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SUPPORTING THE DEVELOPMENT OF CONTEXTUALISED CORE SKILLS – WORKING COLLABORATIVELY WITH OTHERS
ET-FOUNDATION.CO.UK
T LEVEL IN MEDIA, BROADCAST AND PRODUCTION

INTRODUCTION
This resource has been designed to support an applied approach to the development of Core Skill 5 (CS5): Working collaboratively with others. To support the development of this Core Skill, elements of the underpinning knowledge have been selected from Core Element 6 (CK6.1): Professionalism and ethics:
· 6.1.1: Confidentiality
· 6.1.2: Data management and protection
· 6.1.3: Work etiquette
· 6.1.4: Ethical practice.
This resource has three sections:
Framework for Learning
The resource includes a Framework for Learning (FfL). This covers 20 hours of learning. There is a diagram to show how the content of those hours has been sequenced and scaffolded. There is also a narrative that explains the sequencing and scaffolding in more detail.
Lesson plans
There is a two-hour lesson plan for each stage in the sequencing and scaffolding of learning in the FfL. Lesson plans include details of the support materials that are required to support delivery, including those found in this resource.
Support materials
The support materials identified in the lesson plans are also available towards the end of this document.
NOTE:
There is a separate slide deck for use with the lessons.
There are two spreadsheets which can be accessed at: resources download website.


FRAMEWORK FOR LEARNING
The Framework for Learning (FfL) sets out one approach to scaffolding and sequencing the development of Core Skill 5 and Core Element 6.
The resource uses practical, applied learning opportunities to maximise engagement and skill acquisition. Learners participate in realistic scenarios that address inclusivity in every step and encourage learners to draw upon prior knowledge and apply it in new, meaningful contexts, reflecting the skills required by employers.
Sequencing and scaffolding
This FfL outlines a structured and scaffolded approach to developing learners’ skills in working collaboratively with others. The sequence of lessons is strategically designed to ensure a logical progression where each session builds on prior knowledge and skills. This approach not only reinforces the foundational concepts of inclusivity and pitching but also prepares learners for real-world challenges in occupational settings.
Throughout the lessons, learners have opportunities to reflect on their own learning and contribute to peer review and assessment of others’ learning.
There are four phases in this FfL. These are:
What is collaboration?
This phase introduces learners to the principles of collaboration, focusing on group dynamics, confidentiality and workplace etiquette. Learners will explore different roles in a group, engage in activities that simulate real-world collaboration and discuss the importance of privacy and informed consent. Practical exercises, such as role-plays and scenario-based discussions, will help reinforce the need for clear communication and mutual respect in group work.
Problem-solving
Learners will develop their ability to address challenges collaboratively, considering ethical dilemmas and data protection policies. They will compare face-to-face and online collaboration, analyse the risks of data breaches and mismanagement and engage in decision-making tasks. Through structured activities, learners will practise justifying their choices and presenting their findings, preparing them for professional environments where problem-solving is a key skill.
Managing collaboration
This phase focuses on structured decision-making environments. Learners will explore frameworks for making informed decisions, record their rationale and evaluate different tools, such as decision trees and voting methods. The importance of internal documentation, including policies, instructions, meeting minutes and decision logs, will be reinforced through hands-on activities and case studies.
Applied knowledge
Bringing together all prior learning, this phase requires learners to demonstrate their collaborative skills in a practical context. They will work on a final project that involves making informed decisions, applying data protection principles and managing documentation. Peer review and feedback will play a crucial role in assessing the effectiveness of their collaboration, ensuring they can apply their knowledge in real-world occupational settings.
The FfL links to core knowledge, thus providers should deliver part or all of this sequence of lessons in year 1 of the qualification.
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Phase 1: What is collaboration? (light green with solid black outline):

Active collaboration

Workplace etiquette and communication

Phase 2: Problem solving (cyan blue with thick dashed black outline):
3) Data protection principles
4) Online collaboration
5) Ethics

Phase 3: Managing collaboration (yellow with dotted black outline):
6) Frameworks
7) Decision making
8) Documentation
9) Evaluating frameworks

Phase 4: Applied knowledge (purple with alternating thick dashed and dotted border):
10) Developing a framework

Arrows indicate the sequence and flow of learning from 1 through to 10, starting with active collaboration and ending with developing a framework. The diagram represents a structured approach to collaborative learning.]

LESSON PLANS
This section includes 10 lesson plans. The lesson plans follow the Framework for Learning. The lesson plans include the:
· lesson title
· targeted specification content coverage
· lesson number in the sequence
· total amount of time required to deliver the lesson
· teacher and learner activities to be undertaken throughout the lesson
· resources needed to deliver the lesson (see Note below)
· details of how the lesson supports the development of English, maths and/or digital skills (where appropriate)
· details of how the lesson can be adapted to meet learners with specific needs
· next steps in learning, such as homework activities and links to the next lesson.
Note:
There is an assumption that the learning environment will include the following:
· whiteboard/smartboard or similar
· materials to take notes – e.g. pens, paper, audio recorder, digital device and software
· mini whiteboards and pens
· team collaboration platform (e.g. Microsoft Teams)
· live wall (e.g. Livecloud Live Wall)
· live question wall (e.g. Livecloud Questions)
· equipment to present a slide deck and video – e.g. projector, smartboard
· digital devices (e.g. laptop, tablet) for all learners
· internet access
· learner access to word-processing, spreadsheet and presentation software.
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Lesson 1
	Title:  Active collaboration
Targeted content reference:  6.1.1; CS5: 
Lesson sequence number:  1
Timing:  2 hours

	Prior learning: None required

	Timing
	Teacher activity
	Learner activity 
	Support materials

	10 minutes
	Introduce lesson.
	Listen. Ask questions for clarification. 
	Slide deck
Budget scenario
Budget template
Team reflection
Individual reflection
Sticky notes

	35 minutes
	Set requirements of the activity. Organise learners into groups of about 5 or 6.
	Listen. Ask questions for clarification. Move into groups.
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding.
	In groups, choose a large corporation (e.g. McDonald’s, Nike, Apple, Amazon). Design a new company logo together. Discuss how the new design should represent the brand. 
	

	
	Show questions on slides. Let learners know they have 3 minutes to note down answers.
	Prepare answers to questions.
	

	
	Ask: Why would the new design need to remain confidential before launch?
	Answer question if asked. 
	

	
	Ask: Who in the company should have access to the design?
	Answer question if asked.
	

	
	Ask: How does the logo communicate the brand’s message?
	Answer question if asked.
	

	
	Ask learners to upload their logo design to a shared collaboration platform.
	Label the logo with the brand name. Upload logo to a shared collaboration platform.
	

	
	Share guided questions:
· How effectively does this communicate brand values?
· Are there any areas which conflict with the brand values?
	Review peers’ logos. Answer the questions. 
	

	45 minutes
	Present details of the Budget scenario. Set requirements of the activity. Organise learners into groups of 3 or 4. 
	Listen. Ask questions for clarification. Move to groups.

	

	
	Distribute Budget scenario and Budget template. Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Read the Budget scenario and look at the requirements of the Budget template. Allocate resources to the project using the Budget template. Ensure the project stays within budget. Document decisions.
	

	15 minutes
	Distribute Team reflection and Individual reflection. Set requirements of the activity.
	Listen. Ask questions for clarification.
	

	
	Circulate and observe how learners are engaging with the activity.
	Complete the Team reflection.
	

	
	Circulate and observe how learners are engaging with the activity.
	Complete the Individual reflection.
	

	15 minutes
	Show questions on slides in turn. Let learners know they have 2 minutes to note down answers.
	Prepare answers to question. 
	

	
	Ask: What is collaboration?
	Answer question if asked.
	

	
	Ask: Why is collaboration important?
	Answer question if asked.
	

	
	Ask: Why is confidentiality important in business?
	Answer question if asked.
	

	
	Distribute sticky notes. Set exit activity.
List one thing your group did well when working together and one thing that could be improved.
	Answer question and add sticky note to board.
	

	
	Set homework activity.
	Listen and write notes. Ask questions for clarification.
	

	Adaptation:
SEND: Provide templates or sentence stems for learners during the logo design activity. Use speech-to-text tools for learners with writing difficulties. Allow extra time for processing information and completing activities. Provide a template for budget calculations.
Extension: Using the information from the Individual reflection, come up with two actions to improve group communication.

	Next steps in learning:
Homework:
Learners write a short paragraph about a time they worked in a group (inside or outside of class). They reflect on what worked well and what could have been improved.





Lesson 2
	Title:  Workplace etiquette and communication
Targeted content reference:  6.1.1; 6.1.3
Lesson sequence number:  2
Timing:  2 hours

	Prior learning: Learners should recall communication fundamentals from lesson 1, including audience type, purpose and communication requirements.

	Timing
	Teacher activity
	Learner activity 
	Support materials

	15 minutes
	Introduce lesson.
	Listen and take notes. Ask questions for clarification.
	Slide deck
Basic workplace communication policy
Etiquette scenario scripts
Rules of communication template
Worksheet on informed consent

	
	Present details of workplace etiquette and communication.
	Listen and take notes. Ask questions for clarification.
	

	
	Distribute mini whiteboards and pens. Set requirements of the activity.
	Listen and take notes. Ask questions for clarification.
	

	
	Show questions on slides in turn. Let learners know they have 2 minutes to note down answers.
	Prepare answers to question. Write answers to questions on mini whiteboard.
	

	
	Ask: What does ‘professional behaviour’ mean in a workplace?
	Share answers.
	

	
	Ask: Why do companies have rules about communication?
	Share answers.
	

	
	Address any misconceptions and answer clarifying questions. Show example answers.
	Listen and make notes on example answers. Ask questions for clarification.
	

	30 minutes
	Distribute the Basic workplace communication policy and Etiquette scenario scripts.
	Read the Basic workplace communication policy. Ask questions for clarification. 
	

	
	Set requirements of the activity. Organise learners into groups of 4 to 5. 
	Listen. Move into groups. 
	

	
	Pair groups and allocate one script to each group.
	Read the allocated script. 
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Four learners perform the role-play using the allocated script from the Etiquette scenario scripts. The other learners watch the role-play and refer to the Basic workplace communication policy, making note of where the policy was or was not followed.
	

	
	Ask the second group to perform their script. Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Four learners from the second group perform the role-play using the allocated script from the Etiquette scenario scripts. The other learners watch the role-play and refer to the Basic workplace communication policy, making note of where the policy was or was not followed.
	

	
	Show the class questions. Allow four minutes to read and prepare answers.
	Read the questions and prepare answers.
	

	
	Select a range of learners to answer each question. Ensure all learners answer at least one question.
	Answer questions when asked. Listen to others’ answers.
	

	30 minutes
	Present information on workplace policies.
	Listen and take notes. Ask questions for clarification.
	

	
	Set requirements of the activity. Organise learners into pairs or threes. Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Create basic rules for communicating on the mini whiteboards. 
	

	
	Select examples of good rules from the examples given on the whiteboards and explain why they are good. Further, select examples of rules that might have unintended consequences and explain why. Ask learners to make suggestions to improve rules.
	Share rules on a shared collaboration platform. Read peers’ rules. 
	

	
	Agree a set of rules and write into the Rules of communication template.
	Share rules with class if asked.
	

	30 minutes
	Present details on informed consent and General Data Protection Regulation (GDPR). Distribute Worksheet on informed consent.
	Listen and take notes. Ask questions for clarification.
	

	
	Set requirements of the activity. Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Complete Worksheet on informed consent.
	

	
	Listen to peer discussions and share interesting ideas with class.
	Swap Worksheet on informed consent with peer, and discuss answers. 
	

	15 minutes
	Set requirements of the activity. 
	Write a 100-word micro-essay. .
	

	
	Circulate to support learners to complete the micro-essay.
	Submit micro-essay to teacher via email using appropriate communication etiquette from the Basic workplace communication policy
	

	
	Set homework activity.
	Listen and take notes. Ask questions for clarification.
	

	Other:
English: Writing formal emails using workplace-appropriate language in a concise way.
Digital: Using shared collaboration platforms for documenting communication rules. Reviewing digital etiquette, including email structure.

	Adaptation:
SEND: Some learners might benefit from: sentence starters for email writing and responses; visual aids for learners who benefit from pictorial representations of etiquette; alternative communication formats, such as verbal discussions.
Extension: List two professional communication skills that have been met. Identify two areas for improvement and write one improvement action.

	Next steps in learning:
Homework:
Learners apply workplace communication rules to written assignments in other subjects. They also research and compare communication policies from different industries.




Lesson 3
	Title:  Data protection principles
Targeted content reference:  6.1.1; 6.1.2
Lesson sequence number:  3
Timing:  2 hours

	Prior learning: lessons 1 and 2

	Timing
	Teacher activity
	Learner activity 
	Support materials

	15 minutes
	Set requirements of the activity. Launch the Live question wall and type in the question:
· What are the advantages and disadvantages of face-to-face collaboration?
	Answer the question on the Live question wall.
	Slide deck
Live question wall
Group roles test
Data protection case study
Role matching activity
Role matching activity answers

	
	Stop the wall after 3 minutes and pick out some answers to discuss with the class.
	Take part in discussion.
	

	
	Present information on face-to-face and online collaboration.
	Listen and take notes. Ask questions for clarification.
	

	45 minutes
	Present information on group roles. Distribute the link to the Group roles test.
	Listen and take notes. Ask questions for clarification.
	

	
	Set requirements of the activity. Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any issues.
	Complete the Group roles test to identify dominant group role(s). Print or save the results.
	

	
	Move learners into pairs. Set requirements of activity.
	Listen and take notes. Ask questions for clarification.
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	In pairs, discuss:
· Do you agree with your role?
· How do different roles contribute to a group’s success?
· Which roles do you think are most important in online vs face-to-face group work?
	

	
	Ask class to raise hands to show how many agree with the role they have been given. Ask: Would that make you consider other roles, and why?
	Raise hands. Answer question if asked.
	

	35 minutes
	Present information on legal and ethical responsibilities when handling project data.
	Listen and take notes. Ask questions for clarification.
	

	
	Split the class into groups of 3 or 4.
	Move into groups.
	

	
	Distribute Data protection case study. Set requirements of the activity.
	Read the Data protection case study and answer the questions.
	

	15 minutes
	Set requirements of the activity. Distribute Role matching activity.
	Listen and take notes. Ask questions for clarification.
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Complete the Role matching activity.
	

	
	Read out answers from Role matching activity answers and correct misconceptions.
	Mark Role matching activity using the provided answers and ask clarification questions.
	

	10 minutes
	Set 3-2-1 exit ticket activity.
	Listen and take notes. Ask questions for clarification.
	

	
	Set homework activity.
	Listen and take notes. Ask questions for clarification.
	

	
	From lesson 2 homework, ask: Can lessons be learnt from different industries and applied to the media and broadcast industries?
	Answer question using information from homework.
	

	Adaptation:
SEND: Provide real-world case studies in simplified language. Break activities into small, manageable steps. Allow for multiple formats of response (written, verbal, mind maps).
Extension: Investigate differences in data protection laws across countries.

	Next steps in learning:
Homework:
Learners find a recent data breach news article and write one key takeaway about how the company handled it.




Lesson 4
	Title:  Online collaboration
Targeted content reference:  6.1.1; 6.1.3, CS3; CS5
Lesson sequence number:  4
Timing:  2 hours

	Prior learning:
Learners should recall key communication principles and collaborative practices from lessons 1–3, including use of online meeting platforms, such as Teams, and roles in face-to-face vs digital environments.
Teaching environment:
Learners will require a headset with microphone and access to Teams or an alternative to host an online meeting. Set up Teams meeting in learner calendars, which will be started during lesson.

	Timing
	Teacher activity
	Learner activity 
	Support materials

	10 minutes
	On the Live question wall, ask: How do communication and collaboration methods and tools play a role in managing an incident?
	Submit answer to online Live question wall.
	Slide deck
Live question wall
Case studies
Case study summary worksheet
Two truths and a lie worksheet

	
	Select a range of answers. Use pose, pause, pounce, bounce or similar to develop answers further.
	Respond to teacher questions. 
	

	30 minutes
	Move learners into groups of 3 or 4. 
	Move into groups.
	

	
	Set requirements of activity. Groups are assigned one case study and take the role of a crisis response team. Case studies may be allocated to more than one group. Distribute Case studies.
	Review how communication was handled in the Case study. Assess the impact on the organisation and propose a new strategy that would have reduced harm.
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Groups set up a four-slide template and prepare it with context, communication summary, impact and alternative communication strategy.
	

	40 minutes
	Start Teams meeting and join all learners. Give SEND learners the choice to:
· use speaking notes or a script
· record audio in advance or use artificial intelligence avatars/voice-overs
· present as a group with clearly assigned non-speaking roles (e.g. slide control, summariser, Q and A monitor).
	Join Teams meeting.
	

	
	Select one group to start.
	First group shares presentation and each learner presents a slide. Other groups listen and take notes on questions to ask at the end of the presentation.
	

	
	Ask non-presenting groups to add questions to chat. 
	Add questions to chat. The presenting group answers questions.
	

	
	Repeat presentation and question steps for other groups. 
	Take part in activity as directed. 
	

	30 minutes
	Present information on NDAs.
	Listen and take notes.
	

	
	Distribute Case study summary worksheet. Allow learners to work in pairs or independently. 
	In pairs or independently, complete the Case study summary worksheet. 
	

	10 minutes
	Set homework.
	Listen and take notes.
	

	
	Distribute Two truths and a lie worksheet.
	Complete Two truths and a lie worksheet. Hand in worksheet.
	

	Other:
English: Reading and understanding formal texts. Synthesis of new information.

	Adaptation:
SEND: Provide sentence stems for slides. Assign clear roles in presentations to support participation. Allow learners the choice to work independently or in pairs.
Extension: Write a short reflection (3–4 sentences): How could clearer communication and collaboration policies and legal agreements support trust and professionalism in media production teams?

	Next steps in learning:
Homework:
Learners independently write a short report responding to the prompt: ‘How does good communication support effective emergency response in online collaboration?’ They must refer to at least one case study and include one specific communication strategy or tool. Work is submitted via the shared platform.




Lesson 5
	Title:  Ethics
Targeted content reference:  6.1.4
Lesson sequence number:  5
Timing:  2 hours

	Prior learning: Learners should recall skills of confidentiality, collaboration and communication from lessons 1–4, including the impact of communication tools, workplace etiquette and online collaboration practices. Roles used in collaboration.

	Timing
	Teacher activity
	Learner activity 
	Support materials

	25 minutes
	Introduce lesson.
	Listen.
	Is veganism a moral imperative?
Is veganism a moral imperative? transcript
Is veganism a moral imperative? worksheet
Ethical disclosure audit worksheet
Sticky notes

	
	Present ethical practice in creative industries.
	Listen and take notes.
	

	
	Distribute Is veganism a moral imperative? worksheet. Watch Is veganism a moral imperative? Let learners know there is a transcript available: Is veganism a moral imperative? transcript.
	Watch Is veganism a moral imperative? and follow Is veganism a moral imperative? transcript.
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Individually, complete Is veganism a moral imperative? worksheet questions 1–3.
	

	45 minutes
	Allocate learners into groups. 
	Move into groups.
	

	
	Set requirements of activity.
	Groups create a short definition and research an example of how the allocated term might appear in media production.
These are presented visually on A3 sheets.
	

	
	Explain how to perform the gallery walk activity. Ask questions to gauge understanding. Ensure groups have visited each sheet.
	Display the definition sheets around the room for a gallery walk. Learners walk in pairs, taking notes and writing one question or comment per sheet using sticky notes.
	

	
	Once groups have visited each sheet, instruct learners to return to own sheet and respond 
	Groups return to their own sheet and respond to one or two comments as a group.
	

	
	Set requirements of activity.
	Individually, complete Is veganism a moral imperative? worksheet questions 4–9.
	

	40 minutes
	Present information on ethics.
	Listen and take notes.
	

	
	Distribute Ethical disclosure audit worksheet. Inform learners they can work individually or in pairs. Set requirements of activity.
	Listen and move into pairs if required. Ask questions to improve clarity.
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Complete Ethical disclosure audit worksheet.
	

	
	Ask pairs one at a time to share a part of the Ethical disclosure audit worksheet answers. Bounce to another learner to share and compare answers. Ask class to comment or make alternative suggestions. 
	Share and compare answers when asked. Listen to other opinions. Share opinions if there is something to add.
	

	10 minutes
	Set homework.
	Listen and take notes.
	

	
	Set requirements of exit activity.
	Complete Is veganism a moral imperative? worksheet question 10. Hand in worksheet. Hand in Ethical disclosure audit worksheet.
	

	Other:
English: Learning specific vocabulary around ethics. 

	Adaptation:
SEND: Provide visual examples of ethical scenarios. Break down the gallery walk into timed stations with step-by-step prompts.
Extension: Research a real case from media production where ethical disclosure was significant. Compare ethical standards in media and advertising.

	Next steps in learning:
Homework:
Individually, create a poster that reminds Vision Wave Media staff of their ethical obligations. Submit poster.
Teacher activity:
Review worksheets. Compile list of misconceptions. Address misconceptions in a Word document and add to a shared collaborative area. Ask learners to review prior to next lesson. 




Lesson 6
	Title:  Frameworks
Targeted content reference:  6.1.16.1.2; CS3, CS5
Lesson sequence number:  6
Timing:  2 hours

	Prior learning:
Learners should recall ethical practices (lesson 5), data protection principles (lesson 3) and the role of communication frameworks, explored in earlier lessons. Familiarity with group roles and collaboration from lessons 1–4 is also assumed.
Teaching environment:
Allocate learners into groups of 3–5. For each group, prepare a flipchart paper split into quadrants. Title the quadrants: Tools, Policies, Procedures, Stakeholders. Cut up enough card sorting cards so each group has a set. 

	Timing
	Teacher activity
	Learner activity 
	Support materials

	15 minutes
	Set requirements of activity.
	Listen and take notes.
	Card sorting cards
Decision tree example
Decision tree instructions
Stakeholder scenario sheet

	
	Present questions. Ask learners to answer one question at a time on mini whiteboards. Note down key responses on board in a mind map
	Answer questions on mini whiteboard when asked.
	

	
	Set requirements of activity.
	Copy the mind map into book and add to it.
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Connect different components and annotate with connection rationale.
	

	30 minutes
	Allocate learners into groups of 3–5.
	Move into groups.
	

	
	Set requirements of activity.
	Listen and take notes.
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Sort cards. Each group member selects one card and writes a justification.
	

	
	Ask groups to pair with another group.
	Share justifications with other group. 
	

	30 minutes
	Allocate learners into pairs. Distribute Decision tree example, Decision tree instructions and Stakeholder scenario sheet. 
	Move into pairs.
	

	
	Set requirements of activity.
	Listen and take notes.
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Follow Decision tree instructions to create a decision tree on blank paper for one of the scenarios.
	

	30 minutes
	Set requirements of activity.
	Listen and take notes.
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Solve peers scenario. Annotate issues and questions on the decision tree.
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Create an improved decision tree on blank paper.
	

	15 minutes
	Set requirements of activity.
	Stick decision tree to board. Look at other decision trees. Feed back verbally to creators.
	

	
	Set homework.
	Listen and take notes.
	

	Other:
English: Articulate a written justification.
Maths: Use logic to produce branching questions to meet an aim.

	Adaptation:
SEND: Use partially completed decision trees. Allow verbal explanations instead of written annotations.
Extension: Create a new decision tree for a different scenario, such as managing a security breach.

	Next steps in learning:
Homework:
Learners prepare for evaluating decision-making tools and communication frameworks in the next lesson.
Teacher activity:
Review decision trees to identify misconceptions or knowledge gaps. Create a document that addresses misconceptions or gaps and upload to shared collaborative space.




Lesson 7
	Title:  Decision-making
Targeted content reference:  6.1.4; CS3; CS5
Lesson sequence number:  7
Timing:  2 hours

	Prior learning: Learners should recall ethical frameworks (lesson 6), previous experience of group collaboration (lessons 1–5) and awareness of data protection and communication strategies and how they affect collaboration.

	Timing
	Teacher activity
	Learner activity 
	Support materials

	15 minutes
	Introduce lesson
	Listen and take notes. 
	Choosing the right tool scenario 1
Choosing the right tool scenario 2
For and against table
Homework: Recording decisions

	
	Review MoSCoW homework. Ask learners to share findings. Correct misconceptions.
	Contribute if asked. Listen and take notes.
	

	
	Present the four main decision-making tools. Explain that different tools suit different scenarios, and choosing the right one involves analysing context and communicating reasoning.
	Listen and take notes.
	

	30 minutes
	Split class into even number of groups with 3-5 learners. Distribute Choosing the right tool scenario 1 to half the groups and Choosing the right tool scenario 2 to the other half.
	Move into allocated groups. 
	

	
	Present details of activity. Circulate and encourage learners to communicate ideas clearly using reasoned arguments. Distribute the For and against table to each learner.
	Groups use a For and against table to analyse each decision-making tool in relation to the scenario. Each learner makes their own copy of the table.
	

	
	Present details of the summary part of the activity.
	Each group prepares a brief summary of their recommendation.
	

	30 minutes
	Each learner is paired with someone from a different group.
	Move into pairs.
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Share summary of recommendation with peer. Peer uses own knowledge of tools to challenge recommendation. Swap so the other peer shares summary and is challenged. 
	

	
	Ask learners to stop sharing and document outcome of challenges. 
	Decide if tool recommendation should be changed, and document reasons why or why not on the shared collaborative space. 
	

	
	Stop class and ask for a show of hands to see who changed their position on the tool recommendation. Ask learners to share why they did or did not change tool recommendation. 
	Share if recommendation was changed (yes = hands up; no = hands down). Justify decision if asked.
	

	30 minutes
	Present details of activity.
	Listen and take notes.
	

	
	Distribute Choosing the right tool scenario 1 and Choosing the right tool scenario 2 so each learner has a copy of both.
	Read the scenario that was not used previously.
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Write a 200-word justification for the second scenario: the one the group has not discussed. Explain which tool to recommend for that scenario and why.
	

	15 minutes
	Ask: How would you record the decisions you make in a meeting?
	Research methods used to record decisions in meetings. Note ideas or draw a mini mind map. 
	

	
	Ask learners to share ideas on a shared collaborative platform.
	Share ideas on shared collaborative platform. Like and comment on others’ findings.
	

	
	Set details of homework. Distribute Homework: Recording decisions.
	Listen and take notes.
	

	Other:
English: Selecting and summarising key information to produce a concise, readable explanation. Using precise, subject-appropriate language to construct a well-developed justification for the chosen tool.

	Adaptation:
SEND: Provide visual decision-making models. Use assistive technology for writing justifications. Offer a simplified version of the for and against template.
Extension: Identify one impact of bias in decision-making and suggest strategies to minimise it.

	Next steps in learning:
Homework:
On the Homework: Recording decisions sheet, identify reasons why the information should be recorded. 




Lesson 8
	Title:  Documentation
Targeted content reference:  6.1.1; 6.1.2; CS3
Lesson sequence number:  8
Timing:  2 hours

	Prior learning:
Learners should recall formal communication and collaboration tools and decision-making activities from lessons 1–7, including group analysis, scenario-based tasks and structured written outputs.

	Timing
	Teacher activity
	Learner activity 
	Support materials

	10 minutes
	Share completed homework table on a shared collaborative platform and ask learners to mark a peer’s homework.
	Using the completed homework table from the shared collaborative platform, review a classmate’s homework and offer constructive feedback.
Choose one peer’s work to review.
Read through their responses and evaluate their work.
Write feedback directly onto their Homework: Recording decisions sheet.
	FOI request template
Homework: Recording decisions (from lesson 7)

	10 minutes
	Present details on documentation and retrieval.
	Listen and take notes.
	

	
	Present an overview of the Freedom of Information (FOI) Act.
	Listen and take notes.
	

	
	Present the process of an FOI request.
	Listen and take notes.
	

	40 minutes
	Allocate learners into small groups.
	Move into small groups.
	

	
	Present details of activity.
	Create a shared presentation. Each member of the group opens the shared presentation.
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Research examples of FOI requests on Whatdotheyknow.com.
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	As a group, create two slides showing different organisations and requests to include:
· what information was requested
· how the request was worded
· whether the request was successful
· any exemptions or rejections recorded.
	

	30 minutes
	Instruct learners to move back to own desk. Distribute FOI request template electronically.
	Download the FOI request template and save to individual folder.
	

	
	Present details of activity. 
	Using the template, select a public sector organisation and identify a reasonable FOI request.
	

	
	
	Construct a draft FOI request using the FOI request template.
	

	15 minutes
	Move learners into pairs. Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Swap draft with peer and give verbal feedback on their draft. Listen to verbal feedback on own draft and write notes on how to improve it.
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Improve FOI request based on feedback.
	

	15 minutes
	Review FOI requests and approve draft or return for further revision.
	Share draft with teacher and send or further revise before sending.
	

	
	Set homework. 
	
	

	Other:
English: Using formal and constructive language to provide verbal and written feedback to peers, supporting effective collaboration and shared understanding.

	Adaptation:
SEND: Use scaffolded FOI templates with pre-filled options. Provide screen recordings to demonstrate the request process.
Extension: Research FOI exemptions and write a short paragraph arguing whether the exemption should apply.

	Next steps in learning:
Homework:
Learners continue to develop formal documentation skills by evaluating and improving communication frameworks in lesson 9.




Lesson 9
	Title:  Evaluating frameworks
Targeted content reference:  6.1.1; 6.1.2; CS3; CS5
Lesson sequence number:  9
Timing:  2 hours

	Prior learning:
Learners should recall prior experience with communication documentation (lesson 8), decision-making tools (lesson 7) and ethical frameworks (lesson 6) as well as group working practices from lessons 1–5.

	Timing
	Teacher activity
	Learner activity 
	Support materials

	10 minutes
	Distribute Recap quiz on key concepts.
	Complete Recap quiz.
	Recap quiz
Incomplete framework document
Critical analysis review
Framework evaluation criteria
Sentence starters
Sticky notes

	
	Share answers to Recap quiz.
	Swap Recap quiz with peer and peer mark. Return marked quiz. 
	

	
	Collect marked quizzes
	Submit marked quiz to teacher. 
	

	30 minutes
	Allocate learners into small groups of 3–4.
	Move into groups.
	

	
	Distribute Incomplete framework document.
	Read Incomplete framework document and note missing or incomplete sections.
	

	
	Present details of the activity.
	Listen and take notes. Individually annotate a missing or incomplete section with suggested additions.
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Share annotations with group and agree additions in the group.
	

	
	Select one person from each group to verbally provide suggestions for improvements. 
	Share proposed additions with class. Note others’ additions. 
	

	25 minutes
	Allocate learners into pairs with people who were not in the small group. 
	Move into pairs.
	

	
	Present details of the activity. Allocate one section to each pair. 
	Rewrite the allocated section.
	

	
	Distribute Critical analysis review. Circulate and support learners. 
	Critically review the proposed rewritten section using the Critical analysis review.
	

	
	Ask learners to submit work to a shared online collaborative platform.
	Submit proposed amendments into a collated version of the Incomplete framework document and copy of Critical analysis review to a shared online collaborative platform. 
	

	30 minutes
	Move learners back to normal seats and open shared collaborative platform. Distribute Framework evaluation criteria.
	Move to seats and open shared collaborative platform.
	

	
	Present details of the activity.
	Evaluate the framework using the Framework evaluation criteria.
	

	20 minutes
	Present details of activity.
	Listen and take notes. 
	

	
	Select 3–4 learners to sit at the front of the room (the ‘hot seat’).
Each learner gives a brief summary of their evaluation or viewpoint.
The rest of the group acts as an audience and is encouraged to ask questions, challenge assumptions or request clarification.
	Participate in the ‘hot seat’ panel or ask questions and challenge ideas.
	

	5 minutes
	Present details of exit activity: 3-2-1 questions.
	Answer questions on sticky note and stick to the board.
	

	
	Collect completed framework and evaluation.
	Hand in framework and completed evaluation. 
	

	Other:
English: Editing and rewriting content to enhance clarity. Collaborating with others to agree on changes, ensuring language is professional, consistent and fit for purpose.

	Adaptation:
SEND: Provide a clearly structured version of the incomplete framework with highlighted key sections. Offer sentence starters and writing frames for the critical analysis task. Provide digital mind mapping tools for those who struggle with diagrams.
Extension: Read a short scenario (e.g. “A team member leaks confidential client footage”) and explain how the existing framework would or would not respond effectively. Suggest a written amendment.

	Next steps in learning:
Teacher activity:
Review frameworks, evaluations, sticky notes and recap quiz to identify any gaps or misconceptions in learning. Prepare two slides to address those at the start of lesson 10.




Lesson 10
	Title:  Developing a framework
Targeted content reference:  6.1.1; 6.1.2; CS3; CS5
Lesson sequence number:  10
Timing:  2 hours

	Prior learning:
Learners should recall all learning from lessons 1–9, including ethical, legal and practical considerations, and prior experience of evaluating, critiquing and creating frameworks for professional communication and collaboration.

	Timing
	Teacher activity
	Learner activity 
	Support materials

	30 minutes
	Present prepared slides to address gaps or misconceptions.
	Listen and take notes. 
	Final scenario
Example framework diagram
Framework templates
Peer review checklist
Self-evaluation checklist
Highlighter pens

	
	Present details of part one of the final activity. Distribute Final scenario.
	Listen and take notes. 
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Read Final scenario and highlight information that will inform the needs of the communications framework. 
	

	
	Let learners know that they can use a copy of the Example framework diagram for inspiration if they need to. 
	Using pen and paper, sketch the diagram of the framework including all major sections and components. 
	

	60 minutes
	Present details of part two of the final activity. Let learners know that they can use a copy of the Framework templates if they need to. 
	Listen and take notes. 
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Work independently to create a framework document that follows the sketched diagram of the framework. 
	

	
	Stop learners with 5 minutes to the end of the activity and ask them to print a copy of their framework. 
	Print a copy of the peer review framework. 
	

	15 minutes
	Present details of part three of the final activity. Distribute Peer review checklist. 
	Listen and take notes. 
	

	
	Ask learners to swap their framework with a peer.
	Review peer’s framework and complete Peer review checklist. 
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Address any misconceptions.
	Provide feedback to peer and give them the completed Peer review checklist.
	

	15 minutes
	Set requirements of the activity.
	Listen. Ask clarification questions.
	

	
	Distribute the Self-evaluation checklist. Remind learners how to synthesise feedback from different sources.
	Ask clarification questions, if required.
	

	
	Circulate and observe how learners are engaging with the activity. Ask probing questions to confirm understanding. Observe responses. Address any misconceptions.
	Review Peer review checklist with feedback and complete own Self-evaluation checklist.
	

	
	Collect framework and Self-evaluation checklist. 
	Hand in framework and Self-evaluation checklist. 
	

	Other:
English: Identifying and extracting key information from extended texts.
Maths: Structuring a contextualised and logical framework of ideas.

	Adaptation:
SEND: Although working in groups, learners are reviewing others’ outputs, so this should not have a negative impact on neurodiverse learners. Access to screen readers should support learners with dyslexia.
Extension: Adapt the framework for a different scenario or modify it to suit a range of contexts. Summarise the framework’s value in a 30-second pitch for a manager or stakeholder. Create a professional title and one-line tag line for the framework.

	Next steps in learning:
Learners will continue to develop their collaboration skills over the remainder of the course.
Teacher activity:
Review frameworks and Self-evaluation checklists. Plan to address areas of improvement over the next few weeks. 




LESSON SUPPORT MATERIALS
This section includes the handouts, worksheets, templates and case study materials referred to in the Support materials section of each lesson plan.


The following materials relate to lesson 1: Active collaboration
· Budget scenario
· Budget template
· Team reflection
· Individual reflection



Budget scenario
University group creates web series for JTV autumn slot
A group of university students has been given the opportunity of a lifetime – producing a five-episode mini-series that will be aired on JTV this autumn. The series is a mix of drama and comedy aimed at a young adult audience (16–25).
Although they are enthusiastic, the group has never worked on a professional production before. They are all studying media, film or related courses and have experience with small projects, but nothing of this scale.
Project resources and constraints
Budget: £30,000 – this must cover everything apart from equipment and actors.
Equipment: Professional camera, lighting and sound equipment have been loaned for free.
Actors: Friends and classmates have agreed to act without payment.
Deadlines: The series must be completed in time for the TV station’s autumn schedule, meaning there is no room for failure – they only get one chance to deliver.
Professional expectations: The TV station has provided a basic quality standard that must be met. If the final production is poorly edited, lacks coherence or feels amateurish, the series will not be aired.
The challenge
With limited funds and no prior industry experience, the group must collaborate effectively to plan, produce and deliver a polished web series. They need to allocate their budget wisely, ensuring they cover essential costs while working together under pressure.
They must decide:
1. how to divide responsibilities among themselves
2. how to stay within budget while meeting the TV station’s standards
3. what to do if things go wrong during filming or editing.
Staff profiles for the TV station’s mini-series
Each role has been priced at a reduced ‘early career’ rate, as the crew consists of inexperienced university students stepping into their first major project.
1. Director (£250/day)
Role: oversees the entire production, making creative decisions and ensuring the vision stays intact; works closely with all departments
Time needed: full 45 days (pre-production planning, directing during filming and overseeing editing)
Cost: £250 × 45 = £11,250
2. Assistant director (£180/day)
Role: keeps the production running smoothly, managing the schedule and ensuring everything stays on track
Time needed: 30 filming days + 10 prep days (does not stay for final editing)
Cost: £180 × 40 = £7,200
3. Cinematographer (director of photography) (£225/day)
Role: responsible for the look of the series – chooses camera angles, lighting set-ups and how each shot is framed
Time needed: 30 filming days + 5 planning days (helps plan but does not stay for editing)
Cost: £225 × 35 = £7,875
4. Video editor (£200/day)
Role: puts all the footage together, working with the director to craft a final polished product; adds transitions, colour grading and effects
Time needed: 15 editing days + 5 planning days (not needed during filming)
Cost: £200 × 20 = £4,000
5. Sound designer (£180/day)
Role: ensures the series has clear audio, adds sound effects and improves overall sound quality
Time needed: 30 filming days + 5 editing days (mixing and mastering)
Cost: £180 × 35 = £6,300
6. Production manager (£160/day)
Role: handles logistics – ensures the group sticks to the budget, books locations, organises catering and keeps everything running
Time needed: all 45 days (works throughout pre-production, filming and post-production)
Cost: £160 × 45 = £7,200
7. Script supervisor (£150/day)
Role: ensures continuity – tracks script changes, makes sure scenes match from shot to shot and checks dialogue is delivered correctly
Time needed: 30 filming days only (not needed for editing)
Cost: £150 × 30 = £4,500
8. Marketing and social media manager (£140/day)
Role: manages social media updates, behind-the-scenes content, and teaser trailers and promotions to build hype for the release
Time needed: 5 days in pre-production + 10 days in post-production (not needed during filming)
Cost: £140 × 15 = £2,100
9. Costume and make-up coordinator (£130/day)
Role: ensures actors’ outfits and make-up match the style of the series; works on continuity so characters look consistent
Time needed: 30 filming days only
Cost: £130 × 30 = £3,900
10. Production assistant (£100/day)
Role: general support role – helps with moving equipment, setting up locations, fetching supplies and anything else needed
Time needed: 30 filming days only
Cost: £100 × 30 = £3,000
Total staff costs:
📌 £11,250 – director
📌 £7,200 – assistant director
📌 £7,875 – cinematographer
📌 £4,000 – video editor
📌 £6,300 – sound designer
📌 £7,200 – production manager
📌 £4,500 – script supervisor
📌 £2,100 – marketing and social media manager
📌 £3,900 – costume and make-up coordinator
📌 £3,000 – production assistant
💰 Total cost = £57,325 (over budget!)
Budget problem: Since the allocated budget is only £30,000, the group must decide how to reallocate the budget. In order to do this, they may want to consider the following questions:
1. Who should be cut or given fewer days?
2. Could one person cover two roles?
3. Is there an area where they can save money without harming quality?
4. Should they reduce filming days or find a way to extend the budget?
5. What will be the impact of the project failing to deliver?

6. 

Budget template
	Role
	Daily rate (£)
	Number of days
	Total cost (£)
	Justification

	Director
	250
	
	
	

	Assistant director
	180
	
	
	

	Cinematographer
	225
	
	
	

	Video editor
	200
	
	
	

	Sound designer
	180
	
	
	

	Production manager
	160
	
	
	

	Script supervisor
	150
	
	
	

	Marketing and social media manager
	140
	
	
	

	Costume and make-up coordinator
	130
	
	
	

	Production assistant
	100
	
	
	





Team reflection
Project title:

Group members:

Date:

1. Collaboration and communication
· How well did your group communicate during the project?
· Were there any misunderstandings? How were they resolved?
Response:








2. Decision-making process
· How did your group decide on budget allocation?
· Did everyone have an equal say in the decisions? Why or why not?
Response:








3. Challenges and problem-solving
· What were the biggest challenges your group faced?
· How did you overcome them?
Response:












4. Strengths and improvements
· What aspects of group work went well?
· What could your group improve on for future projects?
Response:











5. Key takeaways
· What did you learn about collaboration from this exercise?
· How will you apply these skills in future projects?
Response:






Individual reflection
Project title:

Your name:

Date:

1. Your contribution
What input did you have in the group, and what were your main activities?
Response:









2. Challenges and problem-solving
What was the most difficult part of working in a group? How did you handle it?
Response:









3. Lessons learnt
What is one thing you personally learnt about group work from this experience?
Response:











The following materials relate to lesson 2: Workplace etiquette and communication
· Basic workplace communication policy
· Etiquette scenario scripts
· Rules of communication template
· Worksheet on informed consent



Basic workplace communication policy
This policy outlines clear communication expectations for a media and broadcast production group. Effective communication is essential in high-pressure environments where tight deadlines, live recordings and collaborative work are the norm.
1. Professional communication expectations
Be clear and concise:
· Use direct and simple language when giving instructions.
· Avoid jargon unless necessary – clarify technical terms when needed.
· When receiving instructions, confirm understanding before proceeding.
· Repeat or summarise key points to avoid miscommunication.
Timeliness and responsiveness:
· Respond to messages and emails within working hours.
· Inform the group as soon as possible about delays or problems.
Appropriate language and tone:
· Be professional but approachable – avoid sarcasm or overly casual remarks.
· There should be no raised voices, offensive jokes or aggressive language on set or in meetings.
2. Written communication guidelines
Emails and messages:
· Always include a clear subject line and purpose.
· Use formal greetings and sign-offs when emailing external stakeholders.
· Keep messages brief and actionable (e.g. “Deadline extended to Friday. Please submit edits by 3pm.”).



Etiquette scenario scripts
Here are two etiquette scenario scripts. The first demonstrates poor communication, while the second highlights effective communication practices.
Scenario 1: Heated discussion (poor communication)
Setting: a production meeting discussing an upcoming live broadcast
Characters:
· Liam – producer
· Sophie – camera operator
· Jordan – sound technician
· Aisha – production assistant
Scene: The group is seated around a table, but the mood is tense.
Liam: Right, where are we with camera 2? Sophie, you’ve got it set up, yeah?
Sophie: (shrugging) Yeah, pretty much.
Liam: (slightly louder) What do you mean “pretty much”? Is it in position or not?
Sophie: (rolling eyes) It’s fine. I mean, I haven’t checked framing yet, but I’ll do it before we start.
Liam: (sighing) Okay, let’s hope it is actually fine. Jordan, are the mics sorted?
Jordan: (sarcastic) Oh, totally, but they didn’t get here until an hour ago! I love running around fixing things last minute.
Liam: (frowning) Right… so that’s a no?
Jordan: I didn’t say that. I did a check earlier – should be alright. If there’s a problem, you’ll hear about it.
Aisha: (interrupting) Just a heads-up – our guest might be a little late.
Liam: What do you mean “might”?
Aisha: Well, they said 4.30, but you know how people are.
Liam: (frustrated) No, I don’t “know how people are” – I need an actual answer! Is someone tracking this properly?
Sophie: Chill, Liam. It’s not like this is the first time we’ve done this.
Liam: (raising voice slightly) I don’t want surprises five minutes before we go live!
Jordan: Alright, alright, no need to shout.
Liam (loudly): I’m not shouting. I’m just making sure things actually get done! For once!


Scenario 2: General discussion (good communication)
Setting: a production meeting discussing an upcoming live broadcast
Characters:
· Liam – producer
· Sophie – camera operator
· Jordan – sound technician
· Aisha – production assistant
Scene: The group is seated around a table discussing the live segment happening later that day.
Liam: Right, let’s run through our final checks for tonight’s segment. Sophie, is camera 2 positioned where we agreed?
Sophie: Yes, it’s set up for the over-the-shoulder shot. I tested the angles, and it looks good. I’ll double-check framing before we go live.
Liam: Perfect. Jordan, any audio issues from rehearsals?
Jordan: No issues so far. I did a sound check with the presenters, and everything’s balanced. I’ll monitor in real time in case of any last-minute adjustments.
Liam: Great. Aisha, can you confirm when the guest is arriving?
Aisha: I called them this morning – they’ll be here by 4.30, so we’ve got enough time to brief them.
Liam: Brilliant, that should keep us on track. One last thing – if anything unexpected happens, update me as soon as possible. No surprises on air, please!
Sophie: Got it. I’ll flag anything that needs adjusting.
Jordan: Same here. If I hear any sound issues, I’ll let you know immediately.
Aisha: I’ll keep an eye on the schedule and let you know if our guest is running late.
Liam: Thanks, everyone. Let’s make this a smooth show.
(They all nod, wrapping up the meeting efficiently.)
Discussion questions:
· In the first scenario, which communication guidelines were ignored?
· How did sarcasm and casual responses affect the group’s ability to work together?
· What could have been done to handle the heated discussion more professionally?
· How might these behaviours affect a real media production under tight deadlines?
· In the second scenario, what made the communication effective?

Rules of communication template
	Rule
	Purpose

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	





Worksheet on informed consent
Part 1: Understanding informed consent
Fill in the blanks with the correct terms from the word bank below (one term is used twice):
Word bank: freely given, personal data, withdraw, specific, data subject, transparent, processing, purposes, lawful, explicit
Under General Data Protection Regulation (GDPR), informed consent means that an individual must give permission for the __________ of their __________.
Consent must be __________, meaning it is given without pressure or coercion.
The request for consent must be __________ and unambiguous, so individuals understand what they are agreeing to.
A person giving consent is known as the __________.
Consent must be __________, meaning it is requested for a clearly defined reason.
Organisations must clearly state the __________ for which they will use the data.
The consent process must be __________, ensuring individuals have full visibility of how their data is handled.
Individuals have the right to __________ their consent at any time.
Consent is one of the __________ bases for data processing under GDPR.
In some cases, consent must be __________, meaning the person must actively agree rather than assume consent by default.
Part 2: True or false?
Read the following statements and circle True or False.
· GDPR only applies to digital data, not paper records. (True/False)
· Once given, consent cannot be withdrawn. (True/False)
· Organisations can process personal data without consent if they have another lawful basis. (True/False)
· Pre-ticked consent boxes comply with GDPR. (True/False)
· Consent must always be requested in clear and simple language. (True/False)


The following materials relate to lesson 3: Data protection principles
· Group roles test
· Data protection case study
· Role matching activity
· Role matching activity answers



Group roles test
There are two spreadsheets, which can be accessed here: TRIP resources download website.
History of Myers-Briggs Type Indicator (MBTI)
The Myers–Briggs Type Indicator traces its roots to the work of Swiss psychiatrist Carl Jung, who in 1921 proposed a theory of psychological types. British mother and daughter team Katharine Cook Briggs and Isabel Briggs Myers picked up Jung’s ideas in the 1940s.
They set out to make a practical tool to help people understand different ways of thinking and working. Their first manual appeared in 1962. In the decades that followed, the MBTI became popular in corporate settings, where it is still used today to support team building and personal development.
Learner instructions
1. Select the Questionnaire sheet.
2. Select your response for each statement from the drop-down list.
3. Once you have answered every question, press F9 or save the file to update your scores.
4. Find your four-letter MBTI type in cell J19 at the bottom right.
5. Switch to the Printable Roles Summary sheet.
6. Read your personality type, role in team, role summary, role strengths and areas for improvement.
7. Use Excel’s Print command (Ctrl + P) to print out your results.




Data protection case study
Scenario: Behind-the-scenes documentary project
You are part of the production group working on a behind-the-scenes documentary for a new television drama. The documentary includes interviews with actors and crew members, and footage from rehearsals. Your production company must ensure compliance with data protection laws while handling confidential information, intellectual property and personal data.
During production, the following issues arise.
Unapproved content leak
A junior editor shares a preview clip from the documentary on their personal social media to ‘hype up’ the project. The clip contains an unreleased scene and confidential cast discussions.
Unauthorised access to interview footage
A freelance sound technician accesses raw interview files from the networked storage system. Some of the footage contains personal opinions from the cast about the production process. These were recorded in a confidential setting before actors signed their media release forms.
Misuse of stock footage
The editing group incorporates stock footage from an online library. However, the licence only allows for educational use, not commercial broadcasting. The broadcaster risks legal consequences if this footage is used in the final cut.
Data storage and retention policy breach
After production wraps, raw footage is left unsecured on external hard drives in the editing suite. A former intern still has access to the shared cloud folder containing sensitive files.
Understanding data ownership and access
Read the scenarios carefully and identify data protection issues, such as:
· unapproved content leaks
· unauthorised access to interview footage
· misuse of stock footage
· poor data storage practices.


Role matching activity
Match the following roles to their responsibilities in data protection.
	Role
	Responsibility

	Production manager
	Ensuring all group members are trained on data handling policies

	Editor
	Reviewing release forms and intellectual property rights

	Legal group
	Implementing secure storage solutions and access controls

	IT manager
	Obtaining approvals before sharing promotional content

	Marketing group
	Securing video files and preventing unauthorised access



Now answer the following questions on ethical and legal considerations
For each scenario, decide if it is a legal issue, an ethical issue or both. Explain your reasoning.
1) The editor leaks a preview clip on social media.


2) The sound technician accesses raw interview files.



3) The group uses stock footage outside its intended licence.


4) Production files are left unsecured, allowing former staff to access them.



Role matching activity answers
	Role
	Responsibility

	Production manager
	Ensuring all group members are trained on data handling policies

	Editor
	Securing video files and preventing unauthorised access

	Legal group
	Reviewing release forms and intellectual property rights

	IT manager
	Implementing secure storage solutions and access controls


	Marketing group
	Obtaining approvals before sharing promotional content 




The following materials relate to lesson 4: Online collaboration
· Case studies
· Case study summary worksheet
· Two truths and a lie worksheet



Case studies
Context setting
You are part of the Crisis Communications Team at Vision Wave Media, a UK-based company specialising in digital media production, live event broadcasting and content creation for online platforms. The company manages a wide range of projects, from livestreaming major events to producing content for corporate clients and influencers.
Vision Wave Media handles large volumes of client data, including contracts, scripts, unreleased footage and personal information about on-screen talent. The company uses cloud-based project management tools, live production software and internal messaging systems. Teams collaborate online across various locations.
Last week, Vision Wave Media experienced a significant cyber incident. Your team is now reviewing what happened, how it was communicated and what should be done differently in future.
Each group will take one case study and prepare a short four-slide presentation with:
· an explanation of the context
· a summary of the communication during the incident
· the impact on the company
· a suggested alternative communication strategy
Case study A: The unreleased footage leak
During the editing phase of a highly anticipated documentary series, a junior editor accidentally shared a Dropbox folder with unrestricted access while working remotely. The link included raw, unedited clips and internal feedback between producers and the client. A YouTuber discovered the content and posted a commentary video. Within hours, the clips were reposted across social media platforms.
Questions to consider:
· What was the communication mistake?
· What impact did it have on Vision Wave Media and its client?
· How could the mistake have been prevented or handled better?
Case study B: The bitter resignation
A former freelance camera operator, unhappy about being overlooked for a staff role, posted screenshots of internal messages on Twitter. The screenshots included negative comments made by a producer about a client’s presentation style. A journalist picked up the story, framing Vision Wave Media as unprofessional and careless with client relationships.
Questions to consider:
· How was communication misused or weaponised?
· What damage was caused to the company’s image and team morale?
· What should have been in place to prevent this situation?
Case study C: The misaligned statement
Following a cyberattack affecting the production team’s file servers, Vision Wave Media was required to report the breach to clients and the Information Commissioner’s Office. While the press release was clear and calm, different team leads emailed clients with inconsistent information. Some downplayed the breach, while others sounded alarmist. Clients responded with confusion, and two major clients paused their contracts.
Questions to consider:
· What went wrong in the communication process?
· How did the inconsistent messaging affect client trust?
· What systems or protocols should have been used to ensure clarity?



Case study summary worksheet
Instructions
Work in pairs or independently to review the case study allocated. Use the first table to summarise the key points from the presentations. Then complete the non-disclosure agreement (NDA) decisions table based on your discussion. Submit your completed worksheet for tutor feedback.
Part 1: Case study summary
	Case study title
	What happened? (brief summary)
	How was communication handled?
	What was the impact?

	The unreleased footage leak
	
	
	

	The bitter resignation
	
	
	

	The misaligned statement
	
	
	



Part 2: NDA decision table
	Case study title
	Would an NDA have helped? (Yes/No)
	What could it have protected?
	Limitations of an NDA in this case

	The unreleased footage leak
	
	
	

	The bitter resignation
	
	
	

	The misaligned statement
	
	
	






Two truths and a lie worksheet
Instructions
Read the three statements. Circle the one you think is a lie. Then write a short justification explaining your choice. 
Set 1: Communication in media production
1. Non-disclosure agreements (NDAs) are only used after a breach has occurred to prevent staff from talking about it.
2. Poor internal communication can cause as much reputational damage as external hacking.
3. Staff misusing internal messaging platforms can lead to accidental leaks of confidential information.
Your chosen lie: ______________________________________
Justification: ___________________________________________________________________
Set 2: Non-disclosure agreements (NDAs)
1. Once signed, NDAs allow staff to discuss confidential details with family as long as they do not post online.
2. An NDA is a legal document that can protect intellectual property shared with freelancers.
3. NDAs are only legally binding if they are signed by both parties before any work begins.
Your chosen lie: ______________________________________
Justification: ___________________________________________________________________
Set 3: Crisis communication
1. Consistent messaging is important when communicating with clients during a data breach.
2. In a crisis, it is better to delay communication than to risk sharing incomplete information.
3. A poorly handled public statement can make a bad situation worse for a media company.
Your chosen lie: ______________________________________
Justification: ___________________________________________________________________


Extension (if time allows)
Write a short reflection (3–4 sentences) on the following question: How could clearer communication policies and legal agreements support trust and professionalism in media production teams?


The following materials relate to lesson 5: Ethics
· Is veganism a moral imperative? transcript
· Is veganism a moral imperative? worksheet
· Ethical disclosure audit worksheet



Is veganism a moral imperative? transcript
Title: LIVE TV DEBATE: Is veganism a moral imperative?
All right, we’re going to talk about veganism. A slight change in topic. With us is a vegan activist and campaigner, Ed Winters. Hello to you Ed. He’s written a book called This Is Vegan Propaganda. He’s better known as Earthling Ed. He goes around the world trying to convert the most unlikely people to his cause. Here he is at a rodeo in Texas.
And I understand that. All I want to do is just chat to you about it.
No, I don’t drive, so that’s fine. My shoes also, they’re just fabric. Oh yeah, yeah, because you don’t have to hurt animals, right?
Brave Ed. I mean, do you ever fear for your safety?
No, not really, because the majority of people I speak to are very reasonable, and we can open up and have conversations. Just sometimes when we go to places, obviously at rodeos, where it can be more heated, it’s more likely there’s going to be a little bit of animosity. But by and large I always have very productive and fruitful conversations with people.
And what turned you into a vegan?
Well, there were two things that really led me to veganism. The first was I came across this story about a truck crashing on the way to a slaughterhouse near Manchester. The truck was carrying about six, six and a half thousand chickens, and the journalist had said that hundreds had died from the impact, but there were hundreds more who were suffering. Some were running into oncoming traffic. I started to feel sympathy for chickens, which I’d never done before. But in my fridge was a KFC, because fried chicken was my favourite food when I used to eat animals. And so I was feeling sorry for chickens but also consuming them and paying for them to go to slaughterhouses to have their life taken from them. So it was a bit of a paradox. I thought about my values when it came to animals, and I thought about how I viewed my relationship with non-human animals. I said, you know, if I’m against animal cruelty, then what could be more cruel than subjecting an animal to a life where they’re farmed and exploited, mutilated, have their autonomy denied them and then are ultimately taken to a slaughterhouse and put in a gas chamber or have their throat cut. So that turned me to vegetarianism. Then about eight months later I went vegan because I saw a documentary called Earthlings. At that time I had a hamster called Rupert, who was like my pet. I remember looking at Rupert after watching this documentary, which is very objective about what happens to animals and pretty uncompromising when it comes to the brutality of what we do. I remember looking at my hamster Rupert and saying he’s a little individual with a personality, you know, likes and dislikes. I thought about all the animals who are exploited for dairy, eggs, meat and all the other ways that we harm them for – things that we just take for granted in everyday society. I thought about how I could morally justify that, and I realised that there was no moral justification to arbitrarily, unnecessarily exploit someone else when I don’t have to.
All right Ed, just stay with us. Nick, I’m going to ask all of you actually. Are you a vegan? Have you ever considered being a vegan?
I’ve never considered being a vegan. I have nothing but respect for people who are vegans. My partner’s daughter is a vegan. So this Christmas I cooked my first ever vegan Christmas. I did. I also had somebody who couldn’t get out of the country who was Muslim, so I did halal, and I did a turkey as well. So it was like being a restaurant.
I know, I did all three. Joe, I did all three.
Jenny, what about you?
I am very impressed that Nick’s... you might invite me. I’m not a vegan. I’m not.
Would you ever consider it?
Probably not. I mean, I like corned beef slice and gravy and pork pies and scotch eggs. There’s a very fine pie shop in Darlington called Taylor’s and I’m a very keen customer, and I just couldn’t do without it. But I like vegan food as well.
Well, I think if you had to define it, I would be a flexitarian. I try not to eat very much meat, more for environmental reasons, but I just think veganism is a big challenge. I think it’s great advocating for people to eat fewer animal products, but it’s such a lifestyle commitment. I have lots of friends who are vegans, and you really have to be quite a good cook to make it work.
Andrew?
Well, I respect everything that Ed is saying. I believe in animal welfare. I believe that we have a duty to animals to care for them. But I think that if people choose not to eat meat, to be vegan or vegetarian, that’s freedom of choice. So people should make their own decisions. Ed can make his arguments, but the rest of us have to decide what’s best for us. I don’t think that it should be: you’re evil if you eat meat, you’re a bad person. I do think that the facts should be there and people should be able to make their own decisions in a free society.
Ed, would you like to try and persuade Jenny, for example, who loves her pie shop in Darlington?
Absolutely. I mean Jenny, the question that we have to ask ourselves is: what’s of higher value? Sensory pleasure, the enjoyment we get from eating these animal products, or the lives of these sentient beings? Because when we say that we are allowed to do what we do to animals because we enjoy how they taste, we’re saying that the fifteen minutes or so of sensory pleasure that we get from consuming them has higher value and is worth more than their entire existence. Because of course when we eat animal products, including dairy and eggs, an animal’s autonomy has been denied to them. They’ve been exploited throughout their entire life, and they all end up in a slaughterhouse where they’re put in a gas chamber or have their throat cut.
Jenny, are you persuaded?
I mean, I’m not anti-vegan. I enjoy vegan food, but I enjoy other things too. I do agree, though, with what’s been said about information. I think us having a better understanding of where our food comes from – I think the more food that is produced here in the UK that we eat, the better. Farmers’ jobs are very important. Actually, when we’re looking at what does have higher value – taste or life – livelihoods. But also the environment. If I had my way, most of what I ate would come from the region where I live. It wouldn’t be imported across the world and use vast amounts of water or take up rainforests to produce. I want to eat locally. I want to eat high-quality, nutritious food.
And how are those animals killed, Jenny?
I know how they’re killed. You’ve done, actually, a fair– 
Well, tell me.
I don’t need to, because you just have.
No, Jenny, I’d like you to tell me how they’re killed.
You might like me to, but I think we all know. What I want to do is eat a varied diet. I’m not against anything that you’re doing – all power to you – but I think as well that it’s fair for others who maybe have a different ethical framework to you to make the choices that they want to make and to support their local food producers.
Can I just pick up on something Ed? Because in terms of this assumption by many people that going vegan is a healthy and healthier option – we’ve done a little bit of research. Ian Givens, Professor of Food Chain Nutrition, Director of Food at Reading University, warns about the risks that come with cutting out meat and dairy without replacing the nutrients they provide. It could include weak bones, osteoporosis – well, that is, I suppose, weak bones – and potential life-changing fractures in adulthood. Do you accept it’s not an easy option in terms of being able to have a balanced diet and actually could result in you damaging your health?
Well, it’s easy when you’re educated. Of course, we have to be educated on how we get our nutrients. The word you use which is really important is replacing. Of course, if we switch from animal products to plant products and don’t replace the calcium and the iron that we get from the animal products, then we will have problems. But once we recognise where we can get iron and calcium and the nutrients that we need from plants, it’s just as easy as making those swaps. Everyone who makes a change – and everyone who eats, which is all of us – should be fundamentally aware of where we get our nutrients from, vegan or not. But it’s still absolutely possible, which has been confirmed by the British Dietetic Association, the NHS, who’ve all said that a plant-based diet can be healthy, which of course means making sure that we’re eating all the nutrients that we need.
Andrew?
Yeah, look, all this is fine and I agree with what Jenny has said. You are making great arguments, and people listening can make the choices about what they want to do, how they live their lives, what they choose to eat. So please carry on making the arguments you’re making. More and more people are becoming vegans, I’m aware of that, and that’s their choice. But we live in a free society, so people must make their own decisions about what’s best for them. But I do really take on Nick’s point about our farming community and the livelihoods of people. I think that – Jenny was saying – let’s get more out there locally. Home-produced food is exactly what we should be doing. Hopefully Brexit will help us to do that better.
I mean, on that I think that’s a serious point about doing the trade deals that we’re going to do. One of the fundamental principles we must make sure we don’t lose sight of is our high food standards, and the quality of the food we produce here is protected. We can make that food more affordable and available for people.
And just finally Ed, what about Andrew’s point about Nick’s livelihoods, about farmers, about that whole community?
Well, vegans support farmers and support farmers’ livelihoods as well. But of course what we need is a just and fair agricultural system that supports the planet, that supports us as humans. The system that we have right now is doing the opposite. I mean, animal farming in the UK, for example, just animal farming, uses 48% of the entire land mass. When we look at our intactness of biodiversity, out of 218 countries we were ranked 189. So there’s a big problem where farmers aren’t stewarding the land in the way that they should. So we need a different agricultural system. But that doesn’t mean that we just disregard the livelihoods of animal farmers. It means that we help them to transition to plant-based farming or rewilding. They become publicly funded land managers who are subsidised, just as they are now, to recreate nature rather than to continue to destroy it.
Convinced, Andrew?
Some of it may well be correct. The great thing is that we’ve got control of our farming policy again and we can decide what our priorities are. We can decide if we subsidise farmers for doing different types, different usage for their land. That’s our decision now, so we can make our own choices, as the British people must make their own choice about whether they wish to be vegan, vegetarian or continue to eat meat.
Nick?
Publicly funded land managers? What the hell are they? Just put the local woman on her tractor and let them go and feed the sheep or the cattle and take them to market. It’s been known. Fine. And for centuries.
But it’s not doing fine, Nick, is it? Because we know that animal agriculture is one of the leading drivers of climate change and results in the death and exploitation of billions of animals. It’s the opposite of doing fine. We’re warned time and time again by the UN, by the leading environmental organisations.
If you had powers, would you seek to restrict people eating meat were you to have power?
You would not?
I don’t want to mandate things. I want to educate people to understand that there’s a better, more ethical, more sustainable and healthier way, ultimately.
All right. On that, Earthling Ed, thank you very much for joining us.



Is veganism a moral imperative? worksheet
Warm-up/access questions
1. Why do you think broadcasters choose to host live debates on controversial issues?
2. What responsibilities do TV presenters have when managing debates between people with opposing views?
3. Do you think the tone of this debate was respectful? Why, or why not?
Critical thinking questions
4. Should media platforms give airtime to all viewpoints – even those that are extreme or unpopular? Why, or why not?
5. Ed Winters presents strong ethical claims. Should broadcasters challenge these claims more or less? What is the ethical balance?
6. How could this debate have been different if it were hosted online rather than on live television?
Ethics and consequences
7. Is there a risk to providing an ‘equal platform’ for all voices? Could this be seen as legitimising harmful views?
8. How can media producers make sure their programming is both inclusive and responsible?
9. What impact might this type of programme have on public opinion, especially for younger or vulnerable viewers?
Reflection/application
10. If you were producing this segment, what choices would you make about who to invite, how to frame the questions and how to guide the discussion?



Ethical disclosure audit worksheet
Context: The next stage
You are still part of the crisis communications team at Vision Wave Media. The immediate chaos of the cyber incident has passed, but the company is now entering the recovery phase. Leadership is meeting to decide how transparent they should be in their follow-up communications.
Do you come clean about everything that went wrong? Do you protect the company’s image by limiting what is shared? Or do you take a position somewhere in between – careful disclosure with minimal reputational damage?
Your job is to review your assigned case from the previous session and analyse the ethical choices around disclosure. What would good communication look like at this stage?
Instructions
Work through the prompts below with your partner. Write your answers clearly. You will submit this for feedback and may be asked to share highlights with the class.
Part A: Case recap
1. Which case are you working on? (Circle one.)
a) the unreleased footage leak
b) the bitter resignation
c) the misaligned statement
2. What happened in your case?  Write a 2–3 sentence summary:




3. What was the main communication failure?
Briefly explain:





Part B: Ethical considerations for disclosure
4. What information needs to be disclosed at this stage?  List 2–3 key points that affected people have a right to know:



5. Who are the main stakeholders who need to be informed? (Consider internal and external audiences.)



6. What is the risk of disclosing too much? What is the risk of disclosing too little?
Too much:


Too little:


7. Where should the company position itself – full disclosure, limited disclosure or somewhere in between?  Explain your decision in 3–4 sentences:



8. What communication channel(s) should be used? (e.g. press release, internal memo, direct client calls) Why?



9. Who should be responsible for communicating the message?  (Think about roles – leadership, public relations team, account managers, etc.)



Part C: Reflection
10. How does this situation highlight the importance of ethical communication?
Write a short paragraph:









The following materials relate to lesson 6: Frameworks
· Card sorting cards
· Decision tree example
· Decision tree instructions
· Stakeholder scenario sheet



Card sorting cards
Instructions
Print on A3 paper and cut up.
	Tools
	Policies
	Procedures
	Stakeholders

	Encryption software
	General Data Protection Regulation (GDPR)
	Incident response procedure
	Production manager

	Secure cloud storage
	Non-disclosure agreement (NDA)
	Password reset protocol
	Legal adviser

	Two-factor authentication
	Internal communication policy
	Role-based access control
	Data protection officer

	Live project chat platform
	Social media usage guidelines
	Approval chain for publishing content
	Client representative

	Project collaboration app
	Consent form
	Team debrief meeting
	Freelance sound technician




Decision tree example
                  Can the footage be shared?
                                |
                +---------------+---------------+
                |                               |
     Yes – with approval                No – not approved
                |                               |
     Who needs to approve it?         Inform the team member
                |                               |
   +------------+-------------+         Remind about policy
   |                          |
Legal adviser           Client contact
   |                          |
Check NDA and           Check consent status
social media policy           |
   |                          |
Approved               Not approved
   |                          |
Post footage,            Do not share 
document reason
and log approval



Decision tree instructions
Part 1
Read your assigned stakeholder data scenario.
Create a decision tree diagram on blank paper showing the decision-making process.
Part 2
Swap decision trees with a partner.
Use your partner’s tree to solve their scenario.
Write short annotations on their decision tree of any issues or questions.
Take your annotated decision tree and improve it by creating a new one on blank paper.


Stakeholder scenario sheet
Instructions
Underneath, you will find a selection of scenarios. You have to infer a question relating to the scenario which you can use as the basis of your decision tree.
Use these scenarios with the decision tree exercise:
1. You cannot confirm if consent was given for an interview clip.
2. A team member shared a file with an external contact without permission.
3. A crew list with personal phone numbers was left visible on set.
4. A freelancer asks for access to all production folders.
5. A password for a shared account was emailed to the whole team.
6. A cast member wants to withdraw their consent after filming.



The following materials relate to lesson 7: Decision- making
· Choosing the right tool scenario 1
· Choosing the right tool scenario 2
· For and against table
· Homework: Recording decisions



Choosing the right tool scenario 1
Your production team is working on a promotional video for a local charity event. The client has just emailed a last-minute change – they want a different spokesperson to appear in the final edit. The shoot is scheduled to happen tomorrow morning, and there is limited time to contact everyone and revise the script. You have 20 minutes in your team meeting to decide whether to:
· approve the change and rearrange filming
· push back and explain why it cannot be changed
· offer a compromise (e.g. include the new spokesperson in the social media cut only).
There are five people in the meeting, all with different priorities: director, editor, client liaison, producer and scriptwriter.
Task: Decide which decision-making tool would be most effective in this scenario, and explain why. Analyse each of the four tools using a ‘for and against’ table.



Choosing the right tool scenario 2
Your team is working on a new podcast series aimed at teenagers. During early planning, one team member raises a concern about including real-life stories from young people who have experienced trauma. Some feel this adds authenticity; others worry about privacy and long-term audience impact.
You have 20 minutes in your team meeting to make your decisions. The decision will shape the structure and tone of the entire series. Stakeholders include editorial staff, legal advisers, youth advocates and marketing teams.
Task: Decide which decision-making tool would be most effective in this scenario, and explain why. Analyse each of the four tools using a ‘for and against’ table.



For and against table
MoSCoW prioritisation
MoSCoW is a method used to sort options into four categories: Must have, Should have, Could have and Will not have. It helps teams focus on priority items when time or resources are limited.
	For
	Against

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	





Voting
Voting involves each participant selecting their preferred option, often using a show of hands or an anonymous poll. The choice with the most votes wins.
	For
	Against

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	





Structured discussion
Structured discussion encourages all participants to share views in a timed, organised way, often guided by a facilitator. The goal is to reach shared understanding before deciding.
	For
	Against

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	





Decision tree
A decision tree is a visual tool that maps out different decision paths based on actions, outcomes and choices. It helps teams break down complex problems step by step.
	For
	Against

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	





Summary of recommendations
Which tool does your group recommend for this scenario, and why? Write 3–4 sentences explaining your reasoning.
	





Homework: Recording decisions
Instructions
Review the document types and their definitions below. For each one, suggest one or more reasons why this document should be ``1created. Use categories such as:
· contractual
· regulatory
· information retrieval
· audit trail
· safeguarding
· legal protection
· stakeholder accountability.

	Document type
	Definition
	Why should this be recorded?

	Meeting minutes
	A written record of what was discussed and agreed in a meeting
	

	Decision log
	A document listing key decisions, who made them and why
	

	Consent form
	A form confirming that permission has been given for something specific
	

	Project plan
	A detailed breakdown of tasks, timelines and roles in a project
	

	Risk assessment
	A document identifying potential hazards and how they will be managed
	

	Data sharing agreement
	A legal agreement about how data will be shared between parties
	

	Feedback form
	A structured way to collect responses from stakeholders or audiences
	

	Non-disclosure agreement (NDA)
	A contract that prevents parties from sharing confidential information
	





The following materials relate to lesson 8: Documentation
· FOI request template



FOI request template
Instructions
Use this template to draft your own freedom of information (FOI) request. Follow these steps:
· Choose a public sector organisation (e.g. BBC, NHS trust, local council).
· Search on whatdotheyknow.com to check if your question has already been asked.
· If not, complete the request form below using clear, formal language.
· Focus only on recorded information – avoid opinions or complaints.
Step 1
Create a title.
Example: spending on temporary staff at BBC regional offices, 2022–2023
My title:
Step 2
Select the organisation.
Example: British Broadcasting Corporation (BBC)
Public body name:
Step 3
Draft FOI request.
Use the structure below. Replace the placeholders with your own content.
Dear [Name of public authority],
Under the Freedom of Information Act 2000, I would like to request the following information:
[Clearly describe the data or recorded information you are requesting. Be specific and concise. For example:
“I would like to request a breakdown of the total expenditure on temporary staff across all BBC regional offices for the financial years 2021–2022 and 2022–2023.”]
If possible, I would prefer to receive this information in electronic format (e.g. PDF or Excel).
If this request is too wide or unclear, I would be grateful if you would contact me as I understand that under the Act, you are required to provide advice and assistance to requesters.
If any of the information is already publicly available, please provide me with a direct link or instructions on where I can access it.
Thank you for your time and consideration.

Yours faithfully,
[Your full name]
Step 4
Checklist
Before sending your request, consider the following:
· Is it clear and specific?
· Does it ask for recorded information only?
· Have you avoided opinions, personal data and complaints?
Step 5
Reflection
Why is it important for media professionals to understand how FOI requests work, especially when working with public sector organisations?


The following materials relate to lesson 9: Evaluating frameworks
· Recap quiz
· Incomplete framework document
· Critical analysis review
· Framework evaluation criteria
· Sentence starters



Recap quiz
Multiple-choice questions (1 mark each)
Circle the correct answer.
1. A team at a design company has created a new logo for a high-profile client. Before it is released, who should have access to the design?
A) Only the marketing interns
B) Anyone in the office
C) Only authorised team members involved in the project
D) The client’s competitors
2. In a collaborative task, a learner uploads sensitive data to a public chat. What key principle has been broken?
A) Work etiquette
B) Informed consent
C) Confidentiality
D) Time management
3. You are asked to give feedback on a teammate’s work. What is the most appropriate way to do this?
A) Criticise the work in front of the group
B) Use polite and constructive language
C) Ignore it and do your own work
D) Share the feedback only with your friends
4. You are working on a crisis response plan. What is a benefit of using online collaboration tools in this situation?
A) Reduces professionalism
B) Makes communication more casual
C) Allows for real-time updates and coordination
D) Removes the need for written records
5. Which of the following would breach the GDPR principles?
A) Collecting only the data you need
B) Encrypting sensitive files
C) Sharing personal client information without consent
D) Keeping data secure and up to date
6. A company’s communication policy says all emails must be professional and concise. Which of these would not follow that rule?
A) Starting with ‘Dear team’
B) Using emojis to express urgency (e.g. 😬)
C) Summarising key points clearly
D) Signing off with ‘Regards’
7. Your group uses a decision tree to choose between communication strategies. This tool helps you:
A) Avoid having to decide
B) Record decisions visually
C) Delegate responsibility
D) Skip documentation
8. During a role-play, a learner makes a joke about a sensitive topic. According to workplace etiquette, how should this be handled?
A) Ignore it
B) Report it to human resources without discussion
C) Give polite, direct feedback on why it was inappropriate
D) Make a joke in return
9. You have received feedback that your contribution to a group task lacked clarity. What is the most professional way to respond?
A) Blame the group for not listening
B) Review the feedback and ask how to improve
C) Complain to another teacher
D) Stop contributing to future tasks
10. A stakeholder asks for access to internal project documentation. What would be the most ethical and professional response?
A) Share everything immediately
B) Check permissions and confirm what can be shared
C) Ignore the request
D) Give verbal updates only
Open-ended questions (2 marks each)
11. Think back to a time you worked in a group. What one thing helped the group collaborate successfully, and why?
Write your answer below.




12. Your team’s communication broke down during an online meeting. What could have been done differently to avoid this, based on what you have learnt?
Write your answer below.






Answer key
1. C – Only authorised team members involved in the project
2. C – Confidentiality
3. B – Use polite and constructive language
4. C – Allows for real-time updates and coordination
5. C – Sharing personal client information without consent
6. B – Using emojis to express urgency (e.g. 😬)
7. B – Record decisions visually
8. C – Give polite, direct feedback on why it was inappropriate
9. B – Review the feedback and ask how to improve
10. B – Check permissions and confirm what can be shared


Incomplete framework document
Draft
Purpose of the framework
This communications framework outlines how project teams in Vision Wave Media should communicate during collaborative work. It aims to support effective communication across departments and ensure that all stakeholders are updated when necessary.
Communication channels
· Email – used for formal updates to internal staff
· WhatsApp – used for urgent updates to stakeholders
· Project management software (e.g. Trello) – used to share files and assign tasks
· Weekly video meetings – used to resolve disputes and check on deadlines
Roles and responsibilities
	Role
	Communication responsibility

	Team leader
	Sends task updates to the client

	Administrator
	Collects feedback from the creative team

	Designer
	Speaks with the editor

	Editor
	Not specified


Meeting schedule
· Weekly stand-ups: Monday mornings (30 minutes)
· Client review meeting: as needed
Information storage and access
All communication should be saved on the shared drive.
Tone and style guidelines
To be completed.
Methods of communication
To be completed.
Issue management
To be completed.
Monitoring
To be completed.
Learner guidance
A communications framework helps teams plan how they will share information during a project. This version is tailored to suit Vision Wave Media’s internal structure and reflects the expectations of industry standard practice.
Complete any gaps using realistic examples suited to a creative media context.
Purpose of the framework
Supports cross-department communication and keeps stakeholders informed.
Communication channels
Explain the reason for selecting each communication channel:
· email: for professional, documented updates to internal staff
· WhatsApp: for quick, informal updates when something is urgent
· Trello (or similar): for organising tasks, attaching files and tracking progress
· weekly video meetings: for resolving issues that need discussion or face-to-face input.
Justify the channel choices with examples of how each would be used during a project.
Roles and responsibilities
Each role should clearly link to a communication duty. complete a communication table for the project – e.g.  for the editor, suggest a realistic communication responsibility (e.g. “Provides final content to the client” or “Collaborates with designer to apply client changes”).
Meeting schedule
Create the appropriate meeting schedule  – e.g. aweekly stand-up meeting on a Monday. These are common in creative and tech teams to check progress. A client review meeting every fortnight or at major milestones. These may be less frequent but must be planned when key decisions or approvals are needed.
Information storage and access
Storing communication centrally (e.g. on a shared drive or cloud-based platform) improves access and prevents miscommunication. Name the storage location appropriately – e.g. Shared Google Drive > Vision Wave Media > Project folder.

Tone and style guidelines
Consider:
· whether language should be formal, semi-formal or informal
· whether plain English is needed for non-technical clients
· if any house style exists (e.g. fonts, branding, templates).
Use a tone that fits both the company culture and the audience.
Methods of communication
This overlaps with the channels but focuses more on how communication happens. For example:
· instant messaging
· phone calls
· email summaries
· annotated feedback on shared documents.
Pick the right method depending on the message.
Issue management
Include a clear process, such as:
· Step 1: Raise the issue in the next team meeting or via WhatsApp if urgent.
· Step 2: The team leader investigates or mediates.
· Step 3: If unresolved, escalate to a senior manager or external stakeholder.

Monitoring
Check that communication is working well. Examples:
· Use Trello to track task completion.
· Do regular check-ins for feedback on communication flow.
· Use a shared feedback form after each project phase.



Critical analysis review
Reviewer’s name: ___________________________
Group/section reviewed: _____________________
Instructions
Rate each statement below based on how well you think the framework section meets the stated criteria. Circle one option for each statement. Use the additional comments space to give specific suggestions or praise.
1. The information is clear and easy to understand.
1 – Strongly disagree
2 – Disagree
3 – Neutral
4 – Agree
5 – Strongly agree
2. The section uses appropriate and professional language.
1 – Strongly disagree
2 – Disagree
3 – Neutral
4 – Agree
5 – Strongly agree
3. The section addresses all necessary roles, tools and processes.
1 – Strongly disagree
2 – Disagree
3 – Neutral
4 – Agree
5 – Strongly agree
4. The content considers confidentiality, data security and ethics where relevant.
1 – Strongly disagree
2 – Disagree
3 – Neutral
4 – Agree
5 – Strongly agree
5. The section could be used effectively by someone outside the group (e.g. a new team member).
1 – Strongly disagree
2 – Disagree
3 – Neutral
4 – Agree
5 – Strongly agree

Additional comments or suggestions:
	





Framework evaluation criteria
Instructions
Use this checklist to assess the completed communications framework. Tick each box if the criteria is met. Use the notes column to explain your decision or suggest improvements. If something is missing or unclear, leave the box unticked and comment on how it could be improved.
	Criteria
	✓
	Notes/suggestions

	1. The framework clearly explains its purpose and who it is for.
	
	

	2. Roles and responsibilities are specific and easy to understand.
	
	

	3. The tools and platforms suggested are appropriate and secure.
	
	

	4. The framework considers data protection, confidentiality and ethics.
	
	

	5. The meeting structure is clear and includes when and why meetings happen.
	
	

	6. It explains how communication is recorded and stored securely.
	
	

	7. There is a process for reviewing or evaluating communication.
	
	

	8. The language used is clear, formal and professional.
	
	

	9. The layout and formatting make the document easy to follow.
	
	

	10. The framework could be used successfully by a new team member.
	
	


Overall comments:



Sentence starters
When suggesting additions or changes:
· This section could be improved by adding...
· One thing that is missing is...
· It might be helpful to include...
· A clearer explanation of ___ would make this easier to understand.
· I do not think ___ is explained well enough here.
When identifying issues or gaps:
· This part is unclear because...
· There is no mention of...
· I am not sure if this tool is appropriate because...
· The role of ___ has not been included or explained.
· There is no process for handling...
When evaluating content:
· This section is strong because...
· I like how this explains...
· This could be more effective if...
· The use of ___ is appropriate because...
· This framework would / would not work well in a real team because...
When giving feedback to peers:
· One thing I liked about your work is...
· One thing you could improve is...
· Have you thought about adding...
· I think you explained ___ really clearly.
· It might be worth checking whether...



The following materials relate to lesson 10: Developing a framework
· Final scenario
· Example framework diagram
· Framework templates
· Peer review checklist
· Self-evaluation checklist



Final scenario
Start-up podcast network – ‘Sound Thread’
Background
You have recently joined Sound Thread, a start-up podcast network based in Manchester. The company launched last year with a small team of three core staff and now produces a growing portfolio of audio content. Its focus is on social impact podcasts, tackling topics like mental health, sustainability, digital privacy and youth culture. Most of the contributors are remote freelance journalists, editors and audio technicians based around the UK.
The company’s mission is to amplify under-represented voices, so many contributors are early-career creatives from diverse backgrounds. Episodes often feature sensitive interviews or lived experiences that require a respectful and consistent approach to editorial standards and client communication.
Current situation
As Sound Thread grows, cracks are beginning to show in how projects are managed. Key issues include the following:
· Episode briefs are being sent through informal Slack messages or WhatsApp chats, leading to misinterpretation of tone and purpose.
· Contributors have reported receiving conflicting editing notes from multiple people.
· There is no formal sign-off process for sensitive content before publication.
· Deadlines are often missed because contributors have not been updated when scripts or recordings change.
· One guest recently complained about not being informed their interview was going to be heavily edited for time.
· There is no communications policy or collaborative framework in place, just a mix of messaging apps, email threads and shared Google Drive folders.
Your task
You have been asked to design a communications framework for Sound Thread that improves collaboration and ensures the following:
· Contributors receive consistent and clear information about project briefs, deadlines and changes.
· Sensitive content is reviewed appropriately and with respect to contributors’ wishes.
· Feedback and editing notes follow a clear chain of communication.
· Communication tools and platforms are standardised and suitable for handling confidential material.
· Remote teams can collaborate effectively while maintaining professional standards.
Consider the following questions:
· Who needs to communicate with whom, and at what stages?
· Which tools are most appropriate for different types of communication?
· How do these tools improve collaboration?
· How can you build in accountability while keeping the framework flexible enough for creatives?
· What ethical or legal responsibilities does Sound Thread have when handling sensitive content?



Example framework diagram
This diagram outlines a limited example of a collaborative communications framework.
There are several issues with it:
· It does not reflect the flow of communication in teams or outline team roles and responsibilities.
· The arrows do not reflect the actual flow of communication or how elements are linked together to support collaboration.
· It is unclear how this framework supports collaboration in and between teams and stakeholders.
· Some expected components are missing.
[image: Diagram titled "Example framework diagram" illustrating a basic and limited communications framework using four interconnected coloured circles. The circles are arranged in a loop with arrows pointing clockwise. The circles are labelled: "Internal" (yellow), "External" (green), "Security" (blue), and "Systems" (purple). Notes above the diagram highlight key issues: the diagram lacks detail on team communication and roles, the arrows do not represent actual communication flow, and some essential components are missing.]



Framework templates
1. Purpose of the framework
Describe what the framework is for and who it is intended to support.
2. Collaboration channels and methods
List the tools and platforms that will be used, and explain what each is used for.
3. Roles and responsibilities
Outline who communicates what, to whom and at which stage. Include a simple table or list.
4. Meeting schedule and formats
Explain what meetings will take place, how often, who attends and what is discussed.
5. Information storage and access
Describe where communication and documents are stored and how access is managed.
6. Confidentiality and data handling
State how sensitive information will be protected, and outline any rules around ethical communication.
7. Feedback and sign-off process
Explain how feedback will be managed and how decisions or changes are approved.
8. Review and evaluation of collaboration
Describe how the effectiveness of collaboration will be reviewed and improved over time.
9. Visual overview (optional)
Insert or sketch a diagram that shows how people and roles collaborate.



Peer review checklist
Instructions
Use this to review a peer’s completed collaboration framework. Tick each box if the statement is true. Add comments and suggestions where needed.
	Criteria
	✓
	Comments/suggestions

	The purpose of the framework is clearly explained.
	
	

	The tools and platforms are appropriate and well described.
	
	

	The communication responsibilities are clearly assigned to roles.
	
	

	There is a clear plan for meetings and updates.
	
	

	Confidentiality and ethical collaboration have been considered.
	
	

	The storage and access of information is secure and well explained.
	
	

	Feedback and sign-off processes are included.
	
	

	The framework could realistically be used by a creative team.
	
	



One thing that works well:




One suggestion for improvement:






Self-evaluation checklist
Instructions
Complete this once you have reviewed your feedback from peers and reflected on your own work.
	Statement
	✓
	Notes or actions

	I clearly explained the purpose and audience of my framework.
	
	

	I selected suitable tools for collaboration and justified my choices.
	
	

	I assigned clear roles and responsibilities for collaboration tasks.
	
	

	I included a realistic and structured meeting schedule.
	
	

	I thought about data protection, confidentiality and ethical issues.
	
	

	I made sure my framework is practical and easy for others to follow.
	
	

	I used professional language and structured my document clearly.
	
	

	I responded to peer feedback and made improvements where possible.
	
	


One part of my framework I am proud of:


One thing I would do differently next time:


	Short summary of the project:
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