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Bid and Proposal Coordinator 

Level 3 Apprenticeship 
 

Curriculum Support Pack 
 

Introduction  
Creative & Cultural Skills introduced apprenticeships to the cultural sector in 2008 

and has been working to drive their growth and reputation ever since.  We’ve seen 

thousands of apprenticeships start in the cultural sector since then, supporting 

talented individuals to pursue a new career in myriad cultural roles. 

Our work on apprenticeships is broad, including the development of new 

apprenticeship training options, shaping off-the-job training provision or supporting 

employers to build sustainable apprenticeships into their business.  

Our work to date has helped us understand the challenges employers face when 

recruiting new talent and the flexibilities they need when working with a training 

provider or college.   

Apprenticeship Curriculum Materials 
The apprenticeship system in England has been reformed, which has led to the 

withdrawal of existing apprenticeship frameworks and the development of new 

apprenticeship standards.  Unlike frameworks, new standards aren’t qualifications 

guided by lots of learning outcomes.  Instead, they articulate the knowledge, skills 

and behaviours that the apprentice must demonstrate by the end of the 

apprenticeship to be deemed competent in the occupation they’re training for (the 

standard).   

Some apprenticeship standards include a qualification as part of the off-the-job 

training, but many developed by and for the cultural sector don’t.  We recognise 
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that this can make the delivery of the off-the-job training challenging for training 

providers who may now need to develop brand new curriculum to guide the learning 

journey. 

Our curriculum materials, developed in partnership with industry experts, take the 

knowledge, skills and behaviours outlined in the respective apprenticeship 

standard, and translates them into a programme of study with dedicated modules 

of learning. 

Those who purchase our materials are free to edit them for the purposes of 

teaching and learning.  Where we've created workbooks for apprentices to use this 

is to help individuals track and reflect on their learning in real time. 

Each curriculum pack is designed according to the focus of the apprenticeship 

standard and the level of difficulty it is set at, so if followed will support the training 

provider to deliver training that’s needed to help the apprentice fulfil the 

requirements of the standard. 

What’s in each pack? 
Each of our curriculum packs contains a comprehensive programme summary (the 

curriculum), which is the equivalent to a course specification with learning 

outcomes. It starts with an overview of the curriculum, then articulates the modules 

and proposed programme of learning, and then provides amplified modules of 

learning. Each module is mapped against the standard.   

Depending on the apprenticeship, there are either workbooks for the apprentice to 

use to support the learning of each behaviour in the standard, or a behaviours 

matrix. This approach is designed to help the apprentice understand why 

behaviours matter, which behaviours they need to learn and demonstrate, and 

capture evidence of their learning. 

Our curriculum packs help training providers concentrate on what needs to be 

taught, rather than what needs to be assessed, as the latter is now the 

responsibility of the End Point Assessment Organisation.  However, our modules of 

study always map to assessment requirements. 

Research commissioned by Creative & Cultural Skills in 2018 showed that the 

cultural sector has skills gaps in fundraising.  To this end, the Bid and Proposal 

Coordinator curriculum pack has been written in the context of the cultural 

sector to make the curriculum feel relevant. 
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Introduction to the Bid and Proposal Coordinator (B&PC) curriculum 

pack.  
 

The following provides an overview of the modules in the B&PC curriculum pack.  

Training providers are free to edit these and the order they are delivered in. 

Module summary  
Module:  Outline: 

1. Introduction to the 

principles of fundraising 

This module is about understanding the range and 

types of creative and cultural organisations across 

the UK and the economic and social conditions in 

which these operate.  It is also about 

understanding the codes of practice relating to 

income generation and how own organisational 

fundraising strategy relates to this. 

 

2. The organisation, its 

structure, purpose, 

activities and vision for 

the future 

This module is about understanding own 

organisation’s mission, values, purpose and 

governance structures, including the main roles 

and responsibilities, and departments within the 

organisation and lines of accountability.  It 

includes understanding the different strategic 

plans and how they are developed, monitored and 

measured.  It also includes understanding the 

financial model of the organisation, the different 

funding streams available and the context within 

which it operates. 

 

3. Introduction to laws, 

regulatory and legislative 

requirements applicable 

to the industry 

 

This module is about understanding the laws, 

legislation, regulation and ethical requirements 

that affect the role, the importance of meeting 

these requirements and the processes and 

procedures in place to ensure these are met. It 

also includes understanding the possible 

consequences of non-compliance on individuals, 

teams, organisation and the wider industry. 
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4. Contribute to a 

fundraising campaign 

This module is about being able to conduct 

research to identify potential new opportunities to 

increase and diversify funding streams.  It is also 

about being able to support the delivery of a 

fundraising campaign by providing supporting 

information regarding potential funders and the 

organisational fundraising strategy. 

 

5. Develop an application for 

funding 

This module is about identifying potential 

opportunities and analysing the key requirements 

in order to collate and develop proposal 

documents and supporting information.  It is also 

about researching specific opportunities to ensure 

that all proposals are appropriately targeted and 

key issues and requirements are identified and 

addressed.  

 

6. Monitor the compliance 

and conditions of funding 

income 

This module is about understanding how the 

organisation monitors its income streams and 

ensures that all obligations are recorded and 

fulfilled.  It is also about understanding the legal 

aspects relating to the performance of funding 

contracts, including approaches to relationship, 

quality and risk management.   

 

7. Create bespoke business 

documents 

This module is about identifying the correct 

method of presenting information and creating a 

business document that meets requirements, 

including preparing proposal content and 

evidence, and, drafting and editing reports for 

internal and external audiences within agreed 

timescales.  It also includes understanding the 

use of appropriate terminology and the factors to 

be taken into account when evaluating the impact 

of business documents. 
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8. Managing workplace 

projects 

This module is about understanding the key 

concepts of project management, the role and 

responsibilities involved, and the resources 

required.  It includes knowing the processes, 

procedures and requirements to plan, organise 

and co-ordinate projects on behalf of the 

organisation for the effective management of 

fundraising and development activities and how to 

report performance against project aims and 

budgets.  

 

9. Set up and use multiples 

ICT packages and 

systems  

This module is about setting up and using ICT 

systems to research, identify, manage, share and 

store information.  This may include email, 

websites and intranets, e portals, industry 

specialist software for fundraising systems, client 

relationship management, activity records etc. 

 

10. Build and maintain an 

effective professional 

network 

This module is about understanding the benefits 

of professional networks to individuals, projects 

and the organisation, including strategies for 

building and managing an effective network with 

clear benefits such as to identify opportunities, 

identify requirements, support information 

gathering, share good practice and to aid training, 

personal and career development. 

 

11. Build and maintain 

positive working 

relationships 

This module is about how to work effectively with 

colleagues and within a team.  Including an 

understanding of your role and how this fits within 

a team and the organisation.  It also includes how 

to collaborate with other colleagues and 

departments in a way that contributes to the 

achievement of project objectives. 

 

12. Time management This module is about effective time management 

to meet deadlines when working to agreed goals.  
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It also includes how to apply self-management 

tools and techniques when responding to 

pressures such as those associated with changes 

and challenges and when working alone. 

 

13. Developing effective 

communication 

This module is about understanding the 

importance of effective communication, the 

barriers that may exist and the strategies to 

overcome these, including how to use 

interpersonal skills to support effective 

communication to a range of audiences.   

 

14. Contribute to a healthy 

work life balance  

This module is about understanding the effects of 

a healthy work life balance on themselves and 

those around them.  It includes understanding the 

business benefits, including increased 

productivity and performance. 

 

15. Promote equality, 

diversity and inclusion in 

the workplace 

This module is about understanding the 

organisational strategies for widening access, 

inclusion and diversity and being aware of own 

responsibilities in relation to equality, diversity 

and inclusion in the workplace.  It is also about 

being able to take action when potential issues 

are identified. 

 

Behaviours:  

16. Initiative This module is about being a self-starter and 

using initiative to ensure effective workload 

management, deadlines and co-ordination of 

activities.    
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17. Flexibility This module explores the need to be flexible to 

ensure that workloads are managed effectively, 

and deadlines are achieved. 

  

18. Interpersonal awareness This module is about having an awareness of self 

and the impact on others as well as the ability to 

work across large and virtual teams. 

 

19. Results focused This module is about having a drive to win and a 

desire to go the extra mile to deliver winning bids 

 

20. Professionalism This module is about acting professionally and 

ethically, protecting the confidentiality of the 

organisation and its customers. 

 

21. Innovation This module explores the willingness to 

continuously look for new and better ways of 

working, whilst considering the underlining best 

practice processes. 
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Each of the 21 modules identified above has an amplified module specification.  An 

example is provided here for your reference:  

Module 1 Introduction to the principles of fundraising 

This module is about understanding the range and types of creative and cultural 

organisations across the UK and the economic and social conditions in which 

these operate.  It is also about understanding the codes of practice relating to 

income generation and how own organisational fundraising strategy relates to 

this. 

Apprentices will need to: 

1.1 ✓Understand the range of creative and 

cultural organisations across the UK 

• Describe the types of creative and cultural 

organisations, their main purpose and the 

conditions in which they operate 

• Describe the different types of audiences  

• Explain the typical and specific needs, 

priorities and expectations of existing and 

potential new audiences 

 

1.2 ✓Understand the principles of 

fundraising 

• Describe the different sources of income 

• Summarise the general criteria for 

fundraising 

• Explain the legal and ethical 

requirements in relation to income 

generation 

• Explain the factors to be considered when 

applying for funds 

• Evaluate own organisation’s experience 

and approach to income generation 

• Explain how income generated can support 

the achievement of an organisation’s 

mission  

Amplification: 

Conditions may include; 

economic, social, ethical, 

political, technological. 

 

Audiences may include; 

families, tourists, local groups, 

individuals. 

 

Income may include those 

relating to; partnerships, 

sponsorships, grants, trusts, 

foundations, campaigns, 

philanthropy, donation 

(corporate, individual), gifts 

(funds or tangible property), 

cafes, gift shop, enterprise 

activities.  

 

Criteria may include those 

relating to; eligibility, 

conditions, constraints, status 

(charity, commercial). 
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 Legal and ethical 

requirements may include; 

ethical principles, codes of 

conduct, legislation, 

regulation, community 

standards, cultural 

expectations, society 

expectations. 

Factors may include; 

organisational status, fund 

usage, reputable sources, 

ethics, timeframe, outcomes 

and requirements, previous 

funders. 

Guidance notes: 

✓Knowledge 

1. This content could be delivered via seminars or workshops, including some 

role-play or simulation exercises, and/or by the use of workbooks or online 

study.  

2. Apprentices may benefit from mentoring support when developing their 

knowledge. 

3. Apprentices may benefit from research activities, for example previous 

fundraising campaigns. 

4. Apprentices should gather evidence of their knowledge and compile this in a 

portfolio* and ensure that this meets the requirements for the end point 

assessment. 

 

* Evidence may be direct (for example, observation, assignment, personal 

report, notes of meetings/briefings, action plans, progress reports, 

correspondence, examples, samples, photographs, responses to questions, 

narratives, video, audio) or indirect (for example, witness testimony, attendance 

to meetings/briefings/courses/activities, documents, reports by supervisors, 

appraisal results). 
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Behaviours Matrix 
The full curriculum pack is supported by a separate Behaviours Matrix which is 

designed to build self-awareness and support the development and achievement of 

the key behaviours required of Bid and Proposal Apprentices in their work 

environment. 

The Behaviours Matrix encourages the apprentice to work through a set of criteria 

associated with each of the six behaviours in the standard.  The criteria follow a 

three-step development process, for which a clear set of measures for meeting 

each stage is outlined.  The three stages for each set of criteria cover:  

• Step1: Self-awareness 

• Step 2: Development 

• Step 3: Achievement  

The apprentice’s reviewer is tasked with monitoring the achievement of the 

behavioural criteria against a performance rating scale, using this to agree areas for 

re focus and improvement. 

 

Cost 
Access to the full 21 module Curriculum Pack and Behaviours Matrix costs 

£2000+VAT.  This is a one-off payment made to Creative & Cultural Skills, allowing 

the purchaser to use and issue the Pack and Matrix as many times as they wish.  

Content can also be edited by the training provider as they see fit. 

The Curriculum Pack and Behaviours Matrix have been written with direct support 

from Bid and Proposal (fundraising) specialists working in the cultural sector. 

Whilst the curriculum pack is designed to help guide the teaching and learning 

journey it also acts as a form of evidence for Training Providers to reference as part 

of Ofsted requirements. 
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Information 

Copyright 
This document is intended for educational and training use. The content contained 

within this document may be used, copied and modified by Creative and Cultural 

Industries Limited licensees, staff and students for its intended purpose of the 

planning, preparation and delivery by the licensee of the Level 3 Bid and Proposal 

Co-ordinator Apprenticeship (ST0056). 

This document may not be otherwise sub-licensed, distributed or reproduced 

without the prior written consent of Creative and Cultural Industries Ltd. 

About Creative and Cultural Industries Ltd (Trading as Creative & 

Cultural Skills) 
Creative & Cultural Skills is an independent charity that champions non-traditional 

progression routes into and through the creative and cultural workforce, including 

apprenticeships, for all young people regardless of background or previous 

educational achievement. Creative & Cultural Skills campaigns for fair access and 

pay, and delivers industry-relevant training and insights for young people to help 

inform future career choices. For more information about Creative & Cultural Skills 

go to www.ccskills.org.uk or contact info@ccskills.org.uk   

About The Big Solution  
The Big Solution is a consultancy service established in 2011 to provide high 

quality, innovative and engaging learning and development products and materials. 

For more information about The Big Solution please contact 

info@thebigsolution.co.uk  

Publications 
The information presented within this document is intended as a guide to support 

the development of off-the-job training for the Level 3 Bid and Proposal Co-

ordinator Apprenticeship (ST0056). Whilst every effort is made to address the 

knowledge, skills and behaviours in the Standard it is not possible to include every 

scenario, example, information or reference. Therefore, it is the responsibility of the 

licensee to ensure any training relating to the Level 3 Bid and Proposal Co-ordinator 

Apprenticeship (ST0056) meets the requirements of the regulatory authorities. This 

document is subject to development and improvement and Creative & Cultural 

Skills reserves the right to change the content of this document from time to time. 

http://www.ccskills.org.uk/
mailto:info@ccskills.org.uk
mailto:info@thebigsolution.co.uk

