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UNIT OVERVIEW

• This unit will enable you to develop your understanding of the essential pre-production work that takes 
place as part of a creative media production.

• You will gain an understanding of the requirements of the planning stage, from finance and logistics to 
regulations.

• Your investigations will help you develop the pre-production skills and experience needed to carry out 
your own tasks and to produce a digital media product.

• You will create a portfolio and manage the pre-production for your own creative media production.

• The knowledge, skills and experience that you gain in this unit will give you valuable insight into the work 
that goes on during pre-production, along with transferable creative media production skills.

• You will be able to make informed decisions about your choices for higher education, training or creative 
exploration.



L E A R N I N G  A I M  A
U N D E R S TA N D  T H E  R E Q U I R E M E N T S  O F  

P R E P R O D U C T I O N  O F  A  D I G I TA L  M E D I A  P R O D U C T
A 1  R E Q U I R E M E N T S  F O R  A  S P E C I F I C  M E D I A  P R O D U C T I O N

A 2  T H E  F O R M A T S  F O R  P R E P R O D U C T I O N  P R O C E S S E S

A 3  T H E  F U N C T I O N S  O F  P R E P R O D U C T I O N  P R O C E S S E S

A 4  T H E  P U R P O S E S  O F  P R E P R O D U C T I O N  D O C U M E N T A T I O N



LAA: OBJECTIVES

1. Explore the area of pre-production and its importance in the life of a media product.

2. Understand that all pre-production tasks serve their own purpose to ensure the 

production of successful media products.

3. Identify the ways in which pre-production formats might differ across a range of different 

media fields and industries.

4. Evidence how pre-production procedures and tasks are undertaken in order to plan and 

deliver a range of digital media products.

5. Present knowledge on relevant documentation in appropriate formats, such as templates 

of risk assessment forms, call sheets, prop lists.



TASK: Define ‘Pre-Production

• What is pre-production?

• What is the purpose of carrying out pre-production?

• Why does pre-production need to take place?

• What are the requirements for pre-production?

• What is the process involved in pre-production?

• What makes pre-production different from production?

• What makes pre-production different from post-production?

Once answered, categorise the above points under the following:

1. Logistics

2. Finance

3. Adherence to Codes of Practice and Regulations

TASK 1: DEFINITION
ALL WORK TO BE PRESENTED ON YOUR WEBSITE UNDER THE ‘UNIT 4’ PAGE.
ALL TASKS MUST INCLUDE VISUALS (IMAGES/VIDEOS/GIFS/DIAGRAMS/CHARTS ETC.).



TASK: As producers of media content, provide definitions for 

the SEVEN factors you need to consider when undertaking 

pre-production work

1. Finance – private, public, conglomerate, independent, joint financing etc.

2. Time – deadlines, equipment availability, personnel availability , timescales etc.

3. Facilities – production/post-prod equipment, office, on-shoot houses, cost etc.

4. Locations – availability/identification, limitations/risk (distance, access, cost) etc.

5. Personnel – technical crew, actors, extras, contributors (experts, specialists) etc.

6. Materials – original, archive, photo-library, sound, internet, assets, audio, script, 
animatics, graphs, interviews, costumes, properties, recorded music, sources, 
costs, clearances etc.

7. Codes of Practice & Legislation – Clearances, e.g. Mechanical-Copyright 
Protection Society (MCPS). Legal (copyright, health + safety). Regulations (OFCOM, 
IPSO, ASA, BBFC, PEGI), Trade unions and professional bodies (PACT, NUJ) etc.

Ensure you state the relevance of each factor for a media product

TASK 2: TYPES
ALL WORK TO BE PRESENTED ON YOUR WEBSITE UNDER THE ‘UNIT 4’ PAGE.
ALL TASKS MUST INCLUDE VISUALS (IMAGES/VIDEOS/GIFS/DIAGRAMS/CHARTS ETC.).



TASK: In order to show evidence that you understand the 
pre-production procedures, choose a film from one of the 
following franchises and research its pre-production stage

• Harry Potter Franchise
• Star Wars Franchise
• Marvel Franchise (MCU)
• James Bond Franchise
• Lord of the Rings Franchise

• Find out the following pre-production elements and produce a presentation:
• Budget and break down of costs
• Locations and why they were chosen (studio? On location?)
• Time scale
• Personnel used (not just actors, don’t forget all the production crew)
• Facilities (What was needed for all cast and crew? toilets? trailers? food vans?) 
• Codes of practice/legislation it had to adhere to (varies on country it was filmed in)
• Materials used and their costs (even the salary of the actors)
• Pre-Production documents

TASK 3: EXAMPLE
ALL WORK TO BE PRESENTED ON YOUR WEBSITE UNDER THE ‘UNIT 4’ PAGE.
ALL TASKS MUST INCLUDE VISUALS (IMAGES/VIDEOS/GIFS/DIAGRAMS/CHARTS ETC.).



TASK: In order to make links across all sectors, you must 
demonstrate knowledge and understanding of how pre-
production requirements…
A) … are common to all sectors/products
B) … differ depending on the media field/sector

• To understand the requirements of pre-production by sector,  create 
interactive presentations to identify and discuss the pre-production 
requirements for a range of different media products, with conclusions 
drawn and the pre-production requirements formally identified

• IN YOUR UNIT 10 PRODUCTION TEAMS, ALLOCATE A MEDIA SECTOR TO 
EACH INDIVIDUAL MEMBER – ONCE COMPLETED, ALL 3/4 SECTORS 
SHOULD BE UPLOADED TO SITES AND CREDITED TO WHO DID THE WORK

Types of Production
• Film, Television, Audio, Digital Publishing and Digital Games

TASK 4: SECTORS
ALL WORK TO BE PRESENTED ON YOUR WEBSITE UNDER THE ‘UNIT 4’ PAGE.
ALL TASKS MUST INCLUDE VISUALS (IMAGES/VIDEOS/GIFS/DIAGRAMS/CHARTS ETC.).



LAA: CORE ASSESSMENT
ALL WORK TO BE PRESENTED ON YOUR WEBSITE UNDER THE ‘UNIT 4’ PAGE.
ALL TASKS MUST INCLUDE VISUALS (IMAGES/VIDEOS/GIFS/DIAGRAMS/CHARTS ETC.).

The core assessment for LAA is to produce a report on the format, 
function and purpose of the processes and documentation essential 
for pre-production.

FORMAT – FUNCTION – PURPOSE
FORMAT = Type of process/document
FUNCTION = How it operates/works
PURPOSE = What it aims to achieve

• Take into account EVERYTHING you have researched in tasks 1-4
• Decide the best format for you to display your findings
• Ensure you cover all aspects of pre-production work
• Documentation can include:

– Budget Breakdown + Risk Assessment + Shooting Schedule + Call Sheets + Shot 
List + Storyboard + Mock Ups/Layouts + Location Recce + Equipment Booking + 
Script + Sound Log + Video Log

LEARNING AIM:
Understand the requirements of preproduction 
of a digital media product

KEY CONTENT:
A1 Requirements for a specific media production + 
A2 The formats for preproduction processes + A3 
The functions of preproduction processes + A4 The 
purposes of preproduction documentation



L E A R N I N G  A I M  B + C
C A R R Y  O U T  P R E - P R O D U C T I O N  F O R  A  D I G I TA L

M E D I A  P R O D U C T
B 1  P R O C E D U R E S  T O  F O L L O W

B 2  P R E - P R O D U C T I O N  R E Q U I R E M E N T S  R E L E V A N T  F O R  A  C H O S E N  

S E C T O R

P R O D U C E  A  P R E - P R O D U C T I O N  P O R T F O L I O  F O R  A

C R E AT I V E  M E D I A  P R O D U C T I O N
C 1  F O R M A T S  F O R  D O C U M E N T I N G  P R E - P R O D U C T I O N

C 2  C O N T E N T S  O F  P R E - P R O D U C T I O N  P O R T F O L I O

C 3  M A I N T A I N I N G  A  P R E P R O D U C T I O N  P O R T F O L I O



LAB+C: OBJECTIVES

1. Explore in depth pre-production planning techniques for one particular media sector.

2. Demonstrate understanding of effective pre-production planning and project 

management for the pre-production stage of a creative digital media production.

3. Recognise what procedures to following for the pre-production of a media product and 

evidence knowledge of the requirements relevant to a specific media sector.

4. Explain the pre-production process including formats, contents and maintaining relevant 

documentation for effect production planning.

5. Produce a pre-production portfolio that can be used by a individual learners and their 

team during the actual production of a media product in another production unit of work.



TASK 5: BUDGET BREAKDOWN
ALL WORK TO BE PRESENTED ON YOUR WEBSITE UNDER THE ‘UNIT 4’ PAGE.
ALL TASKS MUST INCLUDE VISUALS (IMAGES/VIDEOS/GIFS/DIAGRAMS/CHARTS ETC.).

Task: Produce a BUDGET BREAKDOWN for your Unit 10 ‘Film Production (Fiction)’ Short film

Budget Breakdown + Risk Assessment + Shooting Schedule + Call Sheet + Shot List + Storyboard + Mock Up 
+ Location Recce + Equipment List + Script + Sound Log + Video Log

DEFINITION:

A budget breakdown refers to the 
process by which a producer decides 

how to spend money on a media 
production. A budget is active and 

divided into four sections: above the line 
(creative talent), below the line (direct 

production costs), post-production 
(editing, VFX) and insurance



TASK 6: RISK ASSESSMENT
ALL WORK TO BE PRESENTED ON YOUR WEBSITE UNDER THE ‘UNIT 4’ PAGE.
ALL TASKS MUST INCLUDE VISUALS (IMAGES/VIDEOS/GIFS/DIAGRAMS/CHARTS ETC.).

Task: Produce a RISK ASSESSMENT for your Unit 10 ‘Film Production (Fiction)’ Short film

Budget Breakdown + Risk Assessment + Shooting Schedule + Call Sheet + Shot List + Storyboard + Mock Up 
+ Location Recce + Equipment List + Script + Sound Log + Video Log

DEFINITION:

A risk assessment is a form that 
addresses potential risks that might 

occur per scene when filming/capturing 
footage on location. It's important to 
take health and safety seriously in the 
production stage of all media formats. 

It's about taking practical steps to 
protect people from harm



TASK 7: SHOOTING SCHEDULE
ALL WORK TO BE PRESENTED ON YOUR WEBSITE UNDER THE ‘UNIT 4’ PAGE.
ALL TASKS MUST INCLUDE VISUALS (IMAGES/VIDEOS/GIFS/DIAGRAMS/CHARTS ETC.).

Task: Produce a SHOOTING SCHEDULE for your Unit 10 ‘Film Production (Fiction)’ Short film

Budget Breakdown + Risk Assessment + Shooting Schedule + Call Sheet + Shot List + Storyboard + Mock Up 
+ Location Recce + Equipment List + Script + Sound Log + Video Log

DEFINITION:

A shooting schedule is an over-arching 
plan of all the activities necessary to 
complete a media production. In a 

diary/calendar format, it details what 
needs to be done and when. A shooting 
schedule is important because it ensures 
all storyboarded footage and additional 

b-roll footage is captured



TASK 8: CALL SHEET
ALL WORK TO BE PRESENTED ON YOUR WEBSITE UNDER THE ‘UNIT 4’ PAGE.
ALL TASKS MUST INCLUDE VISUALS (IMAGES/VIDEOS/GIFS/DIAGRAMS/CHARTS ETC.).

Task: Produce a CALL SHEET for your Unit 10 ‘Film Production (Fiction)’ Short film

Budget Breakdown + Risk Assessment + Shooting Schedule + Call Sheet + Shot List + Storyboard + Mock Up 
+ Location Recce + Equipment List + Script + Sound Log + Video Log

DEFINITION:

A call sheet is a term for the daily 
schedule. It is supervised by the 

assistant director, crafted by the 2nd 
assistant director, uses the director's 
shot list, and assess’ the production 
schedule. Call sheets are normally 

distributed the night before a shoot and 
provide cast and crew details of the day



TASK 9: SHOT LIST
ALL WORK TO BE PRESENTED ON YOUR WEBSITE UNDER THE ‘UNIT 4’ PAGE.
ALL TASKS MUST INCLUDE VISUALS (IMAGES/VIDEOS/GIFS/DIAGRAMS/CHARTS ETC.).

Task: Produce a SHOT LIST for your Unit 10 ‘Film Production (Fiction)’ Short film

Budget Breakdown + Risk Assessment + Shooting Schedule + Call Sheet + Shot List + Storyboard + Mock Up 
+ Location Recce + Equipment List + Script + Sound Log + Video Log

DEFINITION:

A shot list is a detailed list of every 
camera shot that needs to be captured 

in a scene of a video production. 
Created by the director and the 
cinematographer during pre-

production, it outlines the precise 
specifics of every shot—such as the 

camera, shot size, and shot type



TASK 10: STORYBOARD
ALL WORK TO BE PRESENTED ON YOUR WEBSITE UNDER THE ‘UNIT 4’ PAGE.
ALL TASKS MUST INCLUDE VISUALS (IMAGES/VIDEOS/GIFS/DIAGRAMS/CHARTS ETC.).

Task: Produce a STORYBOARD for your Unit 10 ‘Film Production (Fiction)’ Short film

Budget Breakdown + Risk Assessment + Shooting Schedule + Call Sheet + Shot List + Storyboard + Mock Up 
+ Location Recce + Equipment List + Script + Sound Log + Video Log

DEFINITION:

A storyboard is a graphic representation 
of how a video will unfold, shot by shot. 

It's made up of a number of squares 
with illustrations representing each 

shot, with notes about what's going on 
in the scene, what the camera will be 

doing, and what's being said in the 
script during that shot



TASK 11: MOCK UP
ALL WORK TO BE PRESENTED ON YOUR WEBSITE UNDER THE ‘UNIT 4’ PAGE.
ALL TASKS MUST INCLUDE VISUALS (IMAGES/VIDEOS/GIFS/DIAGRAMS/CHARTS ETC.).

Task: Produce a MOCK UP for your Unit 10 ‘Film Production (Fiction)’ Short film

Budget Breakdown + Risk Assessment + Shooting Schedule + Call Sheet + Shot List + Storyboard + Mock Up 
+ Location Recce + Equipment List + Script + Sound Log + Video Log

DEFINITION:

A mock up, is a scale or full-size model 
of a design or device, used for teaching, 

demonstration, design evaluation, 
promotion, and other mixed purposes. A 
mock up may be a sketch or prototype if 

it provides at least part of the 
functionality or arrangement of 
different conventional elements



TASK 12: LOCATION RECCE
ALL WORK TO BE PRESENTED ON YOUR WEBSITE UNDER THE ‘UNIT 4’ PAGE.
ALL TASKS MUST INCLUDE VISUALS (IMAGES/VIDEOS/GIFS/DIAGRAMS/CHARTS ETC.).

Task: Produce a LOCATION RECCE for your Unit 10 ‘Film Production (Fiction)’ Short film

Budget Breakdown + Risk Assessment + Shooting Schedule + Call Sheet + Shot List + Storyboard + Mock Up 
+ Location Recce + Equipment List + Script + Sound Log + Video Log

DEFINITION:

A location recce derives from the word 
reconnaissance, which is a military term 

that has since been coined by film 
production companies in the UK. It is a 

pre-shoot site survey to determine 
technical aspects, lighting, sound, 

logistics and anything else that the 
shoot requires



TASK 13: EQUIPMENT LIST
ALL WORK TO BE PRESENTED ON YOUR WEBSITE UNDER THE ‘UNIT 4’ PAGE.
ALL TASKS MUST INCLUDE VISUALS (IMAGES/VIDEOS/GIFS/DIAGRAMS/CHARTS ETC.).

Task: Produce an EQUIPMENT LIST for your Unit 10 ‘Film Production (Fiction)’ Short film

Budget Breakdown + Risk Assessment + Shooting Schedule + Call Sheet + Shot List + Storyboard + Mock Up 
+ Location Recce + Equipment List + Script + Sound Log + Video Log

DEFINITION:

An equipment list refers to the vast 
array of equipment required by a 
production company in order to 

undertake a practical film/video shoot, 
including but not limited to, cameras 
and grip equipment. Equipment lists 

include a recording of pick up and drop 
off times for heath and safety



TASK 14: SCRIPT
ALL WORK TO BE PRESENTED ON YOUR WEBSITE UNDER THE ‘UNIT 4’ PAGE.
ALL TASKS MUST INCLUDE VISUALS (IMAGES/VIDEOS/GIFS/DIAGRAMS/CHARTS ETC.).

Task: Produce a SCRIPT for your Unit 10 ‘Film Production (Fiction)’ Short film

Budget Breakdown + Risk Assessment + Shooting Schedule + Call Sheet + Shot List + Storyboard + Mock Up 
+ Location Recce + Equipment List + Script + Sound Log + Video Log

DEFINITION:

A screenplay, or script, is a written work 
by screenwriters for a film, television 
show, or video game. A screenplay 

written for television is also known as a 
teleplay. Screenplays can be original 
works or adaptations from existing 

pieces of writing and include 
instructions for the actors and crew



TASK 15: SOUND LOG
ALL WORK TO BE PRESENTED ON YOUR WEBSITE UNDER THE ‘UNIT 4’ PAGE.
ALL TASKS MUST INCLUDE VISUALS (IMAGES/VIDEOS/GIFS/DIAGRAMS/CHARTS ETC.).

Task: Produce a SOUND LOG for your Unit 10 ‘Film Production (Fiction)’ Short film

Budget Breakdown + Risk Assessment + Shooting Schedule + Call Sheet + Shot List + Storyboard + Mock Up 
+ Location Recce + Equipment List + Script + Sound Log + Video Log

DEFINITION:

A sound assets log refers to the manual 
logging and capturing of audio 

clips/tapes. “Logging” refers to the 
process of selecting and annotating 

which sounds you would like to extract 
from the source media and deposit on 

your local hard drive to be manipulated 
further in the editing process



TASK 16: VIDEO LOG
ALL WORK TO BE PRESENTED ON YOUR WEBSITE UNDER THE ‘UNIT 4’ PAGE.
ALL TASKS MUST INCLUDE VISUALS (IMAGES/VIDEOS/GIFS/DIAGRAMS/CHARTS ETC.).

Task: Produce a VIDEO LOG for your Unit 10 ‘Film Production (Fiction)’ Short film

Budget Breakdown + Risk Assessment + Shooting Schedule + Call Sheet + Shot List + Storyboard + Mock Up 
+ Location Recce + Equipment List + Script + Sound Log + Video Log

DEFINITION:

A video assets log refers to the manual 
logging and capturing of audio-video 
clips/tapes. “Logging” refers to the 
process of selecting and annotating 

what footage you would like to extract 
from the source media and deposit on 

your local hard drive to be manipulated 
further in the editing process



LAB+C: CORE ASSESSMENT
ALL WORK TO BE PRESENTED ON YOUR WEBSITE UNDER THE ‘UNIT 4’ PAGE.
ALL TASKS MUST INCLUDE VISUALS (IMAGES/VIDEOS/GIFS/DIAGRAMS/CHARTS ETC.).

Task: Produce a written report evaluating the pre-production work 
for your Unit 10 ‘Film Production (Fiction)’ short film.

• This core assessment can be the form of a blog, e-book, presentation, video or e-
portfolio. Include images, hyperlinks, scans, video footage etc.

• Ensure all complete pre-production tasks are appropriately annotated to indicate 
the tasks undertaken

• Set up a group/team file sharing system to enable group contributions (cloud-based 
document sharing, e.g. Dropbox™, Google Drive®). This will allow easy distribution 
of documentation (email attachments), easy updating/amending of documentation 
when changes occur, and easy deleting documentation when appropriate.

Questions to Consider:
• How useful is the document/task? (consider a ratings system)
• To what standard has the document/task been completed?
• How difficult was it to accurately produce the document/task?

LEARNING AIM:
Carry out pre-production for a digital
media product. Produce a pre-production 
portfolio for a creative media production

KEY CONTENT:
B1 Procedures to follow + B2 Pre-production requirements 
relevant for a chosen sector + C1 Formats for documenting 
pre-production + C2 Contents of pre-production portfolio + 
C3 Maintaining a preproduction portfolio



L E A R N I N G  A I M  D
R E V I E W  P R E - P R O D U C T I O N  O F  A  D I G I TA L  M E D I A

P R O D U C T
D 1  E L E M E N T S  O F  P R E - P R O D U C T I O N

D 2  P R O J E C T  M A N A G E M E N T



LAD: OBJECTIVES

1. Evidence how to make direct correlations between the project management of logistics, 

finance and creative processes during pre-production and the overall success of the 

planning for the digital media production.

2. Develop recommendations for improvements to the project management, all of which 

must be relevant and related to financial, logistical and creative processes specific to the 

project. 

3. Understand the importance of analysis when making reference to one or more elements 

of pre-production

4. Acknowledge different aspects of project management such as time management, 

monitoring progress and personal management.



TASK: In order to prepare for evaluating your own pre-production, 
you must practice how to evaluate the effectiveness of your 
organisation, by referring to its impact on an actual production. 
Choose one of the following elements of pre-production and 
evaluate it: Logistics or Finance or Creative processes

• Synonyms for ‘Evaluate’:
• Appraise / Assess / Rate / Value / Judge / Estimate / Analyze / Weigh Up

• Evaluation Criteria for a Product (ask yourself):
• Strength of process under pressure
• Longevity (ability to survive for a long time)
• Ease of use
• Ability to get the job done
• Cost
• Problems encountered
• What could be improved

TASK 17: ELEMENTS
ALL WORK TO BE PRESENTED ON YOUR WEBSITE UNDER THE ‘UNIT 4’ PAGE.
ALL TASKS MUST INCLUDE VISUALS (IMAGES/VIDEOS/GIFS/DIAGRAMS/CHARTS ETC.).



TASK 18: PROJECT MANAGEMENT
ALL WORK TO BE PRESENTED ON YOUR WEBSITE UNDER THE ‘UNIT 4’ PAGE.
ALL TASKS MUST INCLUDE VISUALS (IMAGES/VIDEOS/GIFS/DIAGRAMS/CHARTS ETC.).

TASK: The other key area to evaluate the effectiveness of your 
pre-production against is ‘Project Management’. Choose one 
of the following elements of pre-production and evaluate it:

• Personnel Management
• Resource Management
• Time Management
• Professional Practice
• Monitoring Progress
• Risk Management
• Crisis Management
• Maintaining Documentation
• Problems/Difficulties with Project Management
• Identifying ways of improving project management in future 

productions.



LEARNING AIM:
Review pre-production of a digital media 
product

KEY CONTENT:
D1 Elements of pre-production

D2 Project management

LAD: CORE ASSESSMENT
ALL WORK TO BE PRESENTED ON YOUR WEBSITE UNDER THE ‘UNIT 4’ PAGE.
ALL TASKS MUST INCLUDE VISUALS (IMAGES/VIDEOS/GIFS/DIAGRAMS/CHARTS ETC.).

Task: Compile a written/audio/video summary to document how 
your pre-production was managed for the Unit 10 ‘Film-Production 
(Fiction)’ short film.

Evaluation = “to determine the significance, worth, or condition of usually 
by careful appraisal and study”

As the success of the pre-production planning can only really be 
determined by the quality of the actual production, you should review 
how useful the pre-production planning was by considering the success of 
the undertaken final short film in Unit 10.

• Discuss both the pros and cons of the outcome – link to Pre-Pro
• Explore both the strengths and weaknesses of the outcome – link to Pre-Pro
• Look at the outcome from multiple different perspectives – link to Pre-Pro
• Be both positive and critical – but not biased (one perspective) – link to Pre-Pro


