requirements between arts organisations and arts professionals, including:
verbal communication
non-verbal communication
cultural sensitivities and protocols
principles and techniques for effective communication and networking
sources of information about arts organisations and arts professionals.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
information relating to arts organisations and arts professionals
arts professionals.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational educational and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257962][bookmark: O_808201]CUAMKG311 Assist with marketing and promotion
[bookmark: O_808200]Application
This unit describes the skills and knowledge required to assist with an organisational marketing and promotional activities. It involves developing promotional strategies, undertaking promotional activities that include digital marketing, attending events or activities and building professional relationships and overseeing the results of promotional strategies. 
The unit applies to those who are required to use some discretion and judgement and operate under broad supervision within an established framework of plans and procedures.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_808199]Unit Sector
Business development – marketing
Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Contribute to the development of promotional strategies
	1.1 Monitor different internal and external marketing information according to organisational policies and procedures
1.2 Participate in discussions with required personnel about marketing and promotional activities 
1.3 Contribute ideas about activities that could be included in promotional strategies
1.4 Compile information about potential of media outlets to assist with development of promotional strategies
1.5 Maintain documentation relating to promotional strategies according to organisational policies and procedures

	2. Undertake promotional activities
	2.1 Prepare and distribute promotional materials according to organisational policies and procedures 
2.2 Present organisation’s identity according to organisational policies and procedures to individuals and organisations
2.3 Assist with promotional activities aimed at different external stakeholders 
2.4 Maintain database of industry contacts and sources of industry information according to organisational policies and procedures
2.5 Attend industry events, activities or other networking opportunities as required
2.6 Share knowledge obtained through networking with colleagues

	3. Finalise promotional activities
	3.1 Monitor and document results of strategies, test response of target markets to promotional materials and adjust as required
3.2 Seek feedback on own work performance and adjust work practices accordingly


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Learning
	Identifies key ideas and trends and applies new knowledge to own work

	Oral communication
	Obtains information using listening and questioning techniques
Discusses ideas and solutions
Expresses ideas and conveys information using clear language

	Reading
	Interprets different marketing information and material

	Writing
	Generates documentation in relation to marketing and promotional strategies and activities

	Planning and organising
	Adopts a methodical and logical approach when preparing for and assisting with different marketing and promotional activities

	Self-management
	Identifies and follows procedures and expectations associated with own role 
Projects a professional image

	Teamwork
	Plays an active role in group discussions 
Shares information and resources
Adjusts personal communication style in recognition of the values, beliefs and cultural expectations of others 

	Technology
	Uses the internet as a research tool
Prepares and distributes information, and maintains records using standard work processing, spreadsheets and database applications


Unit Mapping Information
Supersedes and is equivalent to CUAMKG301 Assist with marketing and promotion.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257963]Assessment Requirements for CUAMKG311 Assist with marketing and promotion
[bookmark: O_808194]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
assist with marketing and promotion for at least two different organisational events or activities.

In the course of the above, the candidate must:
obtain marketing information from different sources
develop and document ideas for promotional strategies
execute promotional strategies
establish a database of industry contacts and build relationships with key stakeholders
use digital marketing according to organisation policies and procedures 
work cooperatively in a team environment.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
sources of marketing information about own industry sector
organisational policies and procedures applicable to marketing and promoting events or activities, including use of digital marketing 
cultural sensitives and protocols applicable to marketing and promoting events or activities
market for different types of products and services in own industry sector
ways in which different types of businesses present and promote their products and services
formats and features of different types of promotional materials, and ways in which they can be produced
issues and challenges that typically arise in context of assisting with marketing and promotional activities, and common solutions
techniques for using digital marketing for promoting events or activities
examples of networking and distribution channels applicable to own industry sector
techniques for networking and building professional relationships.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
an environment in which promotional activities are undertaken 
resources required for marketing activities
interaction with others required to demonstrate the performance evidence.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational educational and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257964][bookmark: O_808337]CUAPPM421 Contribute to organising productions
[bookmark: O_808336]Application
This unit describes the skills and knowledge required to assist with planning, organising and rehearsing productions. It involves confirming roles with required personnel, assisting the running of dress rehearsals, and assisting with production operations.
The unit applies to those who work in assistant roles with limited supervision and who may be responsible for the output of others. They work to instructions or plans developed by production personnel, such as directors, stage managers, lighting designers, costume managers and producers.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_808335]Unit Sector
Media and entertainment production – Production management
Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Contribute to production planning
	1.1 Confirm with required personnel own creative planning and other roles, responsibilities and production requirements
1.2 Follow performance-planning instructions and preparations as advised by required personnel
1.3 Complete responsibilities within required timeframes

	2 Assist with running technical and creative dress rehearsals
	2.1 Coordinate performers according to production requirements
2.2 Give clear, audible and correctly sequenced instructions to performers
2.3 Work with members of production teams according to work health and safety procedures and production requirements

	3. Assist with productions
	3.1 Advise performers of venue arrival times according to production requirements
3.2 Carry out own roles and responsibilities in line with advice from stage manager and other required personnel
3.3 Carry out post-production or bump-out responsibilities according to instructions from required personnel
3.4 Identify areas of organisational practice that could be improved using feedback from required personnel


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Learning
	Analyses feedback, reflects on performance, and identifies ways to develop performance

	Oral communication
	Obtains information using listening and questioning techniques
Contributes information and expresses requirements using clear language

	Reading
	Obtains information from different written sources

	Planning and organising
	Plans and undertakes all production assistant tasks for performances in a logical sequence

	Self-management
	Takes responsibility for meeting health and safety requirements within scope of own role
Applies organisational procedures and meets expectations associated with own role 
Manages time according to organisational policies and procedures

	Teamwork
	Takes responsibility for meeting commitments to others 
Collaborates with creative and technical personnel and achieves joint outcomes 


Unit Mapping Information
Supersedes and is equivalent to CUAPPM401 Contribute to the organisation of productions.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257965]Assessment Requirements for CUAPPM421 Contribute to organising productions
[bookmark: O_808330]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
contribute to organising at least one production according to production requirements, including:
contributing to the artistic and technical planning of productions by participating in production and creative planning meetings
assisting with running technical and creative dress rehearsals and performances.

In the course of the above, the candidate must:
follow work health and safety (WHS) policies and procedures
work collaboratively
contribute to post-production activities.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
key aspects of the creative and technical production process for different types of live performance productions
production and staging terminology
common theatre conventions
cultural sensitivities involved in productions
issues and challenges that arise when preparing for rehearsals and performances and common solutions
common law duty of care requirements
WHS requirements, including those relating to: 
 risk identification and management
safety inductions
 emergency procedures
hearing protection
safe lifting practices
strategies to assist with performance anxiety.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
resources and equipment required for production
opportunities for rehearsals and performances in real or simulated situations.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational educational and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257966][bookmark: _Hlk44079378][bookmark: O_791929]CUARES412 Conduct research
[bookmark: O_791930]Application
This unit describes the skills and knowledge required to conduct research in response to a brief on a predetermined topic.
The unit applies to those who work with a significant degree of autonomy, but who usually report to a manager or client. Individuals might be full-time research officers or those for whom research forms part of their job. Alternatively, they may provide research services on a contract basis.
No licensing, legislative or certification requirements apply to this unit at the time of publication. 
[bookmark: O_791933]Unit Sector
Knowledge management – Research
Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Clarify research brief
	1.1 Receive research brief and confirm research content and completion deadlines with required personnel
1.2 Identify research and data gathering techniques that best meet research brief requirements
1.3 Discuss research ideas with required personnel and identify any implications for research brief
1.4 Discuss and agree on format for presenting research findings with required personnel
1.5 Identify issues of a culturally sensitive or legal nature that affect research briefs as required
1.6 Alert required personnel to potential issues in meeting brief and agree on alternative strategies or outcomes
1.7 Assess brief and identify need for specialist research expertise in discussion with required personnel as required 

	2. Gather and record information
	2.1 Identify, record and maintain accurate details of information sources and potential contributors
2.2 Design research tools as required 
2.3 Research different sources according to research brief
2.4 Adhere to work health and safety standards while working with screens and keyboards
2.5 Adjust research strategies according to research brief as required
2.6 Record and store all information and data in a system that meets research brief requirements and according to organisational policies and procedures 

	3. Analyse research findings
	3.1 Analyse and interpret data or information gathered  
3.2 Check all facts and assess all information before including in research findings
3.3 Develop conclusions and recommendations as required in consultation with required personnel 

	4. Present research findings
	4.1 Organise information logically and clearly in format that meets research brief requirements  
4.2 Present information to required personnel by agreed deadlines  
4.3 Identify key issues for further research or discussion with required personnel
4.4 Seek feedback on the quality of research and note areas for improvement


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Oral communication
	Engages in detailed discussions with others, clarifies requirements and reaches agreement
Explains detailed information clearly using language, tone and pace applicable to audience   
Gathers information using careful listening and questioning techniques

	Reading
	Interprets textual information in a variety of formats from diverse sources
Critically evaluates content and develops reliable findings that meet research brief requirements

	Writing
	Develops material for a specific audience using clear and detailed language and conveys explicit information, requirements and findings
Maintains an easily accessible and accurate information database

	Planning and organising
	Manages and adjusts collection processes and ensures sufficiency and reliability of information
Presents information in agreed format

	Problem solving
	Presents findings using systematic and analytical processes

	Self-management
	Takes responsibility for providing valid and reliable research services that meet client requirements
Identifies improvement opportunities for own research practice

	Teamwork
	Engages others in consultation and negotiations 

	Technology
	Accesses, organises and presents information using main features of digital tools and systems


Unit Mapping Information
Supersedes and is equivalent to CUARES402 Conduct research.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5


[bookmark: _Toc49257967]Assessment Requirements for CUARES412 Conduct research
[bookmark: O_791939]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
conduct research according to at least two different research briefs.

In the course of the above, the candidate must:
analyse research briefs and agree on requirements with required personnel 
gather valid and reliable information from different sources according to agreed methodology
analyse and interpret research findings and develop appropriate conclusions and recommendations
maintain a system that stores, retrieves and maintains contacts and research information
adopt safe ergonomic practices when using screens and keyboards for long periods of time
observe copyright, intellectual property and privacy laws that may impact research activities.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
features of commonly used quantitative and qualitative research methodologies
procedures for evaluating validity and reliability of information sources
typical legal issues that can affect research activities including copyright, intellectual property and privacy legislation
reliable sources of advice on legal issues
requirements for gathering and presenting information regarding cultural sensitivities
work health and safety standards as they relate to working for periods of time with screens and keyboards.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
research briefs
interaction with others required to demonstrate the performance evidence
different information sources relevant to conducting research.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational educational and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=1db201d9-4006-4430-839f-382ef6b803d5
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