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                         Occupational Standard for Caribbean Vocational Qualifications (CVQ)  

 
 

CCSLEPPA2020 CVQ Level 2 - EVENT PRODUCTION (PRODUCTION ASSISTANCE) 
 

Unit Number                                       Unit Title Requirement 

PA20112A Communicate Using a Two-Way System Mandatory 

PA20012A Follow Occupational Health and Safety Requirements for Events Mandatory 

PA20212A Communicate in the Workplace Mandatory 

PA20312A Work with Others 

 

Mandatory 

PA20412A Recce Locations  Mandatory 

PA20022A Undertake Event Production Planning Activities Mandatory 

PA20032A Carry Out Pre-Event Activities Mandatory 

PA20042A Perform Load-In and Load-out for Events Mandatory 

PA20052A Provide Assistance with Event Production During an Event Mandatory 

PA20062A Carry Out Post Event Activities Mandatory 

 

To obtain a Caribbean Vocational Qualification (CVQ) all Mandatory Units must be achieved. 
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CVQ Level 2 in EVENT PRODUCTION (PRODUCTION ASSISTANCE)  
 

About this Qualification  

 

The CVQ LEVEL 2 in Event Production (Production Assistance) Occupational Standard is 

designed for persons practising in the fields of live concerts, festivals, business conferences, video 

and photo shoots and theatre arts who require formal training. The qualification is relevant to those 

at technical levels allowing for foundational development while exposing those individuals to the 

various aspects of Event Production required at the higher level.  

 

Who is this qualification for?  

The qualification may be taken by those interested in being employed or gaining exposure for 

further education in Event Production activities. 

 

Persons who complete this qualification may be employed in the following jobs:  

 

• Event Production Assistant 

• Stage Manager Assistant 

• Back Stage Assistant 

• Venue Supervisor Assistant 

• Video Production Assistant 

• Stage/Event Hands 

 

Occupational Standards can also be used to: 

• Prepare job descriptions and specifications 

• Determine recruitment criteria 

• Appraise staff performance objectively 

• Identify skill and training gaps and needs 

• Conduct labour market analyses 

• Develop curriculum 

• Assess the effectiveness of training programmes 

• Determine compensation and rewards 

 

The benefits of acquiring the CVQ to Candidates: 

• A broad-based preparation for employment 

• Enhanced employability and livelihood potential 

• Higher earning potential 

• Apprenticeship with actual work experience 

• Equips candidate with the knowledge, skills and attitudes for the workplace 

• Past work experience and skills can count towards achieving the CVQ 

• Provide a basis for articulation and accreditation 

• An alternative route to further / higher education 

• Parallel standing with academic qualifications 

• Complements academic qualifications 

• If the CVQ is not completed at a centre or school where it was started, it can be continued 

at another approved centre  

• CVQs are recognized and portable qualifications throughout CARICOM
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The benefits of the CVQ to Employers: 

• Larger cadre of skilled employees/candidates to choose from 

• Reduced cost of recruiting and selecting the ideal job candidate 

• Reduced cost for training workers 

• Higher levels of productivity 

• Enhanced professionalism in the sector 

• Access to a wide range of CVQs available in several industries 

• Availability of skills in country 

 

 

The benefits of the CVQ to the Caribbean 

• Provide a higher skilled workforce that is ready to adapt to the ever-changing global demands 

• Provide greater access for persons to achieve higher qualifications 

• Contribute to the region’s human resource capacity development 
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PA20112A    Communicate Using a Two-Way System  

  

Unit Descriptor:  
  

  

 

ELEMENTS PERFORMANCE CRITERIA   
Candidates must be able to:  

1.  

  

 

Maintain and adjust communication 

equipment  

  

1.1  Carry out checks to ensure that all talk back communication 

equipment is available at correct location for use according to 

industry requirements and standard operating procedures. 

1.2  Evaluate operational status of equipment according to industry 

requirements and standard operating procedures 

1.3  Service and maintain equipment in accordance with 

manufacturer’s instructions.   

1.4  Identify faults and defects and take remedial action according to 

manufacturer’s instructions and industry requirements. 

1.5  Take measures to ensure power supply is appropriate and 

available and that any battery-powered equipment is charged in 

advance of use according to industry requirements. 

1.6  Adjust equipment to personal requirements to ensure incoming 

communications can be heard according to company policy. 

1.7  Adjust microphone to ensure that outgoing communications are 

clearly transmitted in accordance with standard operational 

procedures. 

1.8 Verify comfortable usage of equipment in accordance with 

standard operational procedures. 

2.  

  

  

  

Respond to incoming 

communications  

  

  

  

2.1  Answer communications promptly, clearly and politely in 

accordance with standard operational procedures. 

2.2  Establish the purpose of the communication and repeat details to 

the caller to confirm understanding according to standard 

operational procedures. 

2.3  Provide appropriate response to the caller to request for action 

and confirm that it has been actioned according to standard 

operating procedures. 

2.4  Advise caller to stand-by for further communication, if there is any 

delay in responding, according to company policy  

This unit describes the skills, knowledge and attitude required to effectively 

communicate using two-way communication devices on any production within 

Event Production.  
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3 Make outgoing communication 3.1 Obtain correct communication address according to standard 

operating procedures. 

 3.2 Establish purpose for communication prior to contacting the other 

party according to standard operating procedures. 

 3.3 Use equipment to establish contact in accordance with standard 

operating procedures  

 3.4 Communicate the intended message clearly, requesting 

confirmation that message has been understood and the necessary 

action taken according to standard operating procedures. 

4 Use appropriate language, tone and 

volume 

4.1 Communicate at volume of speech and tone of voice which allows 

other party to clearly hear the message according to standard 

operational procedures. 

  4.2 Take steps to ensure that other people are not disturbed by volume 

of communications according to standard operational procedures.    

  4.3 Use language that will be understood by the other party in 

accordance with standard operation requirements. 

RANGE STATEMENT   

 

All range statements must be assessed 

 

1. Documentation may include but not 

limited to: 

  

• computer generated  

• manually written  

• in bar code format 

2. Two-way equipment may include but not 

limited to: 

 

• headsets  

• open speaker  

• intercom  

• table mounted microphones  

• microphone attached to headset 

 

3. Relevant personnel may include but not 

limited to: 

  

• supervisor  

• head of department   

• other technical staff  

• other specialist staff  

• floor manager  

• station manager  

• transmission operators  

• presentation operators  

 

 

 

• tape library personnel  

• tape operators  

• master control  

• news editor  

• producer  

• editor  

• tape editor  

• technical director 
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UNDERPINNING KNOWLEDGE AND SKILLS  

 

Candidates must know and understand: 

 

1. how to communicate clearly and precisely using two-way communications equipment 

2. how to interpret and provide information accurately 

3. how to check equipment is working to specifications 

4. how to carry out basic maintenance on equipment 

5. how to use vocal tone and volume control effectively 

6. how to source advice, information and technical support 

7. how to apply oral communication techniques and skills 

8. how to use correct terminology which is relevant to the situation 

 

Evidence Guide 

 

(1) Critical Aspects of Evidence   

Evidence must include a demonstrated ability to: 

  

a. use of communication equipment correctly and safely  

b. communicate clearly 

 

(2) Method of Assessment   

 

Assessors should gather a range of evidence that is valid, sufficient, current and authentic.  Evidence 

can be gathered through a variety of ways including direct observation, supervisor’s reports, project 

work, samples and questioning.  Questioning techniques should not require language, literacy and 

numeracy skills beyond those required in this unit of competency.  The candidate must have access to 

all tools, equipment, materials and documentation required.  The candidate must be permitted to refer 

to any relevant workplace procedures, product and manufacturing specifications, codes, standards, 

manuals and reference materials. 

 

(3) Context of Assessment  

 

This unit may be assessed on the job, off the job or a combination of both on and off the job.  Where 

assessment occurs off the job, that is the candidate is not in productive work, then an appropriate 

simulation must be used where the range of conditions reflects realistic workplace situations. The 

competencies covered by this unit would be demonstrated by an individual working alone or as part of 

a team.  The assessment environment should not disadvantage the candidate.  
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PA20012A              Follow Occupational Health and Safety Requirements for Events 

Unit Descriptor: 

 
 

ELEMENTS  PERFORMANCE CRITIERA 

Candidates must be able to:  
1. Follow occupational safety, 

health and environmental 
procedures  

1.1 Comply with health, safety and environmental procedures in accordance 
with OH&S guidelines, standard operating procedures and company policy.  

1.2 Identify breaches of health, safety, security and environmental procedures 
and promptly report to the appropriate parties, in accordance with company 
policy  

1.3 Undertake all work activities in a manner that does not present a hazard to 
others in accordance with standard operating procedures and company 
policy. 

2.  Deal with emergency    
situations  

  

2.1 Identify potential emergency situations and take required action within 
scope of individual responsibility. 

2.2 Follow emergency procedures in accordance with organizational policies 
and procedures. 

2.3 Promptly seek assistance from colleagues and/or supervisors where 
appropriate in accordance with standard operating procedures 

2.4 Report details of emergency situations in accordance with organizational 
policies and procedures. 

3. Maintain personal safety 
standards 

3.1 Use safety clothing, footwear and where relevant, personal protective 
equipment to ensure health and safety of self and others in accordance with 
OH&S requirements, standard operating procedures and company policy. 

3.2 Take measures to prevent injury or impairment related to workplace 
activities and to control workplace hazards in accordance with standard 
operating procedures and company policy. 

3.3 Carry out safe manual handling and lifting to avoid back strain and other 
injuries in accordance with OH&S requirements, standard operating 
procedures and company policy. 

3.4 Practice accurate posture and maintain ergonomics in all work 
environments. 

3.5 Maintain a safe and secure work environment in accordance with OH&S 
requirements, standard operating procedures and company policy. 

3.6 Take measures to ensure that venues and equipment to be used comply 
with health, safety and environmental requirements in accordance with 
industry standards and OH&S policies and procedures 

3.7 Plan work schedules that include rest breaks to enhance performance to 
counter stress and anxiety. 

This unit deals with the skills, knowledge and attitude required to follow health, safety, security 

and environmental procedures and applies to all individuals operating in Event Production. 
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RANGE STATEMENT 

All range statements must be assessed 

 
1. Workplace hazards may include but not limited to: 

 
• occupational overuse injury  
• back injury  
• hearing impairment  
• stress performance  
• anxiety 
• electricity   
• noise/sound level  
• adverse weather/lighting conditions 
• falls 
 

4. Emergency situations may include but 

not limited to: 

 

• bomb threats 

• accidents  

• robbery 

• fire 

• armed hold-up 

• floods 

• earthquakes 

• equipment collapse 

2. Health, safety, security and environmental procedures 
may include but not limited to:    

 
• emergency, fire and accident  
• hazard identification and control 
• safe sitting 
• lifting and handling 
• security of documents, cash, equipment, people  
• key control systems  
• safe use of equipment  
• safe use of chemicals and toxic substances   
• safe construction of rigs and supports 
• safe sound/noise levels  
• dealing with difficult customers 

 

5. Potential hazards may include but not 
limited to:  

 
• slippery floors  
• unprotected equipment  
• unsecured electrical outlets and cables  
• obstacles in walkways  
• spilled chemicals  
• noise and smoke 

3. Measures to prevent injury or impairment may include 
but not limited to:  

 
• following all safety procedures accurately 
• adopting accurate posture 
• taking adequate rest and breaks  
• controlling noise/sound levels and length of exposure to 

high levels of noise  
• using personal protective equipment e.g. ear plugs   
• avoiding eye strain   
• accurate use of chemical and dangerous 

substances/equipment   
• stress management techniques 

6. Relevant policies and procedures may 
include but not limited to:  

 
• venue, studio or company  
• policy legislative requirements 

 

4. 

 

 

Provide feedback on health, safety,  
security and the environment   

 

 

4.1 Identify promptly occupational safety, health and 
environmental issues requiring attention and take measures 
to address or report to supervisory personnel for action. 

4.2 Raise issues of Occupational Health and Safety (OH&S) 
with the designated person in accordance with 
organization and legislative requirements. 
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UNDERPINNING KNOWLEDGE AND SKILLS 
 
Candidates must know and understand:  
 
1. what are the major safety requirements for the locations in which work is carried out 
2. what are the major causes of accidents relevant to the work environment  
3. what are the major hazards that exist in the workplace  
4. how to follow emergency evacuation procedures 
5. what are the symbols used for Occupational Health and Safety  
6. how to identify designated personnel responsible for Occupational Health and Safety   
7. what are posture requirements to avoid strain or injury  
8. what are the relevant industry safety guidelines  
9. what are the relevant national Occupational Health and Safety legislation and codes of practice 
10. what are the major safety requirements for entertainment venues 
11. what are the major causes of workplace accidents  
12. how to identify workplace hazards  
13. what are fire hazards and workplace fire hazard minimization procedures  
14. what are workplace safety, health, security and environmental procedures  
15. how to write safety reports and safety implementation reports 
16. how to follow health, safety, security and environmental procedures 
17. how to identify major causes of workplace accidents relevant to the work environment  
18. how to identify and appropriately deal with security risks in the work environment 

 
EVIDENCE GUIDE 

(1) Critical Aspects of Evidence  

 

Evidence should include a demonstrated ability to:  
  

a. follow established safety and security procedures and understand the implications of disregarding 
those procedures 

b. comply with Occupational Health and Safety regulations applicable to workplace operations 

c. adhere to industry guidelines and relevant legislative and insurance requirements 

d. demonstrate understanding of the legal requirement to work in accordance with health, safety, security 
and environmental procedures   

e. explain safety procedures to others and deal with emergency situations 

f. perform all tasks according to established procedures  

g. report issues according to established procedures  

 
(2) Method of Assessment  

 
Assessors should gather a range of evidence that is valid, sufficient, current and authentic.  Evidence can 

be gathered through a variety of ways including direct observation, supervisor’s reports, project work, 

samples and questioning.  Questioning techniques should not require language, literacy and numeracy skills 

beyond those required in this unit of competency. The candidate must have access to all tools, equipment, 

materials and documentation required. The candidate must be permitted to refer to any relevant workplace 

procedures, product and manufacturing specifications, codes, standards, manuals and reference materials.  
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(3) Context of Assessment   
 

This unit may be assessed on the job, off the job or a combination of both on and off the job.  Where 
assessment occurs off the job, that is the candidate is not in productive work, then an appropriate simulation 
must be used where the range of conditions reflects realistic workplace situations.  The competencies 
covered by this unit would be demonstrated by an individual working alone or as part of a team.  The 
assessment environment should not disadvantage the candidate. 
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PA20212A   Communicate in the Workplace 

 
Unit Descriptor:  This unit deals the skills, knowledge and attitude required to communicate in the 

workplace and applies to all individuals operating in the Entertainment and Event 
Production field. 

 

 

ELEMENTS PERFORMANCE CRITIERA 

Candidates must be able to:  
1. Gather, convey and receive instructions, 

information and ideas  

 

1.1 Respond to verbal/written instructions in accordance with 
standard operating procedures 

1.2 Collect information to achieve work responsibilities from 
designated sources in accordance with company policy 

1.3 Use input sought from internal and external sources to develop 
and refine new ideas and approaches  

1.4 Convey instructions accurately and work signage adhered to in 
accordance with company policy 

1.5 Use method(s)/equipment to communicate ideas, instructions 
and information to the audience in accordance with standard 
operating procedures. 

1.6 Use effective listening and speaking skills in oral communication 
in accordance with company requirements. 

1.7 Respond promptly to instructions or enquiries in accordance 
with company policy. 

1.8 Ask questions to gain extra information and clarification 
according to standard operating procedures. 

2.  Carry out face-to-face routine 
communication 

2.1 Communicate in an open, professional and friendly manner 
according to standard operating procedures 

2.2 Use communication skills of language, tone and body language 
according to standard operating procedures. 

2.3 Use active listening and questioning skills to ensure effective 
two-way communication according to standard operating 
procedures. 

2.4 Identify cultural and social differences and display sensitivity as 
required according to company policy 
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RANGE STATEMENT 

 

3. Communicate and follow work  
instructions 

3.1 Follow routine instructions, messages and schedules according 
to job requirements and company policy. 

3.2 Follow workplace instructions according to standard operating 
procedures and/or company policy 

3.3 Communicate clearly so instructions, messages and procedures 
are understood. 

  3.4 Provide suggestions and information relevant to the 
planning/conduct of work activities according to company policy. 

4. Draft routine correspondence 4.1 Present written information and ideas in clear and concise 
language in a manner that is easily understood by the 
recipient(s). 

4.2 Draft and present correspondence within designated 
timelines 

4.3 Use enterprise standards of style, format and accuracy for 
presentation of written information 

5 

 

Gather information 5.1 Identify and confirm sources of information used 

5.2 Assess and analyse relevant information from a range of 
sources 

5.3 Select and sequence information according to standard 
operating procedures 

6 Participate in group discussion/meetings  
to achieve appropriate work outcomes  

6.1 Participate in on-site meetings/discussions in accordance 
with predetermined procedures. 

6.2 Interact with others to achieve constructive outcomes. 

6.3 Convey responses to others in the group 

6.4 Make constructive contributions in terms of the work process 
involved. 

6.5 Communicate goals and aims clearly to others in group. 

  All range statements must be assessed: 

1. Communication type may include but not limited to:  
  

• oral  
• electronic  
• written  
• non-verbal  
• formal  
• informal  
• direct  
• indirect  
• Information 

 

2. Communication equipment may include but not 
limited to:   

 
• network systems  
• telephones   
• keyboard equipment including mouse, touchpad, 

keyboard   
• pens, pencils   
• information technology components including 

hardware, software and communication packages  
• facsimile machines 
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3. Information to achieve work responsibilities may 
include but not limited to:  
 

• work instructions  
• diagrams  
• work plans  
• information on new developments 
• standards 
• health and safety requirements  
• customer requirements 

 

8. Oral communication may include but not limited to:  

 
• answering telephone calls   
• requests from colleagues   
• use of voice mail   
• informal discussions 
• answering enquiries from clients 

4. Other areas may include but not limited to: 
 

• listening skills 
• questioning techniques 
• nonverbal communication skills 
• understanding of teamwork principles 

 

9. Signage may include but not limited to:  
 
• on-site direction signs  
• common site warning signs  
• facility or location signs 
• traffic signs 

5. Enterprise requirements may include but not limited 
to: 

  
• quality assurance and/or procedures manual 
• goals, objectives, plans, systems and processes 
• business and performance plans 
• legal and organization policy/guidelines and 

requirements  
• access and equity principles and practice 
• ethical standards 
• Occupational Health and Safety policies, 

procedures and programs  
• quality and continuous improvement processes 

and standards 
• defined resource parameters 

 

10. Range of information sources may include but 
not limited to:  

 
• instructions: oral/memos 
• signage  
• work schedules/work bulletins  
• diagrams 
• books and magazines 
• internet 

6. Written information may include but not limited to:   
 

• handwritten and printed materials  
• electronic mail 
• internal memos 
• briefing notes  
• facsimiles 
• general correspondence 
• telephone messages 

 

11. Standards may include but not limited to:  
 
• standards set by work group  
• organizational policies and procedures  
• specified work standards 
• legislation  
• Occupational Health and Safety standards 

7. Correspondence may include but not limited to: 
 

• memorandums   
• messages  
• proformas  
• emails  
• standard/form letters 
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UNDERPINNING KNOWLEDGE AND SKILLS 

 

Candidates must know and understand: 
 
1. what are the organisation’s policies, plans and procedures 
2. how to interpret workplace procedures accurately 
3. how to organize work priorities and arrangements  
4. how to communicate effectively in the workplace using various communication skills and techniques  
5. how to use communication tools and equipment according to industry requirements 
6. how government agencies and legislation affect the business operation in relation to occupational health 

and safety, environmental issues, equal opportunity, industrial relations and anti - discrimination among 
other areas 

7. how to identify work requirements and understand and process basic, relevant workplace documentation  
8. how to request advice receive feedback and work with a team 
9. how to use problem solving skills to solve routine problems 
10. how to select and use technology appropriate to a task 
11. how to relate to people from a range of social, cultural and ethnic backgrounds and physical and mental 

abilities  
12. how to use communication tools and equipment according to industry requirements  
13. how to select and use technology appropriate to the task 
14. what are the relevant signs and symbols commonly used in the workplace  
 
EVIDENCE GUIDE 

(1) Critical Aspects of Evidence   
Evidence should include a demonstrated ability to:  
 
a. use knowledge of principles of effective communication in relation to listening 
b. use questioning, non-verbal communication and correct spelling, grammar and punctuation 
c. receive and convey information accurately and interact with other team members 
d. communicate information about work activities and processes and demonstrate literacy in relation to work 

requirements  
e. use communication methods that are appropriate to the audience 
f. participate in group discussion/meetings to achieve appropriate work outcomes and provide ideas 
g. convey messages and written communication in a  clear, concise and correct way 
h. present information accessed and gathered promptly in a clear and concise format 
i. produce correspondence that is relevant to request and in accordance with quality requirements  

 
(2) Method of Assessment 

 
Assessors should gather a range of evidence that is valid, sufficient, current and authentic.  Evidence can 
be gathered through a variety of ways including direct observation, supervisor’s reports, project work, 
samples and questioning.  Questioning techniques should not require language, literacy and numeracy 
skills beyond those required in this unit of competency.  The candidate must have access to all tools, 
equipment, materials and documentation required.  The candidate must be permitted to refer to any 
relevant workplace procedures, product and manufacturing specifications, codes, standards, manuals and 
reference materials. 

 

(3) Context of Assessment   

This unit may be assessed on the job, off the job or a combination of both on and off the job.  Where assessment 

occurs off the job, that is the candidate is not in productive work, then an appropriate simulation must be used 

where the range of conditions reflects realistic workplace situations.  The competencies covered by this unit 

would be demonstrated by an individual working alone or as part of a team.  The assessment environment should 

not disadvantage the candidate. 



PA20312A Work with Others  

  18 
 
______________________________________________________________________________________ 

Approved @ 44th meeting of COHSOD 2022 
All rights reserved. No part of this document may be reproduced in any form or by any means without the prior 
permission of the publishers 

1 of 3 

This unit deals with the skills, knowledge and attitude needed to work 

harmoniously and effectively with team members, colleagues and others in a 

work environment 

PA20312A             Work with Others 
 

Unit Descriptor: 
 
 

 
 

ELEMENTS  PERFORMANCE CRITIERA 

Candidates must be able to:  
1. Participate in the work/group process  

 

1.1
  

Identify the relevant work requirements for the 
group/process 

1.2 Identify own role and role of each individual in meeting work 
requirements performed to expectations. 

1.3 

 

Provide assistance to other team members involved in the 
work group/process as required and constructive 
contributions are made to meeting work requirements. 

1.4 
 

Account for time and resource constraints in planning for 
and fulfilling work requirements. 

1.5 

 

Conduct work place activities in compliance with the 

organization’s work policies, procedures and conventions 

covering acceptable workplace conduct. Report any illegal 

activities to the relevant authorities 

1.6 Perform activities to achieve work requirements taking 
individual differences into account 

1.7 Utilise strengths of individuals to develop others in the group 
and the sharing of knowledge is incorporated in the 
group/process activities 

2.  Contribute to the flow of information and 
ideas   

 

2.1 Share information and ideas relevant to the work activity with 
others to enhance work outcomes in accordance with 
standard operating procedures. 

2.2 
 

Provide information to others that is relevant, timely and 
accurate. 

2.3 Seek information and ideas to assist in the achievement of 
work requirements from the relevant persons according to 
company policy 

2.4 Record information in the required detail and format in 
accordance with standard operating procedures. 

2.5 File relevant work information systematically for easy 
retrieval in accordance with standard operating procedures. 

2.6 Identify languages and cultural differences in communication 
styles and account for their impact on the work process. 
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RANGE STATEMENT

  

 

3. Deal effectively with issues and conflicts 3.1 Identify and assess issues and conflicts encountered in the 
work place in accordance with company policy. 

3.2 

 

Discuss issues and conflicts with team members and 
suggest solutions or refer to the appropriate person for 
action in accordance with company policy 

All range statements must be assessed: 

 

 

1. Laws/work requirements may include but not limited to:  

  

• goals 

• objectives  

• priorities  

• specified targets or results  

• time frames  

• coordination with other work processes  

• clear role definitions  

• application of particular procedures  

• organization of work materials  

• roster arrangements or particular approaches to work 
processes specified by the organization or work group  

3. Groups may include but not limited to: 
 

• established or ad hoc work units  

• working parties 

• task forces 

• committees 

• self-directed teams 

2. Working with others may include but not limited to:  
 

• one-to-one communication in a group or team  

• taking part in informal discussions  

• following instructions  

• consulting with the community  

• taking part in meetings  

• dealing with conflict  

 

4. Techniques to resolve issues, or 
conflicts may include but not limited to:  

 

• problem solving  

• negotiation  

• conflict resolution  

• use of a mediator or conciliator 
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UNDERPINNING KNOWLEDGE AND SKILLS 

Candidates must know and understand: 
 
1. how to carry out individual roles, responsibilities and relationships as it relates to others 
2. what are the various techniques for managing individual workload 
3. how do you handle tasks or problems before referring on to others if it is beyond current capacity  
4. how to manage meeting deadlines 
5. how to ensure that information provided is relevant and accurate 
6. how to communicate effectively with others 
7. how to apply effective listening and questioning skills 
8. how to work harmoniously with others 
9. how to apply standards of personal presentation and hygiene 
10. how to maintain an orderly workspace including acceptable workplace conduct 
11. how to apply teamwork principles 
12. how to portray self confidence and self respect 
13. how to accept constructive criticism and a willingness for self improvement 
14. how to apply conflict resolution techniques 
15. what are the occupational Health and Safety principles that apply to the workplace 

 
EVIDENCE GUIDE 

 
(1) Critical Aspects of Evidence  

 
Evidence should include a demonstrated ability to: 
 
a. participate in work process and contribute to achievement of goals and objectives  
b. communicate effectively with others within the range of situations required for the job role  
c. provide ideas, lend assistance to others and resolve conflicts 
d. identify and fulfil own role in work process and utilise the strengths of others  
e. deal effectively with resource and time constraints and personal differences  
f. prepare for and conduct work operations in accordance with procedures 
g. work effectively as part of a team 
h. use effective communication techniques, including active listening, questioning and non-verbal 

communication  
 

(2)  Method of Assessment  

 

Assessors should gather a range of evidence that is valid, sufficient, current and authentic.  Evidence can 

be gathered through a variety of ways including direct observation, supervisor’s reports, project work, 

samples and questioning.  Questioning techniques should not require language, literacy and numeracy 

skills beyond those required in this unit of competency.  The candidate must have access to all tools, 

equipment, materials and documentation required.  The candidate must be permitted to refer to any relevant 

workplace procedures, product and manufacturing specifications, codes, standards, manuals and reference 

materials. 

  

(3) Context of Assessment  

 

This unit may be assessed on the job, off the job or a combination of both on and off the job.  Where 

assessment occurs off the job, that is the candidate is not in productive work, then an appropriate 

simulation must be used where the range of conditions reflects realistic workplace situations.  The 

competencies covered by this unit would be demonstrated by an individual working alone or as part of a 

team.  The assessment environment should not disadvantage the candidate. 
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PA20412A  Recce Locations  
 

Unit Descriptor:  

 

 

 

 

 ELEMENTS   PERFORMANCE CRITERIA 

  Candidates must be able to   

1. 

 

Assess venues and/ or 
locations based on event 
requirements 

1.1 Visit and assess venue or location for event, in conjunction with event 

team as per industry requirements 

1.2 Identify actual conditions likely to prevail during scheduled event  

1.3 Confirm that venue or location allows for event and production 

requirements according to standard operating procedures 

1.4 Check that technical facilities on location are sufficient to meet event 

requirements according to industry standards 

1.5 Confirm that logistics of transportation, access and set-up with multiple 

locations comply with industry requirements 

1.6 Confirm that locations meet, or can be adapted to meet, health and 
safety guidelines as per OH&S requirements 

1.7 Identify potential advantages and disadvantages of locations in line with 
established company practices and safety procedures 

1.8 Identify possible alterations required after consultation with relevant 
persons in accordance with industry standards 

2.  

 

Recce locations for production 
requirements 

2.1 Detail all site conditions and special requirements for production 

specifications in accordance with industry standards 

2.2 Advise production on any aspect of the venue that may cause 

problems for equipment, production crew or third parties based on 

standard operating procedures and company policy 

2.3 Produce recce information log sheet concisely and legibly in accordance 

with standard operating procedures and company policy 

2.4 Inform production and suppliers of any changes made based on industry 

requirements  

This unit deals with the skills, knowledge and attitude required to recce (scout) locations. 
It involves the ability to make decisions regarding the suitability of locations. It is about 
liaising closely with relevant departments, and offering full and prompt exchanges of 
information. It involves communicating effectively in order to express clearly the different 
options available. 
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RANGE STATEMENT                                                                                                                         

  
All range statements must be assessed 
 
1. Suitable location may include but not limited 

to: 
 

• size of location 

• location terrain 

• lighting/ light situation 

• audio situation 

• accessibility 

• weather 
 

3. OH&S may include but not limited to: 
 

• crowd management 

• traffic management  

• security 

2. Logistics may include but not limited to: 
 

• transportation 

• access and set-up 

• moving from one location to another 

 

 
UNDERPINNING KNOWLEDGE AND SKILLS 

 
Candidate must know and understand: 
 
1. how to identify the advantages and disadvantages of venues or locations 
2. what sources of information about venues or locations exist 
3. what are the technical and artistic requirements of the production 
4. what are any prevailing environmental conditions affecting the production 
5. what are the relevant health and safety guidelines in relation to the use of venues or locations, and when 

to apply them 
6. how to interpret the production brief  
7. how to report on the suitability of the site 
8. what are the responsibilities to the equipment owners, production personnel, and the site owners 
9. how to keep accurate records 
10. when and where to obtain specialist advice 
11. what is the production schedule and its priorities 
12. what are the relevant regulations and requirements 
13. how to inform production of any special conditions that apply to the use or handling of specific items 

or equipment 
14. how to ensure that the site conditions are adequate in order to provide a safe working environment 

for the crew 
15. how to liaise with the location provider and organize work crews  
16. how to discuss the production companies’ criteria for each location in terms of timetable, schedule, 

technical and, if applicable, budget requirements 
17. how the rights of the public to access, or land ownership, may affect production locations 
18. how and when to provide working or emergency lights and security measures. 
19. how to identify if exit signs are required 
20. what are the vehicle access requirements and any special requirements for heavy equipment and 

other vehicles 
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EVIDENCE GUIDE: 
 
(1) Critical Aspects of Evidence 

 
Evidence should include a demonstrated ability to: 
 

a. prepare written, visual and verbal information that enables decisions to be made about the 
suitability of sites 

b. negotiate access to sites with sensitivity and good faith in relation to the rights of owners and 
authorities 
 

(2) Method of Assessment 
 

Assessors should gather a range of evidence, which is valid, sufficient, current and authentic. Evidence 
can be gathered through a variety of ways including direct observation, written questioning, oral 
questioning/interview, projects/reports/logbooks and portfolio of evidence. Questioning techniques 
should not require language, literacy and numeracy skills beyond those required in this unit of 
competency. The candidate must have access to all tools, equipment, materials and documentation 
required. The candidate must be permitted to refer to any relevant workplace procedures, product and 
manufacturing specifications, codes, standards, manuals and reference materials. 

 
(3) Context of Assessment 

 
This unit may be assessed on the job, off the job or a combination of both on and off the job. Where 
assessment occurs off the job, that is, the candidate is not in productive work, then an appropriate 
simulation must be used where the range of conditions reflects realistic workplace situations. The 
competencies covered by this unit would be demonstrated by an individual working alone or as part of 
a team. The assessment environment should not disadvantage the candidates 
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PA20022A   Undertake Event Production Planning Activities 

Unit Descriptor: This unit deals with the skills, knowledge and attitude required to effectively 

prepare for Event Production activities in accordance with industry practices. 
 

ELEMENTS  PERFORMANCE CRITERIA 
  Candidates must be able to: 

 
  

1. 

 

Prepare for event production 
activities 

1.1 Adhere to quality assurance requirements of event 

production operations. 

1.2 Carry out best practices in regards to event production 

operations in accordance with the relevant industry standards  

1.3 Identify job requirements from event production 

plans/documents and supervisor’s instructions  

1.4 Apply Occupational Health and Safety (OH&S) requirements 

relevant to workplace environment. 

1.5 Adopt the correct safety hazard procedures to minimise risk 

to self and others. 

1.6 Select materials for event according to supervisor’s 
instructions or event production plan requirements. 

1.7 Locate, handle and store materials safely to make ready for 
use according to company policy 

2.  

 

Prepare for event production 
activities. 

2.1 Identify the specifications and activities required for event in 
accordance with specific instructions provided.  

2.2 Use work plan to sequence activities required to be 
completed according to standard operating procedures. 

2.3 Verify that planned steps and outcome conform with 
instructions and relevant specifications of the tasks.  

2.4 Submit and discuss plan with supervisor. 

2.5 Verify the outcome against the planned objectives, task 
instructions, and specifications. 

2.6 Adapt the plan to updated objectives and task requirements. 

3 Confirm readiness to undertake 
event production activities and 
tasks. 

3.1 Complete all prerequisite activities for event production 
operations in accordance with industry requirements. 

3.2 Refer incomplete activities to the appropriate authority in 
accordance with event guidelines and standard operating 
procedures. 

3.3 Confirm readiness to proceed with the event production 
activities and tasks with supervisor in accordance with 
company policy 
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RANGE STATEMENT                                                                                                                         

All range statements must be assessed 

1. Events may include but not limited to: 

• conferences 

• theatre 

• photo shoots 

• video shoots 

• live events (indoor and outdoor) 

• recorded events  

• live broadcasting 

4. Materials may include but not limited to: 

• platforms 

• stage legs 

• trussing 

• utility knife 

• screws and screwdrivers 

• torch lights 

• ratchet sets 
 

2. Production plan/documents may include 
but not limited to: 
 

• artist riders 

• hospitality riders 

• technical riders 

• site plan 

• prompt book 

• cue sheets 

• work schedule/plan 

5. Appropriate Authority may include but not limited to: 

• direct supervisor 

• event manager 

• supplier 

 

3. OH&S may include but not limited to: 

• personal protective equipment (PPE): (hard 
hats, steel toe shoes, gloves, reflective 
vest) 

• incident report 

• site safety and personal safety 

• harness 
 

6. Events Guidelines may include but not limited to: 

• mass crowd events guidelines 

• venue guidelines and protocols 

• licenses  

• supplier’s specifications  
 

UNDERPINNING KNOWLEDGE AND SKILLS 

Candidates must know and understand: 

1. what is a rider 
2. what is a site plan 
3. what are the different types of events 
4. what are the stages in planning an event 
5. what is the hierarchy of event personnel 
6. what are the documents that are used in planning events 
7. what are the specifications as it relates to Event Production 
8. what are the OH&S principles that are relevant to the events industry 
9. how to minimize risk to self and others in the work place 

 
EVIDENCE GUIDE: 

 
(1) Critical aspects of evidence 

Evidence should include the demonstrated ability to:  
 

a. prepare time sheet to monitor crew 
b. create a schedule to monitor tasks and establish timelines  

c. identify and sort production documents according to its purpose  
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(2) Method of Assessment  
 
Assessors should gather a range of evidence that is valid, sufficient, current and authentic.  Evidence can 
be gathered through a variety of ways including direct observation, supervisor’s reports, project work, 
samples and questioning.  Questioning techniques should not require language, literacy and numeracy 
skills beyond those required in this unit of competency.  The candidate must have access to all tools, 
equipment, materials and documentation required.  The candidate must be permitted to refer to any 
relevant workplace procedures, product and manufacturing specifications, codes, standards, manuals 
and reference materials. 
 

(3) Context of Assessment 
 
This unit may be assessed on the job, off the job or a combination of both on and off the job.  Where 
assessment occurs off the job, that is the candidate is not in productive work, then an appropriate 
simulation must be used where the range of conditions reflects realistic workplace situations.  The 
competencies covered by this unit would be demonstrated by an individual working alone or as part of a 
team.  The assessment environment should not disadvantage the candidate. 
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PA20032A   Carry Out Pre-Event Activities  

Unit Descriptor This unit deals with the skills, knowledge and attitude required to 

coordinate and carry out pre-event activities for any event production. 

 

 

  

 

 

 

 

 

  

 ELEMENTS   PERFORMANCE CRITERIA 

  Candidates must be able to:   

1. 

 

Participate in pre-event 

production activities 

1.1 Confirm pre-event production requirements with the relevant personnel 

through continuous liaison so that aesthetic, technical and 

script/production requirements are met. 

1.2 Read and decipher event documents to gain required information for 

setting up the event  

1.3 Obtain information about the production schedule from available 

sources in accordance with company policies and procedures. 

1.4 Develop and present estimates, proposals, schedules and 

recommendations to appropriate parties on time in accordance with 

standard operating procedures and company policy. 

1.5 Assess and allocate workloads of colleagues to facilitate efficient 

operations for pre-event activities in accordance with the job 

requirements 

1.6 Assess workflow and progress against agreed objectives and timelines 
in accordance with company policy. 

2.  

 

Contribute to the evaluation and 
monitoring of pre-event activities 

2.1 Evaluate aspects of the production in accordance with production 
schedule, legal and Occupational Health and Safety requirements. 

2.2 Provide timely and relevant feedback and support on technical aspects 
to appropriate personnel as required in accordance with company policy 

2.3 Make modifications to pre-event production activities as required by the 
production department in consultation with supervisors in accordance 
with standard operating procedures. 

2.4 Verify documents to ensure that relevant information is updated as 
required in accordance with production plans/schedule. 

2.5 Identify the need for technical run-throughs and facilitate as required. 
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3 Participate in and carry out pre-

event activities 

3.1 Recce event sites in accordance with production plans/schedule and 
industry standards. 

3.2 Oversee procedures to establish optimal work conditions based on 
event plans/schedule. 

3.3 Conduct pre-event checks where necessary to improve and develop the 
effectiveness of the pre-event activity in accordance with standard 
operating procedures. 

3.4 Carry out pre-event activities according to the production plans/schedule 
and established company procedures. 

  3.5 Carry out event site preparation in accordance with production 
requirements/specifications, industry standards and company policy. 

  3.6 Communicate clear instructions from supervisors and production 
department to the relevant personnel throughout the pre event activity. 

3.7 Comply with OH&S guidelines and company policy to ensure the 
general safety of all personnel present during pre-event activities.  

4 Identify problems and take action 
to resolve these. 

4.1 Identify and report technical issues promptly from an operational 
perspective to relevant personnel according to company policy. 

4.2 Initiate short-term action to resolve the immediate issue according to 
standard operating procedures. 

4.3 Implement solutions in consultation with supervisor according to 
standard operating procedures and company policy. 

4.4 Monitor the effectiveness of the solutions according to standard 
operating procedures and company policy.    

5 Liaise with production department 
to maximize quality of pre-event 
activities 

5.1 Provide regular updates to production department in relation to 
production issues and general progress of pre-event activities. 

5.2 Seek relevant information from production department to allow for timely 
response to changes in other areas of work according company policy.       

5.3 Make suggestions for improving the use of resources and increasing 
production quality to relevant parties in accordance with industry 
standards. 
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RANGE STATEMENT 
 

All range statements must be assessed  

1. Events may include but not limited to:  

• conferences  

• theatre  

• photo shoots 

• video shoots  

• live events (indoor and outdoor) 

• recorded events   

• live broadcasting 
 

4. Appropriate times for evaluation may include but 
not limited to:  

• at key stages during set up  

• just prior to event  

• before or during technical run through  
 

2. Production plan/documents may include but not 

limited to:  

• artist riders  

• hospitality riders  

• technical riders 

• site plan  

• prompt book  

• cue sheets  

• work schedule/plan 
 

5. Appropriate Authority may include but not limited 

to: 

• direct supervisor  

• event manager  

• supplier 

3. OH&S may include but not limited to:  

• personal protective equipment (PPE): (hard hats, 
steel toe shoes, gloves, reflective vest)  

• incident report  

• site safety and personal safety  

• harness  
 

6. Events Guidelines may include but not limited to:  

• mass crowd events guidelines  

• venue guidelines and protocols  

• licenses  

• supplier’s specifications   

7. Pre-Event Checks may include but not limited to: 

• Production meetings 

• Crew meetings 

• Contractor & Supplier meetings 

• Rehearsals  

8. Production Departments may include but not 

limited to: 

• Lighting 

• Sound 

• Temporary Structures 

• Power Generation 

• Backline 
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UNDERPINNING KNOWLEDGE AND SKILLS         

Candidates must know and understand:  

 

1. what are the technical principles and technologies involved in pre event activities 

2. what is the general scope and potential of pre event procedures within different production contexts, 

e.g. theatre, music, corporate 

3. what is work supervision, work planning and performance evaluation  

4. what are the key aspects of the overall technical and creative production process for different types of 

production 

5. what are leadership and supervision roles and responsibilities within the area of technical production  

6. what are typical work organization and work planning methods within the area of event production 

7. what is short term work coordination 

8. what are effective communication techniques in relation to provision of feedback and support to 

colleagues 

9. what are the typical physical elements used for different types of production 

10. what are the typical locations for different physical elements within a production venue  

11. how to read and decipher a site plan 

12. what are the different types of events  

13. what is the hierarchy of event personnel  

14. what are the specifications as it relates to events production  

15. what are the OHS principles that are relevant to the events industry  

16. how to use a two-way communication system 

 
EVIDENCE GUIDE 

 
(1) Critical aspects of evidence 

Evidence should include a demonstrated ability to: 
 

a. comply with policies and procedures, industry standards and practices and relevant regulatory 
requirements.   

b. check pre-event procedures and production resources requirements.  
c. monitor pre-event activities to ensure production requirements are met.  
d. respond to a range of common event production technical problems and challenges.  
e. communicate effectively in relation to coaching, delegating, reporting and monitoring work 

activities.  
f. identify resource requirements and provide appropriate resources to coordinate pre-event 

procedures to specification.   
g. source, interpret and apply technical information to work activities.  
h. comply with relevant Occupational Health and Safety requirements and industry standards.  
i. perform all tasks in accordance with standard operating procedures, quality requirements, 

policies and procedures 
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(2) Method of Assessment  
 
Assessors should gather a range of evidence that is valid, sufficient, current and authentic.  Evidence 
can be gathered through a variety of ways including direct observation, supervisor’s reports, project 
work, samples and questioning.  Questioning techniques should not require language, literacy and 
numeracy skills beyond those required in this unit of competency.  The candidate must have access to 
all tools, equipment, materials and documentation required.  The candidate must be permitted to refer 
to any relevant workplace procedures, product and manufacturing specifications, codes, standards, 
manuals and reference materials. 
 

(3) Context of Assessment 

 

This unit may be assessed on the job, off the job or a combination of both on and off the job.  Where 

assessment occurs off the job, that is the candidate is not in productive work, then an appropriate 

simulation must be used where the range of conditions reflects realistic workplace situations.  The 

competencies covered by this unit would be demonstrated by an individual working alone or as part of a 

team.  The assessment environment should not disadvantage the candidate. 
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PA20042A        Perform Load-In and Load-Out for Events 

Unit Descriptor This unit deals with the skills, knowledge and attitude required to assemble, pack and 

load/unload physical elements under supervision for event production. This unit is 

introductory in nature and focuses on safe manual handling and general knowledge of 

the load in/load out process and types of equipment required to effectively prepare for 

event production activities.  

ELEMENTS   PERFORMANCE CRITERIA 
  Candidates must be able to  

1. 

 

Prepare physical 

elements for 

transportation. 

1.1 Assemble/dismantle physical elements in accordance with industry 

requirements  

1.2 Pack physical elements using techniques and materials according to 

standard operating procedures and company policy. 

1.3 Prepare and pack any tools required for load in/ load out according to 

industry requirements and company policy. 

1.4 Select any specialty equipment/machinery required for the load in/ load 

out process according to standard operating procedures. 

2 Organize and co-ordinate 
work crews 

2.1 Undertake the clock in and clock out of work crews according to 

company policy. 

2.2 Constitute work crews and assign the various tasks according to 
standard operating procedures and company policy. 

3  

 

Supervise load/unload of 
physical elements 

3.1 Load/unload physical elements in the required order in accordance with 
standard operating procedures and company policy. 

3.2 Use safe manual handling techniques throughout the loading/unloading 
process to avoid injury or damage in accordance with OH&S principles 
and procedures and company policy. 

3.3 Install or position physical elements in work or storage area in 
accordance with company policy. 

3.4 Coordinate the use of specialty equipment/machinery as required to 
load/unload physical elements according to standard operating 
procedures. 

3.5 Identify any hazardous items and load these in a manner which 
minimizes health and safety risks in accordance with OH&S policies and 
procedures, environmental guidelines and company policy. 

3.6 Inspect load prior to transportation to ensure that all items are loaded 
and adjustments made as required according to standard operating 
procedures and company policy. 

3.7 Clear and clean work areas in accordance with organizational 
procedures and health and safety requirements. 

4 
 
 

Check condition of 
physical elements 

4.1 Inspect the condition of physical elements to ensure that no damage has 
occurred during load-in/load-out according to standard operating 
procedures 

4.2 Identify any damages during load in/load out and report to the 
appropriate personnel for action, using correct documentation as 
required according to company policy 
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RANGE STATEMENT                                                                                                             
 

All range statements must be assessed  
1. Events may include but not limited to: 

 

• conferences  

• theatre  

• photo shoots  

• video shoots  

• live events (indoor and outdoor)  

• recorded events   

• live broadcasting 
 

5. OH&S may include but not limited to: 
  

• personal protective equipment (PPE): (hard 
hats, steel toe shoes, gloves, reflective vest)  

• incident report  

• site safety and personal safety  

• harness 

2. Production plan/documents may include but 
not limited to:  
 

• technical riders  

• site plan  

• work schedule/plan 
 

6. Appropriate Authority may include but not 
limited to: 
 

• direct supervisor 

• event manager 

• supplier 

3. Physical elements may include but not limited 
to any equipment or materials commonly used 
for event production, for example: 

 

• sets  

• temporary structures lighting equipment 

• audio equipment 

• video equipment 

• props  

• scenic art  

• costumes 
 

7. Packing/loading techniques may include but not 
limited to:  
 

• use of restraints 

• particular ways of handling different equipment 

• use of protective coverings  
 

4. Transportation may include but not limited to: 
 

• within a venue 

• between different venues 

• by road 

• by air 

• by sea 

8. Packing materials may include but not limited to:  
 

• road cases  

• boxes 

• crates 

• wardrobe skips 

• tape 

• rope 

• straps 

• bubble wrap 

• tissue paper 

• labels 

• bush blankets 
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UNDERPINNING KNOWLEDGE AND SKILLS         
Candidates must know and understand:  
 
1. what is the load in/load out process for different types of production, including typical procedures and 

processes and the roles and responsibilities of different personnel 
2. what are the typical physical elements used for different types of production 
3. what are the typical locations for different physical elements within a production venue 
4. what are the safe manual handling techniques and the broader safety issues associated with the movement 

of physical elements  
5. what are the packing materials and techniques used for different types of equipment  
6. what are the techniques for loading and stowing equipment for safe transportation  
7. what are the range of tools and/or machinery commonly required during the load in/load out process  
8. how to read and decipher a site plan  
9. what are the different types of events  
10. what is the hierarchy of event personnel  
11. how to organize work crews  
12. what are the specifications as it relates to events production  
13. what are the OH&S principles that are relevant to the events industry 

 
EVIDENCE GUIDE:            

 
(1) Critical aspects of evidence 

  
Evidence should include a demonstrated ability to: 

 
a. practice safe manual handling techniques for various types of equipment.   
b. move, pack and load equipment under instruction using safe manual handling techniques.   

c. comply with policies and procedures, industry standards and practices and relevant regulatory 
requirements. 
 

(2) Method of Assessment  
 

Assessors should gather a range of evidence that is valid, sufficient, current and authentic.  Evidence 
can be gathered through a variety of ways including direct observation, supervisor’s reports, project 
work, samples and questioning.  Questioning techniques should not require language, literacy and 
numeracy skills beyond those required in this unit of competency.  The candidate must have access to 
all tools, equipment, materials and documentation required.  The candidate must be permitted to refer 
to any relevant workplace procedures, product and manufacturing specifications, codes, standards, 
manuals and reference materials. 

 
(3) Context of Assessment 

 
This unit may be assessed on the job, off the job or a combination of both on and off the job.  Where 
assessment occurs off the job, that is the candidate is not in productive work, then an appropriate 
simulation must be used where the range of conditions reflects realistic workplace situations.  The 
competencies covered by this unit would be demonstrated by an individual working alone or as part 
of a team.  The assessment environment should not disadvantage the candidate.
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PA20052A  Provide Assistance with Event Production during an Event 

Unit Descriptor:  

 ELEMENTS   PERFORMANCE CRITERIA 
  Candidates must be able to  
1. 

 

Prepare to assist event 

production 

1.1 Attend or host production meetings to confirm department objectives 

and plan activities according to job requirements. 

1.2 Read and decipher event documents to gain required information for setting up 

the event. 

1.3 Obtain information about the event production schedule in accordance with 

standard operating procedures. 

1.4 Establish work priorities and schedule deadlines in consultation with production 

supervisor according to standard operating procedures. 

1.5 Assess and allocate workloads of colleagues to facilitate efficient operations in 

accordance with the job requirements. 

1.6 Manage time and plan work so that tasks are completed according to order of 

priority and within established deadlines in accordance with standard operating 

procedures and company policy. 

1.7 Record work progress against agreed objectives and timelines in accordance 

with standard operating procedures and company policy.  

1.8 Enforce the specific protocols and chain of command for the assigned production 

activities in accordance with standard operating procedures. 

2 Communicate with 
others 

2.1 Provide regular updates to production personnel in relation to production 

issues and general progress according to company policy. 

2.2 Obtain relevant information from production personnel to allow for timely 

response to changes in other areas of work according to company policy. 

2.3 Use two-way communication system effectively according to industry 

standards, standard operating procedures and company policy.  

2.4 Act constructively on personal feedback from supervisors in accordance with 

established company procedures. 

2.5 Perform tasks based on feedback given by supervisors in accordance with 
established company procedures   

3 Assist in event venue 
set up and breakdown 

3.1 Provide support for venue set up & breakdown activities as required by the 
production personnel in accordance with company policy. 

3.2 Conduct checks at predetermined intervals to improve and develop the 
effectiveness of the venue set up & breakdown activities in accordance with 
industry standards and company policy. 

3.3 Undertake steps to ensure the general safety of all personnel present during 
venue set up & breakdown activities, in accordance with OHS guidelines, 
standard operating procedures and company policy. 

3.4 Communicate instructions from production supervisors to the relevant personnel 
according to standard operating procedures and company policy. 

This unit deals with the skills, knowledge and attitude required to 
coordinate and carry out activities to assist event production. 
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RANGE STATEMENT                                                                                                             
All range statements must be assessed 
 

1. Events may include but not limited to: 
 

• conferences  

• theatre  

• photo shoots  

• video shoots  

• live events (indoor and outdoor)  

• recorded events   

• live broadcasting 
 

5. Events guidelines may include but not limited to: 
 

• mass crowd events guidelines 

• venue guidelines and protocols 

• licenses  

• supplier’s specifications 

2. Production plan/documents may include 
but not limited to:  
 

• artist riders 

• hospitality riders 

• technical riders 

• site plan 

• prompt book 

• cue sheets 

• work schedule/plan 
 

6. Appropriate authority may include but not limited to: 
 

• production department heads 

• direct supervisor 

• event manager 

• production manager 

• supplier 
 

3. OH&S may include but not limited to: 
  

• personal protective equipment (PPE): 
(hard hats, steel toe shoes, gloves, 
reflective vest)  

• incident report  

• site safety and personal safety  

• harness 
 

7. Production departments may include but not limited to: 
 
 

• lighting 

• sound 

• temporary structures 

• power generation 

• backline 

• hospitality 

• costume & set/props 

• video 

• special Effects 
 

4. Appropriate times for evaluation may 
include but not limited to: 
 

• at key stages during set up & breakdown  

• just prior to event 

• before or during technical run throughs 

• during work breaks 

• during post event 
 

8. Event checks may include but not limited to: 
 

• production meetings 

• crew meetings 

• advancing 

• contractor & supplier meetings 

• rehearsals  

• system checks 

• recce & site visits 

4.  

 

Carry out post event procedures 4.1 Hand in/return assigned PPE, gear and materials to production 
personnel according to industry requirements and company policy. 

4.2 Carry out post event site inspection to confirm venue readiness for 
handover and report any discrepancies/infringements in accordance 
with standard operating procedures and company policy. 

4.3 Attend and contribute to post event analysis meeting. 



PA20052A   Provide Assistance with Event Production during an Event 
_________________________________________________________________________
________ 

             37 
 
 

Approved @ 44th meeting of COHSOD 2022 
All rights reserved. No part of this document may be reproduced in any form or by any means without the 
prior permission of the publishers. 

3 of 4 

8. Venue set up activities may include but 
are not limited to: 

 

• temporary structures 

• communication signal and power cables 

• clamps 

• audio /visual stands 

• lighting 

• video walls, screens 

• special effects 

• Signage  

• assigning and managing work crews 

• creating & Maintaining work schedules 

• site inspections 

9. Venue breakdown activities may include but are not 
limited to: 

 

• temporary structures 

• communication signal and power cables 

• clamps 

• audio /visual stands 

• lighting 

• video walls, screens 

• special effects 

• Signage  

• venue Clean Up 

• Site inspections 

UNDERPINNING KNOWLEDGE AND SKILLS         

Candidates must know and understand: 
 

1. what are the technical principles and technologies involved in venue set up and breakdown activities. 
2. what are the general scope of event procedures within different event types, e.g. theatre, music, corporate. 
3. what is work supervision, work planning and performance evaluation.  
4. what are the key aspects of the overall technical and creative production process for different types of 

productions? 
5. what are leadership and supervision roles and responsibilities within the area of technical productions.  
6. what are typical work organization and work planning methods within the area of Event Production. 
7. what is short term work coordination. 
8. what are effective communication techniques in relation to provision of feedback and support to colleagues. 
9. what are the typical physical elements used for different types of production 
10. what are the typical locations for different physical elements within a production venue 
11. how to read and decipher a site plan. 
12. what are the different types of events 
13. what is the hierarchy of event personnel 
14. what are the guidelines and protocols as it relates to event production 
15. what are the OH&S principles that are relevant to the events industry 
16. how to use a two-way communication system. 

 

EVIDENCE GUIDE: 

 
(1) Critical Aspects of Evidence 

 

 Evidence should include a demonstrated ability to: 
 
a. comply with policies and procedures, industry standards and practices and relevant regulatory 

requirements.  
b. apply knowledge of event procedures and production resources requirements. 
c. monitor event activities to ensure production requirements are met. 
d. respond to a range of common event production technical problems and challenges. 
e. use effective communication skills in relation to coaching, delegating, reporting and monitoring 

work activities. 
f. determine resource requirements and provide appropriate resources to coordinate event 

procedures to specification.  
g. source, interpret and apply technical information to work activities. 
h. comply with relevant Occupational Health and Safety requirements and industry standards. 
i. perform all tasks in accordance with standard operating procedures, quality requirements, policies 

and procedures. 
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(2) Method of Assessment  
 
Assessors should gather a range of evidence that is valid, sufficient, current and authentic.  Evidence 
can be gathered through a variety of ways including direct observation, supervisor’s reports, project 
work, samples and questioning.  Questioning techniques should not require language, literacy and 
numeracy skills beyond those required in this unit of competency.  The candidate must have access 
to all tools, equipment, materials and documentation required.  The candidate must be permitted to 
refer to any relevant workplace procedures, product and manufacturing specifications, codes, 
standards, manuals and reference materials. 

(3) Context of Assessment 

This unit may be assessed on the job, off the job or a combination of both on and off the job.  
Where assessment occurs off the job, that is the candidate is not in productive work, then an 
appropriate simulation must be used where the range of conditions reflects realistic workplace 
situations.  The competencies covered by this unit would be demonstrated by an individual 
working alone or as part of a team.  The assessment environment should not disadvantage the 
candidate.
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PA20062A         Carry Out Post Event Activities 

Unit Descriptor:    

ELEMENTS  PERFORMANCE CRITERIA 

  Candidates must be able to:   

1. 

 

Participate in post event 

production activities 

1.1 Confirm post event production requirements with the relevant 

production department heads. 

1.2 Read and decipher event documents to gain information pertaining 

to post event requirements. 

1.3 Obtain information about the schedule for post event activities from 

available sources in accordance with company policies and 

procedures  

1.4 Develop and present estimates, proposals, schedules and 

recommendations to appropriate parties on time in accordance with 

standard operating procedures and company policy 

1.5 Assess and allocate workloads of colleagues to facilitate efficient 

operations for post event activities in accordance with the job 

requirements 

1.6 Assess workflow and progress against agreed objectives and 

timelines in accordance with company policy   

2. Contribute to the evaluation and 
monitoring of post event activities 

2.1 Evaluate aspects of the production in accordance with production 

schedule, legal and Occupational Health and Safety requirements. 

2.2 Provide timely and relevant feedback and support on technical 

aspects to appropriate personnel in accordance with company 

policy 

2.3 Make modifications to post production activities as required by the 

production departments in consultation with supervisors 

2.4 Verify documents to ensure that relevant information is updated as 

required in accordance with production plans/schedule 

3. Participate in/carry out post event 
activities 

3.1 Hand in/return assigned PPE, gear and materials to production 

department heads in accordance with standard operating 

procedures and company policy 

3.2 Carry out post event site inspection to confirm venue readiness 

for handover and report any discrepancies/infringements in 

accordance with industry requirements and company policy 

3.3 Attend and contribute to post event analysis meeting 

3.4 Make suggestions for improving the use of resources and 

increasing production quality in accordance with company policy 

This unit deals with the skills, knowledge and attitude required to 
coordinate and carry out post event activities for any event production. 
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RANGE STATEMENT                                                                                                             

All range statements must be assessed 
 
1. Events may include but not limited to: 

 

• conferences  

• theatre  

• photo shoots  

• video shoots  

• live events (indoor and outdoor)  

• recorded events   

• live broadcasting 
 

5. Events Guidelines may include but not limited to: 
 

• mass crowd events guidelines 

• venue guidelines and protocols 

• licenses  

• supplier’s specifications 

2. Production plan/documents may include 
but not limited to:  
 

• artist riders 

• hospitality riders 

• technical riders 

• site plan 

• prompt book 

• cue sheets 

• work schedule/plan 
 

6. Appropriate Authority may include but not limited to: 
 

• direct supervisor 

• event manager 

• supplier 
 

3. OH&S may include but not limited to: 
  

• personal protective equipment (PPE): (hard 
hats, steel toe shoes, gloves, reflective 
vest)  

• incident report  

• site safety and personal safety  

• harness 
 

7. Production may include but not limited to: 
 
 

• lighting 

• sound 

• temporary structures 

• power generation 

• backline 

• hospitality 

• costume & set/props 

• video 

• special Effects 
 

4. Appropriate times for evaluation may 
include but not limited to: 
 

• at key stages during set up & breakdown  

• just prior to event 

• before or during technical run throughs 
 
 

8. Event Checks may include but not limited to: 
 

• production meetings 

• crew meetings 

• advancing 

• contractor & supplier meetings 

• rehearsals  

• system checks 

• recce & site visits 
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UNDERPINNING KNOWLEDGE AND SKILLS         

Candidates must know and understand: 
 

1. what are the technical principles and technologies involved in post event activities 
2. what is work supervision, work planning and performance evaluation.  
3. what are leadership and supervision roles and responsibilities within the area of technical 

production  
4. what are typical work organisation and work planning methods within the area of Event 

Production. 
5. what are effective communication techniques in relation to provision of feedback and support to 

colleagues. 
6. what are the typical physical elements used for different types of production 
7. what are the typical locations for different physical elements within a production venue  
8. how to read and decipher a site plan. 
9. what are the different types of events 
10. what is the hierarchy of event personnel 
11. what are the OH&S principles that are relevant to the events industry 
12. how to use a two way communication system. 

 
EVIDENCE GUIDE 
(1) Critical Aspects of Evidence 

 
Evidence should include a demonstrated ability to: 

a. comply with policies and procedures, industry standards and practices and relevant regulatory 
requirements.  

b. apply knowledge of post event procedures and production resources requirements. 
c. monitor post event activities to ensure production requirements are met. 
d. respond to a range of common Event Production technical issues and challenges. 
e. use effective communication skills in relation to coaching, delegating, reporting and monitoring work 

activities. 
f. identify resource requirements and provide appropriate resources to coordinate post event 

procedures to specification.  
g. comply with relevant occupational health and safety requirements and industry standards. 
h. perform all tasks in accordance with standard operating procedures, quality requirements, policies 

and procedures. 
 

(2) Method of Assessment  

Assessors should gather a range of evidence that is valid, sufficient, current and authentic.  Evidence 

can be gathered through a variety of ways including direct observation, supervisor’s reports, project work, 

samples and questioning.  Questioning techniques should not require language, literacy and numeracy 

skills beyond those required in this unit of competency.  The candidate must have access to all tools, 

equipment, materials and documentation required.  The candidate must be permitted to refer to any 

relevant workplace procedures, product and manufacturing specifications, codes, standards, manuals 

and reference materials. 

(3) Context of Assessment 
 
This unit may be assessed on the job, off the job or a combination of both on and off the job.  Where 
assessment occurs off the job, that is the candidate is not in productive work, then an appropriate 
simulation must be used where the range of conditions reflects realistic workplace situations.  The 
competencies covered by this unit would be demonstrated by an individual working alone or as part 
of a team.  The assessment environment should not disadvantage the candidate. 
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Occupational Standards 
 
 Occupational Standards of competence are industry-determined specifications of performance, which 
describe the knowledge, skills and attitudes required by a worker in the performance of a particular role in 
the workplace. They specify what a person should know and do in order to carry out the functions of a 
particular job in the work environment. They are the building blocks for all activities in a competency-based 
training and certification system. An Occupational Standard is made up of a qualification plan, a unit title, 
elements, performance criteria, range statements, underpinning knowledge and skills and evidence guide. 

 

Qualification Plan – The Qualification Plan identifies the Mandatory units which are those units that are 

necessary to deem a candidate competent in the occupational area and provide flexibility in different wok 

environments. It also contains the Title and Level of the qualification to be awarded. 

 

Unit Title - The unit title is a succinct statement of the outcome of the unit of competency. It reflects the 

major activities or functions of an individual’s work as well as the discreet units of work. 

 

Unit Descriptor - The unit descriptor communicates the content of the unit of competency and the skill 

area it addresses. 

 

Elements - These are the basic building blocks of the unit of competency. They describe the tasks in 

which competence should be demonstrated in order to carry out the specific function. 

 

Performance Criteria - These are the descriptions of the outcomes of performance required for successful 

achievement of an element. They specify the required performance in relevant tasks, roles, skills and applied 

knowledge that enables competent performance. 

 

Range Statement - This describes the essential operating conditions that should be present in training and 

assessment, depending on the work situation, needs of the candidate, accessibility of the item and local 

industry context. It lists the parameters in which candidates must demonstrate their competence  

 

Underpinning Knowledge and Skills – The knowledge identifies what a person needs to know to perform 

the work in an informed and effective manner. The skills describe the application of knowledge to situations 

where understanding is converted into a workplace outcome. 

 

Evidence Guide - The Evidence Guide is critical in assessment as it provides information to Training 

Providers and Assessors about how the described competency should be demonstrated. It provides a 

range of evidence for the Assessor to make a determination of competence and defines the assessment 

context. The Evidence Guide describes: 

• Conditions under which competency must be assessed including variables such as the 
assessment environment or necessary equipment 
 

• Suitable methodologies for conducting assessment including the potential for workplace simulation 
 

• Resource  implications,  for  example  access  to  particular  equipment,  infrastructure  or situations 
 

• How consistency in performance must be assessed over time, various contexts and with a range of 
evidence 
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Level 1 – Directly supervised worker 

 

Recognizes competence in a range of varied work activities performed in a variety of contexts. Most work 

activities are simple and routine. Collaboration with others through work groups or teams may often be a 

requirement. Substantial supervision is required especially during the early months evolving into more 

autonomy with time. 

Level 2 – Supervised skilled worker 

 

Recognizes competence in a broad range of diverse work activities performed in a variety of contexts.  

Some of these may be complex and non-routine and involve some responsibility and autonomy.  

Collaboration with others through work groups or teams and guidance of others may be required. 

 

Level 3 – Independent/autonomous skilled worker 

 

Recognizes competence in a broad range of complex, technical or professional work activities performed in 

a wide variety of contexts, with a substantial degree of personal responsibility and autonomy.   Responsibility 

for the work of others and the allocation of resources are often a requirement. The individual is capable 

of self-directed application, exhibits problem solving, planning, designing and supervisory capabilities. 

 

Level 4 – Supervisory specialist worker 

 

Recognizes competence involving the application of a range of fundamental  principles and complex  

techniques  across  a  wide  and  unpredictable  variety  of  contexts.  Requires very substantial personal 

autonomy and often significant responsibility for the work of others, the allocation of resources, as well as 

personal accountability for analysis, diagnosis, design, planning, execution and evaluation. 

 

Level 5 – Managerial professional worker 

 

Recognizes   the   ability   to   exercise   personal   professional   responsibility for the design, development 

or improvement of a product, process, system or service. Recognizes technical and management 

competencies at the highest level and includes those who have occupied position 


