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Cultural Learning and Participation Officer 

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 level of the apprenticeship, there are either workbooks for the 

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

behaviour 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. 
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Introduction to the Cultural Learning and Participation Officer 

(CLPO) curriculum pack.  
 

The following provides an overview of the modules in the CLPO curriculum pack 

along with where in the learner journey we suggest the module is delivered.  

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

Module summary  
Quarter: 1 Months: 1-3 

Module: Outline: 

1. Introduction to arts and 

cultural education  

This module is about understanding the history of 

the arts and cultural industry and its importance 

to people and society.  It also includes an 

understanding of why artistic and cultural 

education is important and the different types of 

engagement projects that may take place and the 

policies which underpin this. 

2. The organisation, its 

structure, purpose, 

activities and vision for 

the future 

This module is about understanding your 

organisation’s mission, purpose and governance 

structures, including the main roles and 

responsibilities, and departments within the 

organisations and lines of accountability.  It also 

includes understanding the financial model of the 

organisation and the different funding streams 

available to support work. 

3. Introduction to laws, 

regulation and 

legislation requirements 

applicable to the 

industry 

This module is about understanding the laws, 

legislation and regulatory requirements that 

affect the role, the importance of meeting these 

requirements and the processes and procedures 

in place to ensure these are met. 

4. The principles of 

safeguarding children, 

young people and 

vulnerable adults 

This module is about understanding the 

legislation, policies and guidance in place to 

support the safeguarding of children, young 

people and vulnerable adults and the 

responsibilities of those involved. 
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5. Contribute to health 

safety and security in 

the workplace 

This module is about understanding the 

requirements for health, safety and security.  It 

includes how to identify hazards and how to 

minimise risks to individuals in a range of venues, 

circumstances and when undertaking activities.   

6. Deal with incidents, 

accidents and 

emergencies 

This module is about understanding the range of 

incidents, accidents and emergencies that may 

occur, how to deal with them and the procedures 

for reporting and recording the events that have 

taken place.  

7. Set up and use multiple 

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, industry specialist 

software for marketing systems, funding records, 

event scheduling and venue diary systems. 

8. Being able to work well 

with others 

This module is about Apprentices’ ability to work 

well on their own and with diverse groups of 

people, including other team members, 

volunteers, clients and members of the public. It 

explores the role of emotions in shaping their 

own and others’ behaviour and the ability to 

recognise their own and others’ emotional states, 

and the need to develop their mental resilience 

so that they can cope with problems at work and 

elsewhere. 

 

Quarter: 2 Months: 4-6 

Module: Outline: 

9. Introduction to the 

principles of learning 

and development 

This module is about understanding the basic 

concepts of learning, the teaching methods 

involved and strategies for engagement and 

motivation of a range of audiences.   
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10. 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. 

11. Introduction to project 

management 

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 in order for a facilitator (visiting 

artist, company, colleague, freelancer or 

volunteer) to deliver effectively for artistic and 

cultural projects and how to report performance 

against project objectives. 

12. The principles of 

effective stakeholder 

engagement 

This module is about understanding the different 

types of stakeholders, their needs and 

requirements, what makes an effective 

relationship and the processes and procedures 

to establish and maintain an effective 

relationship. 

13. Promote equality, 

diversity and inclusion in 

the workplace 

This module is about 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. 

 

Quarter: 3 Months: 7-9 

Module: Outline: 
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14. Plan learning 

experiences 

This module is about how to plan learning 

experiences, which meet the identified aims and 

objectives of education and community 

engagement projects, and are creative and 

suitable for the intended audience, meet specific 

needs and encourage learners to engage.   

15. Evaluation of learning 

programmes 

This module is about evaluating the effectiveness 

of learning programmes, including when to 

evaluate, the methods that can be used, the 

effectiveness of chosen resources and the 

progress of individuals. It also includes how to 

use evaluation to inform subsequent learning 

programmes. 

16. Developing effective 

communication 

This module is about understanding the different 

methods of communication, 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.   

17. Working with partners This module is about the understanding the 

principles of good partnerships and the different 

structures (legal and informal e.g. partnership 

agreements, contracts, consortia, networks etc.).  

It is also about how to choose the right partner, 

establish the partnership and the methods and 

techniques for managing and maintaining a 

partnership (shared vision and outcomes). 

18. Time Management This module is about effective time management 

to meet deadlines when working to agreed goals.  

It also includes how to apply self-management 

tools and techniques when responding to the 

pressure associated with changes and 

challenges.   
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Quarter: 4 Months: 10-12 

Module: Outline: 

19. Create bespoke 

business documents 

This module is about being able to identify the 

correct information from the appropriate source 

to produce clear and concise business 

documents such as project reports, fundraising 

applications and other written communications. 

20. Introduction to 

fundraising 

 

This module provides an introduction to 

understanding fundraising, the sources of 

funding and the legal and ethical requirements to 

consider. 

21. Comply with budgetary 

and financial 

management protocols 

This module is about understanding own 

organisation financial management processes 

and procedures, including how budgets are set. 

It is also about how to agree and monitor a 

budget ensuring progress against a budget is 

reviewed and corrective action is taken to ensure 

best value for money.  

22. Building an effective 

professional network 

This module is about understanding the benefits 

of professional arts and cultural networks to 

individuals, projects and the organisation, 

including strategies for building an effective 

network with clear benefits such as industry 

membership schemes, their importance and 

benefits (sharing knowledge, good practice, 

contacts, networks of artists, set industry 

benchmarks and standards and to aid training, 

personal and career development). 

 

23. Work positively, 

creatively and 

effectively 

This module is about the personal qualities that 

Apprentices need to exhibit to be effective in the 

role, including being positive and proactive, using 

their own initiative, being creative, behaving 



 

8 

 

ethically and professionally and having a passion 

for the arts and their social value. 

24. How to negotiate This module is about how to plan and carry out a 

negotiation with colleagues, stakeholders within 

the limits of own authority to reach solutions that 

suit all parties and align with business policies 

and requirements. 

 

Quarter: 5 Months: 13-15 

Module: Outline: 

25. Solving problems and 

making decisions 

This module includes methods for identifying 

problems and using effective problem-solving 

techniques to make decisions to enable effective 

reaching, engaging, consulting, increasing 

participation and forming relationships with 

target audiences and the potential barriers to 

artistic engagement such as financial, cultural, 

socio-economic and geographical factors. 

 

26. Support business 

improvement  

This module is about being able to support 

business improvement and the reasons behind 

the improvement.  It also includes how business 

improvements can be managed and the impact 

and effects on processes and procedures. 

 

27. Contribute to innovation This module is about understanding why CLP 

programmes are needed and how to increase 

opportunities for inclusion and diversity across 

the arts and cultural sector, how to contribute to 

research and the development of new ideas and 

why improvement and innovation is important. 
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Quarter: 6 Months: 16 – 18 

Module: Outline: 

28. Developing own 

knowledge, skills and 

behaviours 

This module is about understanding own learning 

style and how to obtain feedback from others in 

order to review own progress and identify own 

learning and development needs. 

 

 

Each of the 28 modules identified above has an amplified module specification.  An 

example is provided here for your reference:  

 

Module 1 Introduction to arts and cultural education 
This module is about understanding the history of the arts and cultural industry 

and its importance to people and society.  It also includes an understanding of 

why artistic and cultural education is important and the different types of 

engagement projects that may take place and the policies which underpin this. 

 

Apprentices will need to: 

 

1.1 ✓Know the principles of artistic and 

cultural education and engagement 

• Summarise the history of the arts and 

culture industry 

• Describe the range of arts and cultural 

organisations and their main purpose 

• Describe the types of activities in arts 

and cultural education and engagement 

• Describe ways in which activities can be 

accessed 

• Describe the different types of audience 

 

1.2 ✓Understand why artistic and cultural 

education is important 

• Describe the importance of arts and culture 

to people and society 

Amplification: 

 

History may include; relevant 

and recent history in the 

context of the role and current 

work. 

 

Arts and cultural 

organisations may include; 

museums, art galleries, 

festivals, libraries, music 

venues, mixed arts venues, 

performing companies, music 

companies, digital agencies, 

production companies, 

heritage venues. 
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• Explain how arts and cultural education can 

enhance learning in wider subjects 

• Outline the policies which underpin artistic 

and cultural education 

 

Subjects may include; 

teamwork, communication, 

resilience. 

 

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 visiting a range of arts and cultural 

organisations to observe key features and review activities 

3. Apprentices may benefit from undertaking research activities on information 

relating to their own organisation and the wider industry and the range of 

educational programmes on offer and their importance. 

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). 

 

 

 

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 two behaviour workbooks for Cultural Learning and Participation Officer: 

• Work collaboratively, inclusively and ethically 

• Work positively, creatively and effectively 

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

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

Cost 
Access to the full 28 module 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 industry professionals, who are experienced Cultural Learning and 

Participation professionals. 

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 Cultural Learning 

and Participation Officer Apprenticeship (ST0396). 

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 to support the off-the-

job training for the Level 3 Cultural Learning and Participation Officer 

Apprenticeship (ST0396). 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 Cultural Learning and Participation 

Officer Apprenticeship (ST0396) 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

