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INTRODUCTION

This resource brings together the questions from the January 2018 examined unit (Unit 32), the marking guidance, the examiners 
comments and the exemplar answers into one place for easy reference.

We have also included exemplar candidate answers with commentary for Questions 9 and 10. General comments are also provided 
for Question 1–8.

The marking guidance and the examiner’s comments are taken from the Report to Centre for this question paper.

The Question Paper, Mark Scheme and the Report to Centre are available from:

https://interchange.ocr.org.uk/Modules/PastPapers/Pages/PastPapers.aspx?menuindex=97&menuid=250

https://interchange.ocr.org.uk/Modules/PastPapers/Pages/PastPapers.aspx?menuindex=97&menuid=250
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GENERAL EXAMINER COMMENTS ON THE PAPER

The purpose of this paper is to show understanding of the necessary practicalities of managing a professional performance 
company. Responses were centred in the middle range with a minority of high end scripts. The scenario of an arts administrator in 
a tour company specialising in children’s entertainment provided a context for the questions set. The expectation is that candidates 
will know that the demands of arts administration has a standard set of responsibilities but that the practice varies according to 
the nature of the company and its audience. The majority of respondents grasped this in the answers seen. The early questions 
structured more towards the standard tasks were mostly well answered. Centres had clearly prepared candidates to show specific 
knowledge of a range of administrative functions in professional performance.

The longer questions offered candidates the opportunity to show range and depth in knowledge and understanding of the arts 
administrator’s role; some well-planned answers were seen. Quality of language is important. Marks were awarded only where 
there was clear knowledge addressing the question in the terms in which it was asked, and for a second mark for any point in Q1–8 
clear understanding supporting that knowledge was essential. Similarly in Q9 and Q10 marks could only be awarded where there 
was full clarity in expressing the functioning of the arts administrator within the company. The best answers went beyond broad 
understanding and into the detail of the many tasks that fall into this role. To express this there are other possible formats than 
developed prose. For example, some detailed understanding was seen which was expressed in carefully expanded bullet points.

Resources which might help address the examiner comments:

From the link below, you’ll find ‘The OCR guide to examinations’ (along with many other skills guides)
http://www.ocr.org.uk/i-want-to/skills-guides/

Command verbs definitions 
http://www.ocr.org.uk/Images/273311-command-verbs-definitions.pdf

http://www.ocr.org.uk/i-want-to/skills-guides/
http://www.ocr.org.uk/Images/273311-command-verbs-definitions.pdf
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Question 1

Indicative content e.g.:
• To identify the risks at each venue (1) in order to implement measures to minimise risk/

use safe practices whilst working (1)
• To understand the training needs for staff (1)in order for staff to work safely in the venue 

(1)
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Mark Scheme Guidance

Award one mark for identifying a valid reason and a further one mark for an explanation, up to a maximum of two marks.

1 × 2 Marks. 

Not credited:

• “to assess risks” – restatement

• “to make sure everything is kept safe” – does not recognise that risks exist and must be managed.

Examiner comments

Most answers understood that Risk Assessment is more than ‘to keep people safe’, which was not creditable. One mark was awarded 
for a definition beyond restating the term itself; a brief explanatory reason was sufficient for a second mark. Risk assessment must 
recognise that in a dynamic theatrical working environment risks will continue to exist; and that there is a formalised process 
whereby risk is recognised, evaluated and managed to reduce hazards to a minimum within which the task can still be delivered 
efficiently..
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Questions 2 and 3

Indicative content e.g.:
• Have Public Liability Insurance (1) to cover legal costs and compensation if an 

accident occurs
• To have Safeguarding policy and procedures in place (1) – to protect vulnerable 

adults and children
• To have a Data Protection policy (1) to protect customer and employee information 

(1)
• Working at height + reason
• Lone working + reason
• electrical testing certification + reason
• First aid trained staff + reason
• Fire exit plans + reason
• DBS Disclosure and Barring Service check + reason.

Mark Scheme Guidance

Question 2:

Award one mark for identifying a relevant requirement and a further one mark for an explanation, up to a maximum of four marks.

2 × 2 Marks

The requirement stated MUST be one which is legally required to be credited.

Question 3:

Award one mark for identifying a valid reason for what the marketing department in a venue might do and a further one mark for an 
explanation, up to a maximum of two marks e.g. nearby schools can be contacted/sent marketing material.

1 × 2 Marks.

Indicative content – must be specific to young audiences:
• If the venue has an existing young audience (1) so marketing materials can be effective 

at the venue (1)If the Pricing of tickets is suitable for young people (1) so it will be 
affordable/attract young audiences (1)

• What other events and performances young people are attending (1) so the tour does 
not clash with the dates (1)

• Accessibility for young people (1).
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Examiner comments

Question 2 – Most candidates achieved some or all marks for this question. There are a range of other legal safety requirements in 
any venue. The need for fire safety policy and clearly marked exits was often cited, as was the need for a first aid-trained member 
of staff. For a second mark for each of these points a reason expressed as a brief explanation was essential. Disclosure and Barring 
Service (DBS) certification checks were very frequently cited. This was acceptable, although it is not clear in the given scenario that 
‘children’s entertainment’ would involve direct contact with children.

Question 3 –  This was usually answered successfully. The answer must specify how a venue may be considered to be likely to attract 
young audiences. Similarly to Q7, it is what positioning venue has to enable it to attract that audience rather than what the audience 
might do of its own accord. However a venue which has an existing young audience base was a viable answer for one mark. A 
second was awarded for a credible suggestion for the venue’s actions to attract that audience.
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Questions 4, 5 and 6

Indicative content e.g.:
• Profit made at each venue (1) to establish the most lucrative venues (1)
• Previous ticket sales
• Known venue qualities, e.g. size/capacity/how well equipped
• Feedback from Tour Manager/performers/tech staff/reviews (1) on the suitability of 

the venue for the performance (1)
• Audience feedback/comments (1) on how good they thought the venue was (1) 

include reviews of previous tour
• Co-operativeness of venue staff (1)

Indicative content e.g.:
• Contracts will include fair working conditions (1) in order to meet union (Equity or other 

union, or government recommended) guidelines (1)
• Record of completed risk assessments (1) so they fully consider performer/technician 

safety at each venue/each production (1)
• Training needs analysis undertaken (1) so performers are trained how to work safely (1)
• Insurance in place (1) to cover performers in the case of an accident at work (1)
• Appropriate data protection practices + reason
• Accident book + reason
• Record of employee hours worked + reason.

Indicative content e.g.:
• That the power supply and electrical equipment are safe (1) and have had the correct 

checks made by the venue (1)
• That training has taken place (1) and they are qualified to work at height (1)
• Venue and/or staff are properly equipped for hazardous working
• Working space is clear of hazards
• Safe and accessible entrances and exits for tech working.
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Mark Scheme Guidance

Question 4:

Award one mark for identifying a relevant requirement and a further one mark for an explanation, up to a maximum of four marks, 
and for a second relevant requirement and an explanation, up to a maximum of four marks.

2 × 2 Marks.

Question 5:

Award one mark for identifying a type of record kept and a further one mark for an explanation, up to a maximum of two marks.

1 × 2 Marks

Question 6:

Award one mark for identifying a relevant aspect to be checked and a further one mark for an explanation, and for a second relevant 
aspect to be checked and an explanation, up to a maximum of four marks.

2 × 2 Marks.

Examiner comments

Question 4 – Most responses attained most or all marks. There is a variety of information a marketing department would need. Most 
cited ticket sales and positive audience feedback. A second mark for each point was given for explanation: in the case of these two, 
that the level of ticket sales was high enough to achieve good future audiences, and positive feedback meant that audiences were 
likely to return to see the company again. Alternate reasons often cited were profit margins against cost to the company of booking 
the venue. All of these points indicate understanding of the general viability of the venue as a future performance location.

Question 5 – Most candidates showed some understanding of the demands of this question, which asks for an example of records 
kept by the venue which would demonstrate a duty of care. Possible responses that could be credited included payment records, 
data protection practices showing that records were no longer kept for staff who had left, medical needs of staff members, risk 
assessment records, the company’s accident book, and insurance policy documents; one of these could be cited to attain one mark; 
a reason for this record-keeping would attract a second mark. Two marks were awarded where the item was identified and with a 
valid explanation of how this shows duty of care, where it was implicit in the answer that it was kept as a record by the company.

Question 6 – Both checks to the company members and the venue were accepted as possible or likely before technicians could 
work at a venue. Two examples had to be given; for full marks a brief explanation showing accurate understanding was required 
for each one. There are a range of valid practical checks that a tour manager may undertake, all with the purpose that the show will 
be able to get in, perform and get out safely and workably. Most responses gave relevant and appropriate examples. Where risk 
assessment was cited as one example, any health and safety assessment activity that would take place as part of that process could 
not be accepted as a second example.

.
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Questions 7 and 8

Indicative content e.g.:
• The intended audience for the production (1) so they can be targeted by marketing 

practices; include contacting relevant people on their database (1)
• Images/photos of the production (1) so they can display in the box office/from of house 

areas (1)
• Reviews/quotes (1) issue to local advertisers/press (1)
• Ticket prices/deals to be advertised in promotions.
• Dates/times of production.

Mark Scheme Guidance

Question 7:

Award one mark for identifying a reason and a further one mark for an explanation, up to a maximum of two marks.

The reason must be what can be done by the marketing department at the venue for marketing to be effective.

1× 2 Marks.

Question 8:

Award one mark for identifying a relevant requirement and a further one mark for an explanation, up to a maximum of four marks.

Credit not given for generalised diversity statements where there is not clear knowledge of specific Arts Council policies evident.

Note: the Arts Council website does not generally advertise work sponsored i.e. giving times and locations; although it may 
reference some companies and their work as examples of Arts Council sponsorship.

2 × 2 Marks.

Indicative content – “Arts Council event” may be interpreted either as an event 
showcasing part or all of the performance, or arts council-sponsored touring:
• To recognise their support for the work (1) by using their logo on marketing materials 

(1)
• To include their logo and information on your website (1) to show the production has 

Arts Council endorsement/support (1)
• To use Arts Council networks (1) to advertise your production (1)
• Targeting diverse audiences where it refers specifically to Arts Council policies, and 

similarly to encourage new audiences.



UNIT 32 FEEDBACK

12

OCR LEVEL 3 CAMBRIDGE TECHNICALS IN PERFORMING ARTS

12 © OCR 2018

Examiner comments

Question 7 – Most answers recognised that a target audience must be known by the venue to market to that audience by a variety 
of means, some online in current times, and were credited accordingly. Dates and times of performances were also given in some 
answers and credited as necessary; images, reviews and review comments and promotional ticket deals could also have been 
answers to this question.

Question 8 – “an Arts Council event” was accepted both as an event showcasing Arts Council-funded work, and as a company 
undertaking an Arts Council-funded tour, and answers which addressed either relevantly could be credited; also answers stating an 
aim to target diverse audiences which are specifically referenced in Arts council policies.
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Questions 1–8
General Commentary

An Arts Administrator manages the organisational and business activities of an arts organisation. To be effective, that person needs 
to know as much as possible about all other roles in the company and may take on some of the roles that a small company cannot 
designate to a full-time person, such as marketing and publicity, business and schools liaison, and so on. It can be a very useful 
activity to find a local arts administrator to come in and talk to students on this course – if they can find a spare hour or two in a very 
busy role!

For each question an aspect of managing a performance company which would be undertaken by Arts Administration, should be 
clearly identified and a concise, accurate explanation given. The answer should show understanding of how of an Arts Administrator 
carries out their responsibilities.

Answers which discuss Risk Assessment should show understanding that this is a health and safety legal requirement. The law 
recognises that a workplace has risks (to any person working or even just being present on the working premises). The law expects 
that the employee designates a responsible person to identify and make a record of those risks; in the performance business the 
person responsible for ensuring that this takes place is the Arts Administrator. However, all employees are responsible for safe 
working practices. 

The response should be to record and recognise that action must be taken to minimise any risks that have been identified by taking 
precautions that reduce hazards as far as possible while allowing necessary work to take place unhindered as far as possible by 
precautions taken. Risk Assessment does not attempt to calculate probability. It only recognises that if a harmful outcome is possible 
in the course of work being undertaken, then the work environment and the way of working should be adapted to reduce the 
necessary risk to an absolute minimum; and unnecessary risk eliminated altogether. 

Answering a question seeking an explanation of Risk assessment with “to assess the risk in a venue” is not sufficient. It is the frame 
already provided by the question. Stating that risk assessment is ‘to keep things safe’ is also too limited an explanation to be 
creditable. 

Answering a question which asks how a venue may be assessed as safe with “undertake a risk assessment” may be self-limiting 
where the question is worth more than two marks. Most safety checks that could otherwise be creditable would come under the 
heading of that risk assessment and therefore cannot attract further marks. 

The law defines which things must be undertaken under risk assessment. There are others that are optional which the company may 
decide for themselves. Physical safety of the person, the equipment used and the working environment, emotional security and the 
safety of a person’s data are all requirements under Health and Safety (H&S) law. 

The explanation that Disclosure and Barring Service (DBS) certification means the holder is ‘safe’; is generally acceptable in this paper 
as this is widely held to be the meaning: it permits the holder to work unsupervised with children. A more precise answer would 
state that a DBS check proves that the holder does not have a criminal record, from which it is presumed they are safe to work with 
children. Centres should be aware that DBS has replaced Criminal Records Bureau (CRB) checks.

Targeting audiences: discussing venue demographics by age where a venue is known to attract a young audience is a common 
response in answers relating to targeting audiences. However this is less obvious in reality than it sounds. Young audiences are 
notoriously difficult to maintain not least because they are somewhat transient. They change within a short space of time as the 
young people themselves grow and change interests; they move on in education and other interests; a new up and coming cohort 
always has to be developed. Any data will have to be very recent to be reliable. 

School/college links are most crucial to venues drawing young audiences; key to this are group trips organised by a lively drama or 
English department who are given the impetus by the offer of pre-event workshops. Pricing is critical also; cinema tickets are now 
often on a comparable level to a school group theatre booking, whereas theatre traditionally has been more expensive than cinema. 
If workshops can be offered also to schools/colleges, much enthusiasm can be generated, and the connection felt by those in the 
audience who have worked with some of those who perform on stage is often the lasting and effective experience in encouraging 
theatre-going in young people.

Accessibility is also likely to be a factor; a venue with a focus on young people does not necessarily have to be located in an area 
with high family numbers. Easy transport links may be more important. There is a children’s theatre in central London which is clearly 
aiming at a wider audience than a locally resident audience. It is a useful activity in this unit to look at the activities of a real company 
or theatre which aims at young people.

Marketing: Knowing who your target audience is and how they can be reached is the core information. In current times with many 
media digital channels, there are many ways to reach an audience but equally, as they are constantly accessing large volumes of 
information, knowing how to make your marketing stand out is important. It is also worth remembering that for junior audiences, 
parents may well be the target, and will be part of the audience also. 
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Sponsorship and support funding: major sponsors and external funders should be credited in marketing material with company 
names and/or logos. Citing your funding sources is made apparent in marketing material both in recognition of the sponsorship and 
as a mark of their quality, especially where it is an arts-specific funder. 

Funders do not automatically publicise the organisation they have sponsored in return, except where they may be an arts 
organisation. The Arts Council will list all those it supports but does not advertise as such, as it would be a massive undertaking to 
give all its recipients exposure with some equality; its online presence will show some of those it supports as examples of the kinds 
of work it funds to encourage others to apply for funding in a competitive market. 

A business sponsor may advertise their sponsorship in their own self-marketing, as it is good publicity for a business to show they 
are philanthropic in supporting the arts.

The relationships companies may have with venues and their marketing of the shows that tour to them may not be precisely 
defined, but their activities are well-defined. The central issue in marketing is the information needed by marketing departments 
at the different venues. Some responses misread the question in the January 2018 paper to be the marketing undertaken by the 
company.

Finance, data protection, legal documentation, recordkeeping: an Arts Administrator would undertake the management of all 
the administrative and business aspects of a performance company in the same way as for any small business; this can readily be 
researched by candidates. The only differences are in the nature of the business undertaken, where the planning and organisation 
are clearly tailored to ensuring that everything that needs to happen has been considered and catered for, outside of the creative 
sphere. It is not the administrator’s role to make creative decisions. There may be a good reason for the administrator to engage with 
those who are running the process of developing a show. This is to identify where there are administrative needs that need to be 
met, such as performance licences for a copyright material. Where company work is original, no such licences are required.
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Question 9

For marks in the upper range, the planning strategy should be for activities undertaken 
prior to the event:
• focused on the given scenario, coherently and with practical application
• recognition that the Arts Administrator knows all other roles in the company but only 

undertakes those for which they are responsible.

Upper range responses should show structured approaches and organisational 
understanding.

The question refers to work undertaken prior to the event. It should also take into account 
the event is outdoors and expects a large audience.

Other appropriate options will include:
• Equipment required
• Technicians/production team requirements
• Contracting of staff
• Timescales and schedules for completion
• Safety of performers and crew
• Transport Hire
• Access to performance areas
• Management of tasks/people
• Final checks
• Contingency plans
• Weather planning
• Costs and budgeting
• Licences as appropriate
• Planning to gather post-performance feedback
• Publicity material for distribution at the event.

Creative choices of type of performance/show etc are not generally creditable in answers 
to this question except where they may be shown to have an impact on event planning 
decisions..
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Mark Scheme Guidance

0 No Response worthy of credit.

Level 1 (1–4 marks)

Overall the analysis is limited.

• The analysis demonstrates limited understanding of some of the processes of arts administration.

• The analysis has limited consideration of the scenario and additional information.

• There are few connections between processes and the scenario.

• The information is simple and may be communicated in an unstructured way.

Level 2 (5–8 marks)

Overall the analysis is adequate; may focus on the detail of a few aspects of arts administration.

• The analysis demonstrates adequate understanding of most of the processes of arts administration.

• The analysis considers the most obvious parts of the scenario and additional information.

• The analysis shows some appropriate connections between processes and scenario.

• The information has some relevance and is presented with some basic structure.

• Generic responses not addressing the scenario will be awarded a mark in this band.

Level 3 (9–13 marks)

Overall the analysis is secure.

• The analysis demonstrates secure understanding of the processes of arts administration.

• The analysis considers most of the scenario and additional information.

• The analysis makes competent connections between processes and scenario.

• The information is relevant with some structure.

Level 4 (14–18 marks)

Overall the analysis is thorough and insightful and shows comprehensive understanding in relation to the scenario.

• The analysis demonstrates a comprehensive understanding of all the processes of arts administration.

• The analysis fully considers the scenario and additional information.

• The analysis has an effective connection between processes and scenario.

• The information is relevant and substantiated, with a clear and logical structure.

Examiner comments

The more developed answer needed to be shown here addressed the preparation for a variation on the company’s usual practices. 
This required applied knowledge to be demonstrated which would adapt standard practices in a new performance window.

The expectation is that for a maximum of 18 marks the task would consider all essential aspects of production from inception to 
delivery to the venue; and that an administrator would understand all the functions of other key roles, knowing how to review 
progress and what is necessary to stay on schedule as the production progressed. Most candidates took some account of the needs 
of performing at an outdoor festival. In the upper range there were some very detailed and organised answers including a sense of 
production timescales. There were answers seen which included pre-event planning for necessary activity after the performance 
had taken place, which could be credited as part of the overall planning of the arts administrator, although more general discussion 
of events after the performance would be outside of the the terms of the question.
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Question 9
General Commentary

This question seeks to test the candidate’s ability to adapt and apply knowledge of arts administration in a particular situation. 
Limited marks can be given for a response which runs through a prepared general answer on how the Arts Administrator works to 
put on a show without considering the scenario. The task is to show how that knowledge and understanding can be applied to a 
given situation; as with question 10, it is the adaptability of the Arts Administrator which is being tested here, as they apply their 
checklist of all the things that need to be put in place as required by this particular situation practically, logistically, as well as legally. 
The given scenario is key; the Arts Administrator’s role does usually include liaising with the creative processes and marketing the 
show and checking they are on track, and assisting to get them back in place if they go off-schedule, but the role does not usually 
direct these processes and make decisions about them. 

There is no one size fits all for performance companies. In some companies there may be overlap of roles; the given scenario will 
state this clearly. An Arts Administrator has to understand the demands of all of the other roles in the company, and contribute to 
them if called on to take on responsibility.

An answer should cover what an Arts Administrator will do within a specified time frame: in the case of this paper, from the day one 
of the contract being awarded to the company to the date of the performance. In the January paper it does not include undertaking 
post-performance feedback; but planning to obtain that feedback would be credited as falling within the role. Foreseeing what 
needs to be done is always part of the Arts Administrator’s role, which is assessed in question 9. What might vary from what was 
planned and how it could be dealt with successfully to keep things on a viable track is considered in question 10.

Candidates need to take care here to not simply write a list of things to be considered when putting on a show. 

The question called for recognition that the performance was to be part of a larger event, and that within the ‘footfall of 10,000’ 
their own audience is likely to be smaller. Candidates could have taken some control here also and set their own terms, for example, 
‘we will be performing on a built stage in a tent that holds a maximum of about 200 people’ could have set the terms of reference 
for the preparations to be made. It was not stated whether the company would have their own stage or be scheduled with other 
performances on the same stage. ‘Two performance slots on each day’ might be taken to imply they might have their own stage but 
either interpretation was accepted. 

Taking an existing show in repertoire and simply arranging a get-in to an outdoor festival as an additional date to an existing touring 
schedule would not show depth of understanding of the Arts Administrator’s role. As a simulation, the candidate should take control 
of the scenario within the given frame and show understanding of the elements they include in the account. ‘We will need PPL and 
PRS if we are going to play live music’ seen in some answers is a generic statement for any performance. It is not clear that there is 
understanding of those acronyms or their purpose. Answers should be clear about what is intended for this performance. A more 
useful response would be ‘we will not need a PPL licence as we are not playing existing recorded music but we will need PRS as we 
are performing a medley of pop songs’. 

There were a number of ways in which responses in the January entry were off-scenario in answering the question. An example 
is selection of the preferred type of show. In this scenario this is a director’s decision rather than the administrator’s. Discussion of 
choosing the type of performance may be awarded limited marks; however, how the administrator can support the chosen type of 
performance organisationally may well be relevant and creditable.
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Exemplar candidate work

Question 9 – Low level answer



UNIT 32 FEEDBACK

19

OCR LEVEL 3 CAMBRIDGE TECHNICALS IN PERFORMING ARTS

19 © OCR 2018

Commentary

Examiner comment: a basic answer which recognises some logistical needs. 

Clearer understanding of roles/responsibilities would enhance the content of this answer. There is a broad grasp of a range of tasks 
but not fully clear which of these fall to the administrator. Clearer grasp of organisational activities and sequencing of events would 
also strengthen the response.

The opening paragraph is off-task in thinking as director. This is obliquely relevant and can be given limited credit; the scenario does 
not call for administrator input to the performance choices; the administrator’s task is to practically manage such directorial choices. 

There is some awareness of the nature of the event to be catered for and its audience; some limited credit is given for considering 
duration, and an assumption that the audience will be standing closely packed throughout. However, assumptions about 
performance conditions without addressing the full scenario, indicates partial understanding. There is an implicit assumption in 
referencing the ten thousand attendees at the festival, ie, that most or all may attend this show. This is unlikely and narrows the grasp 
of what may need to be planned for. Audience numbers are unknown in advance; some may sit or stand; and people may come 
and go at will, for which ready access to entrances/exits might be a more relevant consideration for an administrator. Analysis of 
technical elements is undefined beyond a mention of light/sound. It is relevant only as a checklist item, ie, the administrator might 
check the tech designer has done it. Arrangements for transport is similarly expressed in the briefest terms but this is a task which 
falls to an administrator, as does the consideration for a rest room, both of which warrant more developed discussion. How much 
room to bring set on/off stage is the stage manager’s job; again, to be noted as a checklist item. The ending reference to rehearsals 
is a somewhat open-ended but relevant afterthought; it is an aspect of performance development that would have to have been 
dealt with earlier in the process.
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Exemplar candidate work

Question 9 – Medium level answer
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Commentary

Examiner comment: some awareness that there is a time frame, scenario considered, sequence of logistic needs although outlined, 
not developed.

An answer which has some secure understanding which could be refined with more precise detail. The opening begins confidently 
and appropriately at the beginning of the process, clearly addressing the scenario, which the candidate has highlighted and ticked 
as they are working through the task. There is some drift off -task into creative/ directorial decisions, not very clearly expressed, in 
considering genre/ideas. Discussion of ticket sales would be more secure if it were clear that the arts administrator had been asked 
to obtain ticket sales information. This is generally a marketing function. The answer moves purposefully to the ‘audition phase’. DBS 
is a basic relevant checklist detail worth including but not discussing, as it has already been covered in the short early questions. This 
part also would be more secure if it were clear that the intent is to organise rehearsals on behalf of the director, not to lead them. 

The next short paragraph is creditable in recognising timescale, chronology and deadlines. This is essential to a commercial 
performance process. Where it is not given in the scenario it is helpful to establish it within the answer, within credible commercial 
and creative bounds. Reference to costume fitting is creditable also, although the nature of the performance remains undefined. 

The next focus is on ‘continuency’ (contingency). This is a standard administration consideration. The answer here shows generally 
secure thinking regarding what is needed, ie, that there should be weather protection for the performance. However the idea for 
an alternative venue is somewhat unrealistic. It is more likely in this situation that the festival will have fixed performance areas with 
some weather contingency included. Recognising the divisions of responsibility between venue and company is useful here. Unless 
it has been stated that the festival provides only an empty field, some assumptions can be made that there will be staging. Providing 
audience shelter for up to ten thousand people as discussed here is not likely to be the company administrator’s job.

The inclusion of “an attractive fee” is usefully applied to cover likely transport and accommodation costs, although the details of 
these are not explored. Other examination responses to this scenario passed by the significance of the fee in many answers seen, 
although it offered some opportunity for flexibility and imagination in the company’s plans for the event. Where the response is not 
very lengthy and detailed, but there is a reasonable sense of organisational needs, time constraint and sufficient information in what 
is planned, ie, if it were actually put into action, the event could conceivably be realised, a mid-range mark will be awarded.
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Exemplar candidate work

Question 9 – High level answer
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Commentary

Examiner comment: a mix of specific and somewhat generic/general points, with some details of processes a lot of aspects 
considered, coherent sense of planning.

This is clearly a detailed answer which is organised and in the top band; there is scope to address the scenario more closely at times 
which could gain higher marks.

The opening has rather vague comment on payments. Managing money seems slightly uncertain. The ‘attractive fee’ should allow 
for cash flow planning; it is somewhat unlikely that the festival would pay in advance for a show.

Scheduling is considered; the thorough listing of planning needs is general rather than tied to a chosen style/performance piece, 
but the candidate recognises that the stage will be shared with other performances getting on and off in quick succession so 
planning must include managing this. There is high level practical detail and some thinking regarding the logistics of managing 
some staging items.

Recognition of festival venue responsibilities lapses slightly; having recognised this is a shared stage, trip hazards are discussed in 
some detail when this could reasonably be expected to be managed by venue staff. Alternatively this part of the answer could have 
been made secure if there was a stated intent by the company to use rapid set up and strike electronics for a specific staging need 
which might generate to stated trip hazards.

There is a somewhat generic risk assessment (RA). Risk assessment is a very time-consuming process. RA of the show rather than the 
venue may suffice; the venue should be able to provide their own RA of the site itself for consideration and use by the company.

Discussing contingency shows detailed thinking: eg, hire costs, time over-runs, travel delays, routes- however “if we planned that…” 
is somewhat generic. Within the terms of the scenario the candidate can plan for specific circumstances and time frames.

Weather issues, although necessary thinking, are also somewhat indeterminate in this answer, followed by an afterthought that the 
festival planners would also need to cater for this. The point ends with this aspect of planning rather incompletely covered.
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In casting, and sourcing again there is scope to make defined choices about the work to be performed: “if it is another person’s piece 
we may need to pay for rights” and “if we want to use music we may need PRS and PPL” are somewhat generic to any performance 
and discussion of whether these might be needed reduces clarity of focus in the answer. It is likely the festival would acquire 
performance licences for the site/event in any case. A really assured answer would be likely to envisage a specific performance and 
its needs. High level marks can be achieved by tailoring these needs in detail to the show that is envisaged.

Equipment hire discussion shows some understanding that the venue is likely to have some available for use; inventory and 
condition checking, drop-off and collection are all the essential minutiae which show high-level thinking.

PAT testing, although relevant, is likely to have been done in quieter times of the company’s work schedule.

Being mindful of budget and receipts shows close administrative attention to detail, although the reasons for receipt keeping are 
implied only.

The response continues confidently in recognising that although the company will have its own health and safety policy it will ‘be 
made aware of the venue’s fire procedures’, a detail which indicates careful thinking and application of knowledge addressed in the 
earlier short questions.

Uncommonly in answers seen in the January session, this response also recognises that performers will never work alone with 
children so DBS is not strictly necessary. This shows a thoroughly conscientious administrator on top of their job.



UNIT 32 FEEDBACK

27

OCR LEVEL 3 CAMBRIDGE TECHNICALS IN PERFORMING ARTS

27 © OCR 2018

Question 10

The essence of this question is as an Arts Administrator, to consider the implications on 
the company in order to provide a recommendation. The question does not specify that 
a recommendation must be made. Upper range responses should show a clear preferred 
outcome/recommendation should be apparent from the evaluative comments.

Evaluation to consider:
• Arts administration processes
• The scenario
• The implications for the situation
• Options
• A recommendation. 

Report should include:
• Gathering immediate information e.g. have contracts been issued. Marketing materials 

distributed
• References to contingency
• Possible reputational impact
• Potential for renegotiation of contract terms
• Financial and logistical implications
• The need to involve stakeholders: contracted staff
• Terms of any relevant contracts or agreements
• Viability of options: rescheduling, cancelling.
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Mark Scheme Guidance

0 No Response worthy of credit.

Level 1 (1–4 marks)

Overall the analysis is basic and limited.

• Simple knowledge and limited understanding/evaluation of some ways forward, and of arts administration processes.

• There is little attempt to give an opinion or judgement.

• Some relevant analysis but without recommendations.

• The information is basic and communicated in an unstructured way. The relationship to scenario is weak.

• May evade addressing the implications.

Level 2 (5–8 marks)

Overall the evaluation is adequate and has some detail. may focus on the detail of a few aspects of arts administration.

• Some knowledge and understanding/evaluation of some ways forward, and of arts administration processes.

• Some attempt at giving an opinion or judgement, but this is mostly unsupported.

• May have some evidence of analysis with an attempt to make a recommendation.

• May evade addressing the implications.

• The information should have some relevance and is presented with some structure.

• The information shows some links to the scenario.

• Generic responses not addressing the scenario will be awarded a mark in this band.

Level 3 (9–13 marks)

Overall the evaluation is secure.

• Good knowledge and clear understanding/evaluation of mostly viable ways forward and of arts administration processes.

• Opinions and judgements will be present, but may not always be supported.

• Good analysis and evaluation of potential outcomes, drawing on clear recommendation, with some justification.

• The information is relevant with some structure. The information shows competent links to the scenario.

Level 4 (14–18 marks)

Overall the evaluation is detailed and shows comprehensive understanding, evaluation and rationale.

• Assured understanding of viable ways forward and of arts administration processes that would be applied in adapting to the 
situation.

• Opinions and judgements are well supported.

• Detailed analysis, with a coherent and fully justified recommendation including legal and financial costs.

• There is a well-developed line of reasoning, which is clear and logically structured with good links to the scenario.

Examiner comments

As the logistical challenge of Question 10 intentionally has no readily definable solution. There were a wide range of answers seen. 
Effective responses showed administrative thinking and knowledge exercised in an organised approach, which recognised that 
the core of the answer lies in identifying and evaluating the implications of the changes that must be made within a narrow set 
of options. It was to be anticipated that the number of very confidently structured responses was likely to be limited, but a broad 
number of secure answers was seen also. The best answers recognised that the arts administrator has to work within the constraints 



UNIT 32 FEEDBACK

29

OCR LEVEL 3 CAMBRIDGE TECHNICALS IN PERFORMING ARTS

29 © OCR 2018

of a situation where realistically the main choices were to cancel or find logistical solutions to adapt and perform at the rescheduled 
event. Financial considerations had to be central to the reasoning for the answer to be credible. Good answers showed depth of 
understanding in considering the range of implications these options would be likely to have upon the company. Not all answers 
seen made a recommendation, although the given scenario was clear that one would have to be made; an either/or response left a 
degree of uncertainty about how to go forward.
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Question 10
General Commentary

The ability to adapt to suddenly changing circumstances at short notice is part of an Arts Administrator’s role. This unit should teach 
that it is essential to recognise the Arts Administrator’s powers to direct what can happen are limited to deciding what the company 
might do; he/she has no authority to change anything else. If the festival is going to move dates, the issue is whether to move with it 
or whether not to, and the practical implications for each. 

The three key elements are whether the attractive fee will cover any additional costs if the date is moved, and whether the festival 
will still attract sufficient audience for this to showcase the company’s work and be a springboard to greater things; thirdly whether 
this will impact on the commitments of the company and its staff. This paper is unusual in that the candidate has to construct a 
scenario within the given scenario to address this, in which they show their skills and understanding of how to adapt to changing 
circumstances. 

Imaginative thinking and the ability to juggle the logistics of the imagined company realistically and practically at short notice to the 
benefit of all concerned is the challenge, and it is a not unrealistic one in the world of performance.
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Exemplar candidate work

Question 10 – Low level answer
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Commentary

Examiner comment: second half of the short answer is off-scenario, and a general unsupported recommendation.

This answer could be improved by keeping the focus of the argument on the concerns raised and suggesting how they could 
realistically be overcome. 

This answer opens by addressing with key issues: loss of what has been paid for accommodation and transport and the possible 
unavailability of those who are contracted to the company. Reference to contingency is rightly the next thought but the thinking 
falters with ‘if the contingency setup doesn’t work’. The idea that a performance event would have a back-up venue as a standard 
contingency is somewhat unrealistic, but offers some broad sense of how contingency is meant to work. 

There are incomplete lines of thinking but which lead to an appropriate recommendation: 

• The answer assumes that there is viable contingency, but does not identify its components. 

• The ending of this answer recognises that performing a week later would ensure the company will still get paid and will 
promote its work. This supports to a basic level the recommendation that has been made, although the key concerns raised at 
the outset remain unanswered, leaving the answer somewhat incomplete.
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Exemplar candidate work

Question 10 – Medium level answer
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Commentary

Examiner comment: secure overall.

This answer takes the viable approach of considering options in turn with a short conclusion. However, it somewhat 
compartmentalises working through the issues weighing up benefits and problems. It could make a stronger case if it had a clearer 
line of argument evaluating clearly and completely the issues of each problem.

The option to ‘continue with the production’ recognises production cast availability may be a problem; it assumes recasting will 
address this, without considering the wider implications; offstage crew issues are also not included, leaving the point incomplete. 
The possible cost of extending equipment hire is recognised but how this may impact on budget is not addressed. ‘Admin work’ in 
rechecking policies seems a minor and undefined issue elevated to a major one. Which policies and why this would be a lot of work 
is unclear.

The second option beginning ‘Alternatively’ seems actually to be a continuation of the first; this makes for a degree of confusion in 
the line of argument. The possibility of extra time is raised as benefit for rehearsing, marketing and audience. However the obvious 
cost implication is omitted, leaving this point incomplete at first sight but with then an afterthought - that the extra time could also 
be used to claim ‘some money back’ from the festival ‘for the inconvenience caused’ Clarification is needed to credit this point, and 
the full implications of going forward with the date change have not been explored. 
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The following argument that pulling out of the festival will have financial benefits is questionable: is it likely that equipment hire 
companies will give full refunds for unused equipment rather than having non-refundable contracts or at least a significant deposit, 
as part of their own contingency operating practices? Again there is suggestion of claiming money back from the festival organisers, 
but it is not clear that the festival organisers would be financially liable for a change of date caused by clashing events. It seems 
unlikely that the festival would offer contracts with payout clauses for cancellation or change of date circumstances. There is some 
credit awarded for thinking in contractual terms, but the points discussed show incomplete understanding of what is likely. 

The conclusion drawn follows only tentatively from having considered both options, referencing the undefined ‘admin work’ and the 
uncalculated assertion that there will be less of a financial loss to continue than to cancel. Whilst this may be possible, finance issues 
have not been thoroughly assessed.

Overall, this is an answer which needs clearer and more complete points of argument.
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Exemplar candidate work

Question 10 – High level answer
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Commentary

Examiner comment: Some calculation and evaluation of options, generally viable; confident overview of situation in context.

This answer develops an overarching confident grasp of the problems and their implications. It begins by considering the 
implications of both scenarios simultaneously, but builds into a strategy for managing the whole situation to accommodate both 
events. It expands ambitiously, to the point of stretching the performers perhaps more than is entirely reasonable. This is perhaps 
the weak point in the plan: the argument becomes certain of what should happen, but does not always investigate and resolve the 
implications. 

The discussion extends in either/or terms of continuing as it relates to transport and accommodation, and that this may clash with 
contractual obligations. This is likely to be core to such circumstances. Recognition of this establishes this as an informed answer, not 
just in the possibilities of legal disputes and whether the contract might hold in this situation. This appears as a small point, but it 
demonstrates high level thinking in recognising an overriding concern to any performance group, that goodwill must be protected 
as it drives the performance business.

There is a shift here to a process of active thinking of how the practical logistics of the festival scenario could work in the company’s 
favour: limited cancellation of tour dates for only two performances on one day, a simple get-in and get-out to the festival; only 
needing to take costume, make-up and cast. This mental juggling of what is going on at the tour stop while the festival performance 
is being managed is very much what performers can expect from a creative-minded administrator in reality – one who will find ways 
of doing two things at once and making them both happen.

Perhaps just within the reasonable bounds of administrator thinking, this one is willing to have its performers travel overnight 
and thereby avoid also any accommodation costs “and they’d get there in the same space of time as they would’ve originally”. 
Logistically, this is undeniably possible, but somewhat extreme; the condition of the performers to do a show the next day might be 
questionable. Without prior agreement with the travelling performers and crew, it might give rise to company insurrection. 

The administrator thinking from this point seems to be growing in confidence, having covered all bases, and begins in the last 
phase to consider asking the festival for an increase to the already attractive fee. This has a specific basis: cancelled tour dates, 
“accommodation and transport fees that would’ve had to be changed” recognising these may still incur fees. There has been 
consistent and assured detail in thinking to this point. It then adds another idea for negotiating terms with the festival, the possible 
refunding of tickets that had already been bought for the cancelled tour date. 

There is not a separate recommendation made at the end, which would be desirable to make this answer entirely complete as a 
prepared presentation to the owner; there is an expectation that this should be present in the sphere of the question. This answer 
has driven through its intentions clearly and the recommendation is apparent in the thinking in the middle section, ie, that it is 
possible to manage both events with a single date cancellation to the tour. 

The short final statement restates its argument simply and with assurance, with two almost unarguable points. It is hard to conceive 
that this would not convince the company owner.
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