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	Questions

	· What is work planning?
· What documents can be used to support ideas generation?
· What documents can used to design and plan media products?
· What are the legal considerations which protect individuals?
· What are Intellectual property rights?
· What is media regulation, certification, and classification?
· What health and safety applies to the media industry??

	Topic Overview

	In this topic we will learn about Pre-production planning.

	Content Overview

	Work Planning
· Components of workplans
· Phases
· pre-production
· production
· post-production 
· tasks 
· activities 
· workflow 
· timescales 
· milestones 
· contingencies 
· resources
· hardware
· people
· software
	To include:
· The purpose of work planning
· Know the components of workplans
· The role of workplan components in work planning
· The advantages of using workplans
· How workplans are used to manage time, tasks, activities and resources for individuals and large teams

	Documents used to support ideas generation
· Mind map
· Digital
· Hand drawn 
· Mood board
· Digital
· Physical  
	To include:
·  Know the purpose of each document
· Know the components and conventions of each document
· Know the hardware and software used to create each document
· Know the users of each document 
· When each document is appropriate for use
· What makes each document effective
· How to improve the effectiveness of documents for users in given contexts
Does not include
· Creating documents from scratch

	Documents used to design and plan media products
· Asset log 
· Flow chart 
· Script
· Storyboard
· Visualisation diagram 
· Wireframe layout
	To include:
· Know the purpose of each document
· Know the components and conventions of each document
· Know the hardware and software used to create each document
· Know the users of each document 
· When each document is appropriate for use
· What makes each document effective
· How to improve the effectiveness of documents for users in given contexts
Does not include:
· Creating documents from scratch

	Legal considerations to protect individuals 
· Privacy and permissions 
· rights for recording images/taking photographs in public places 
· permissions for recording images/taking photographs on private property 
· permissions for publishing and commercial use of images and photographs taken 
· harassment and invasion of privacy 
· Defamation 
· Libel
· Slander
· Data protection
· rights of data subjects in the collection, use and storage of personal data
	To include: 
· The purpose of, and reasons for, each legal consideration
· What is required of media producers to comply with each legal consideration
· The impact on individuals and media producers of media producers using and publishing inaccurate personal information 
Does not include:
· Specific Acts of legislation

	3.4.2 Intellectual property rights
· Protecting intellectual property (IP)
· Copyright
· Ideas
· Patents
· Trademarks  
· Using copyrighted materials
· creative common licence(s)
· fair dealing
· permissions, fees and licences
· watermarks and symbols
	To include: 
· Know what is meant by intellectual property
· The purpose of, and reasons for, legislation to protect intellectual property
· What is required of media producers to respect intellectual property rights
· How and when intellectual property can be protected
· The implications for media producers of using copyrighted materials without permission
Does not include:
· Specific Acts of legislation

	Regulation, certification, and classification 
· Organisations responsible for regulation 
· ASA (Advertising Standards Authority)
· Ofcom (The Office of Communications) 
· Classification systems and certifications
· BBFC (British Board of Film Classification) certifications
· PEGI (Pan European Game Information) certifications
	To include: 
· Know the types of products covered by regulation, certification and classification
· The purpose of, and reasons for regulation, certification and classification
· Know the roles of regulatory bodies and areas of responsibility 
· Know examples of the way media products are classified
· The impacts of regulation, certification and classification on media production

	Health and safety 
· Health and safety risks and hazards in all phases of production
· Actions to mitigate health and safety risks and hazards
· Risks assessments
· Location recces
	To include: 
· Know common risks and hazards in media production
· What is required of media producers to mitigate health and safety risks and hazards
· What risk assessments are and the purpose of risk assessments
· What location recces are and the purpose of location recces 
Does not include:
· Specific Acts of legislation
· The creation of a risk assessment or recce





	Keywords
	Definition

	Work Plan
	A document that organises the tasks, resources and timescales needed to complete a media project.

	Pre-production
	The planning stage of a project where ideas are developed and documents such as scripts and storyboards are created.

	Production
	The stage where the media product is actually created or recorded, such as filming, designing graphics or recording audio.

	Post-production
	The stage where the media product is edited, improved and finalised after it has been created.

	Workflow
	The logical order that tasks and activities must be completed in during a project.

	Timescale
	The amount of time planned to complete tasks or stages of a project.

	Milestone
	A key checkpoint in a project used to measure progress towards completion.

	Contingency
	A backup plan put in place in case something goes wrong during a project.

	Resources
	The equipment, people, software and materials needed to complete a media project.

	Mind Map
	A diagram used to generate and organise ideas around a central topic during the planning stage.

	Mood Board
	A collection of images, colours, fonts and textures used to show the visual style of a media product.

	Storyboard
	A sequence of drawings showing how scenes or shots will appear in a media product.

	Wireframe Layout
	A simple layout diagram showing the structure and placement of elements on a webpage or interface.

	Script
	A written document that describes the dialogue, actions and directions for a media production.

	Asset Log
	A list of all the files, images, videos or audio assets used in a media project.

	Privacy
	The right of individuals to control how their personal information or images are collected and used.

	Defamation
	Publishing false information about a person that damages their reputation.

	Copyright
	Legal protection that prevents others from copying or using someone’s original work without permission.

	Creative Commons Licence
	A type of licence that allows creators to share their work while specifying how others may use it.

	Risk Assessment
	A document used to identify hazards and plan actions to reduce risks during media production.

	Task
	A specific piece of work that must be completed as part of a project.

	Activity
	A group of related tasks carried out to achieve part of a project goal.

	Hardware Resources
	Physical equipment used during media production, such as cameras, microphones or computers.

	Software Resources
	Computer programs used to create or edit media products, such as image editors, video editors or design software.

	People Resources
	The individuals involved in a project, such as designers, photographers, editors or project managers.

	Flowchart
	A diagram that shows the sequence of steps or decisions in a process using symbols and arrows.

	Visualisation Diagram
	A labelled drawing that shows what a final media product will look like, including colours, fonts and layout.

	Data Protection
	Rules that control how personal data is collected, stored and used to protect individuals’ privacy.

	Trademark
	A symbol, logo or brand name that is legally protected so others cannot use it without permission.

	Location Recce
	A visit to a filming or production location to check for suitability, hazards and practical considerations before production begins.



