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Business Administrator (Arts Administration) 

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 units of learning. 

Each unit 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 shows that the 

cultural sector has skills gaps relating to business administration.  To this end, 

the Business Administrator 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 Business Administrator (Arts Admin) curriculum 

pack.  
 

The following provides a timeline overview of proposed teaching in our Business 

Administrator curriculum pack.  Training providers are free to edit this and the order 

the content is delivered in. 

Timeline summary  
Quarter 

 

Months Theme 

1 1 - 3 Recognise your business - the business environment, its 

focus, functions, terminology and the responsibilities of 

those within it. 

 

2 4 - 6 Communicate in a professional, relevant and specific 

manner with structured design to suit a variety of 

business needs. 

 

3 7 - 9 Make effective decisions by being proactive in seeking 

out the relevant information to make a sound judgment 

upon which to act. 

 

4 10 - 12 Lead by example, promote innovation and collaboration 

with clear business benefits. 

 

5 13 - 15 Take responsibility and seeking a commercial approach 

to improve efficacy and effectiveness. 
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Each quarter has an accompanying programme summary for the tutor and 

apprentice to work through.  As an example, quarter 1 is provided here for your 

reference: 

Module summary  
Quarter: 1 Months: 1-3 

Module Summary 

Recognise your business - the business environment, its focus, functions, 

terminology and the responsibilities of those within it. 

Knowledge Skills Behaviours 

1.1 The organisation, its 

structure, purpose 

activities and vision for 

the future 

  

1.5 Set up and use 

multiple IT packages 

and systems 

 

 

  

1.6 Professionalism 

 

1.2 Introduction to 

business principles and 

processes 

 

1.3 Principles of 

stakeholder management 

 

 

1.4 Introduction to laws 

and regulations 

applicable to the industry, 

including Health & Safety 

 
 

On-the-job Training 

Could include:  

- Completion of portfolio. 

- Progress reviews. 

- On-programme assessment. 
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Off-the-job Training 

Could include: 

- Workshops. 

- Role play. 

- Simulation exercises. 

- Online learning. 

- Manufacturer training. 

- Research. 

- Completion of workbook/assignment. 

- Coaching. 

- Mentoring. 

- Industry visits. 

- Work shadowing. 

 

The curriculum pack then amplifies the programme summary by providing 

dedicated modules of learning for each of the knowledge, skills and behaviours the 

module summary covers. So, for the above module summary, there are 6 

associated modules of learning.  The Business Administrator curriculum pack 

contains 32 amplified modules of learning in total.  An example of 1 module is as 

follows: 

Module 1.1 – 

Knowledge 

The Organisation, its structure, purpose, 

activities and vision for the future 

Apprentices will need to: 

✓Know the main purpose of the 

organisation: 

• Describe different organisational 

types and legal status  

• Outline own organisations values 

• Provide examples of activities and 

operations undertaken by own 

organisation 

• Describe own organisations mission 

and/or vision for the future 

• Outline your organisations current 

short and medium term goals 

(aims/objectives) 

 

Amplification: 

Types may include; public, 

private, third sector. 

Legal status may include; limited 

company, charity. 

External factors may include; 

suppliers, competitors, 

marketing companies, economic, 

social, political, technological. 
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✓Understand the organisation’s structure 

and operations: 

• Summarise own organisation 

structure using an organisation chart 

to identify main roles and 

responsibilities 

• Provide examples of activities 

undertaken by the main departments 

within own organisation 

• Explain how activities and operations 

can be linked to organisational aims, 

values and visions 

• Explain the different resources used 

by own organisation and how these 

are managed 

• Explain own role and responsibilities 

in the organisation, and line of 

accountability, and how this fits into 

the structure and activities 

 

✓Understand how external environmental 

factors can shape an organisation’s 

activities and its ability to fulfil its 

purpose: 

• Describe the different external 

factors that can affect the 

organisation  

• Assess the organisation’s ability to 

respond positively to these 

externalities (e.g. through a simple 

SWOT analysis) in order to achieve its 

purpose  

Guidance notes: 

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.  
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2. Opportunities to spend time in the main activity areas of the organisation 

will also support their learning such as through work shadowing.  

3. Apprentices may benefit from undertaking research activities on information 

relating to their own organisation and industry such as by reading 

publications, bulletins, strategic plans, values, visions, mission statements. 

 

Behaviour Workbooks 
The full curriculum pack is also supported by separate Behaviour Workbooks which 

apprentices can work through independently to help them capture and reflect on 

the behaviours they are required to demonstrate as part of this apprenticeship.   

There are four behaviour workbooks for Business Administrator: 

• Adaptability and Responsibility 

• Manage Own Performance 

• Personal Qualities at Work 

• Professionalism at Work 

The workbooks are designed to help apprentices develop the behaviours that are 

important in their role and help them work well with others. 

The workbooks explain what behaviours are and why they are important, focusing 

on how the apprentice goes about doing their role rather than what they know 

(knowledge) or what they are able to do (skills).  

Each workbook contains different types of activity for the apprentice to work 

through: 

• Question – a question for them to answer 

• Reflection – a situation for them to think about and comment on 

• Key Point – something for then to remember 

The purpose of each workbook is to help the apprentice recognise what they are 

doing well and what they need to get better at. They encourage the user to be 

honest about their strengths and weaknesses and reflect on actions in a critical 

way.  

Reflective activities can be found throughout each workbook which require the 

apprentice to think about their own opinions, attitudes and behaviours and to 

answer each question as openly as they can.   
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Cost 
Access to the full 32 unit Curriculum Pack and Behaviour Workbooks costs 

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

the purchaser to use and issue the Pack and Workbooks as many times as they 

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

The Curriculum Pack and Behaviour Workbooks have been written with direct 

support from experienced Arts Administrators 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 Business Administrator Apprenticeship 

(ST0070). 

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 Business Administrator Apprenticeship 

(ST0070).  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 Business Administrator Apprenticeship (ST0070) 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

