
Year 9 Half Term 1:  Pre Production Documents

Spider Diagrams
A spider diagram is often used for planning or creating ideas. It uses a 

structured layout to explore ideas. A spider diagram allows you to think 
about the main idea and then how the ideas are seen to be present in 
many parts. It starts with a central idea and branches out. Each branch 
will have a node. It is important that the nodes follow a logical pattern.

Visualisation diagrams

What are they?
• A visualisation diagram shows in a visual way what something might 

look like.
• It can be used for still images and graphics projects such as poster 

designs and CD/DVD covers.
• A visualisation diagram could also be used to show the layout of a 

web page, multimedia display, game scene, character model, comic 
book layout etc. 

The visualisation diagram will show both the content and position of 
different elements such as
• Images
• Graphics (Background style, borders)
• Text (Font style, size, and colour)
• Navigation (Location and style of buttons or menus, only on a 

website or interactive presentation)

Mood boards
A Mood board is a type 
of collage consisting of 
images, text, and 
samples of objects in a 
composition. They may 
be physical or digital, 
and can be "extremely 
effective" presentation 
tools. You can use 
mood boards to show 
ideas for a wide variety 
of product from posters 
and DVD covers to 
animations and TV 
adverts.

A mood board is a great 
visualisation tool to 
show theme, colour 
schemes, font, textures 
and the general 
appearance of your 
product.

Glossary

Mood boards – Collage to 
collect ideas

Client requirements - building 

project might initially include a vision, 
mission and objectives for what they 
wish the project to achieve

Spider diagrams – are visual 

tools used to organize data in a logical 
way

Node – main theme of the spider 
diagram

Sub node – branches off the main 
theme of the spider diagram

Visualisation diagrams –
Drawing of what you want your 
final product to look like
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Glossary:
Target Audience

Categories:
Age – need to be clear about the age group. (E.G. 6-12, 12-
18, 18-40, 40+)
Gender – male/female
Location – local, national, international
Ethnicity – background, culture, race, religion, language
Income – how much they earn from their jobs 

Client Briefs

Purpose of client requirements:
Provide the media developer with outline 
information and any constraints (timescale)
Clear statement of what is to be produced

Content of client requirements:
Statement of what media product is needed
Purpose of the media product
Target audience
Content to be used e.g. types of images and 
text
Timescale – when it needs to be done by
House style e.g. fonts, colours
Theme/genre/style of the product

Market research:

Primary sources: the information is obtained 
first hand from an original source – new 
research
Secondary sources: the information is obtained 
second hand where somebody else has created 
the data

Client briefs –
Statement of what 
the client wants from 
a product

Target audience: a 
particular group at 
which a product such 
as a film or 
advertisement is 
aimed

Market research: the 
action or activity of 
gathering information 
about consumers'
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Glossary: File names
• Save work with clear file names and sensible folder 

structures
• Use version control to show the different versions of 

work and to show the improvements across the 
different dated versions e.g. work v01, work v02 and 
work v03…

Scripts
A script is a document that outlines every aural 
(speaking), visual (what you can see) 
behavioural (body language), and lingual 
element required to tell a story. The script is 
only used as an outline as it will be interpreted 
by many different professions such as the 
director, cast, editor, and production crew. 

Legislation/Law

Slug Line: A slug line, also 
called a master scene 
heading, occurs at the start 
of every scene and typically 
contains three pieces of 
information: whether the 
scene is set inside 
(interior/INT.) or outside 
(exterior/EXT.), the specific 
location, and the time of 
day.
Dialogue: A dialogue is a 
literary technique in which 
writers employ two or 
more characters to be 
engaged in conversation

Data: individual units of 
information

Legislation:
a law or a set of laws that 
have been passed by 
Parliament. The word is 
also used to describe the 
act of making a new law.

Data 
Protection

A series of UK laws designed to protect 
individuals and there personal data.
Organisations can not collect and keep 
your personal information without 
following this law.
Everyone has right to view and correct 
data.
Data has to be accurate, for a specific 

purpose and secure.
The company could be fined of they fail 
to protect your data.

Privacy People have this right and it should not 
be invaded

Defamatio
n

Can’t say nasty things about 
someone/an organisation without 
proof.

Libel – written
Slander – spoken/verbal
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Glossary:

Digitise - The 
process of 
converting 
documents into 
a digital format 
for a computer.

Hardware -
Physical 
equipment that 
can be used 
e.g. Computer, 
Keyboard, 
Mouse.

Computer -
This devices 
allows you to 
connect all of 
the other 
devices to it

Scanner –
A scanner can 
be connected 
to a computer 
to let someone 
create a digital 
version of an 
image.
Camera –
A camera is a 

very easy 
method of 
digitising pre-
production 
documents at 
an acceptable 
quality.
Graphics tablet
Graphics 
tablets allow a 
user to draw on 
a computer 
easier than 
using a mouse.

Hardware 
Digitising means converting documents into a digital format for a computer.
The hardware required to make a document digital may include:

Computer
Scanner
Camera
Graphic Tablet

Legislation

Intellectual
Property

Series of laws e.g. copyright and trademarks that mean that you own the work that 
you produce

Copyright ©  

Trademarks ™ (logos)

If its published it has copyright protection
‘Published’ includes books, magazines, music, movies, all content on the internet.
To use a published resources you must:
• Contact the owner
• Ask for permission to use it
• Often you will need to pay a fee

Copyright - Open licenses Some people are happy for their products to be used by others but still want to have 
some protection.
Creative Commons: A license agreement the creator chooses that lets you use that 
persons resources. However, you will still need to cite the source!

Certification or classification Different countries have laws on what is allowed to be seen and shown.
Certification is the process of informing the audience broadly on the suitability of 
content.
Games and Films:
PEGI: fear, violence, online, language
BBFC: drugs, sex, horror, bad language
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Glossary:
Risk 
assessme
nt - A 
process 
of 
reviewing 
potential 
risks that 
could be 
involved 
in a 
project

Safe 
Working 
practices 
- Tell 
someone 
how to 
complete 
a task 
with 
minimum 
risk

Location 
Recce -
Visiting a 
location 
to check 
it’s 
suitability 
for 

filming 
prior to 
recording

Health and Safety
Repetitive Strain Injury
RSI is a repetitive strain injury is an "injury to the musculoskeletal and nervous 
systems that may be caused by repetitive tasks, forceful exertions, vibrations, 
mechanical compression, or sustained or awkward positions. 

Eye strain
Many people who use computers complain of eye strain. Looking at a monitor 
for a long time can strain your eyes or can make any other problems you are 
having with your eyes seem more noticeable. Symptoms include:
Eye discomfort; Headaches; Sore, tired, burning or itchy eyes; Difficulty 
focusing

Back ache 
Sitting for long periods in front of a computer is storing up trouble. No matter 
how good your positioning, it is important to get up every so often.
seating posture
computer screen position
chair height
keyboard position
mouse position
desk equipment layout

How to avoid injuries consistent with long periods of computer use.
Make sure equipment is properly positioned.
Use chairs that can be adjusted to suit the height of the person using it and 
the desk they are working at.
Avoid glare from windows or lights on computer screens.
Take regular breaks.

Site or 
Location 
Recce

A visit to a specific location 
that will be used for recording 
purposes. The purpose is to 
check access, see what is 
there, identify the best 
positions and assess 
environmental 
considerations. May include:
• Location
• Access
• Lighting
• Health & safety issues
• Availability of power
• Environmental 

considerations
• Any other issues

Risk 
assessm
ent

Must be stored to cover you 
and any organisation that you 
work for in case of claims. 
Helps to identify and 
minimise the risks.
• Identify hazards and 

dangers
• Decide who might be 

harmed and how
• Evaluate the risks and 

decide on precautions to 
be taken

• Record findings and 
implement them

• Review assessment and 
update if necessary
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Glossary:

Compression 
– Making a 
file size 
smaller

Lossy –
Making the 
file size 
smaller but 
losing some 
of the 
quality

Lossless- File 
size smaller 
without 
losing any of 
the quality

Pan: 
swivelling a 
still or 
video camer
a horizontall
y from a 
fixed 

position

Tracking:  
A tracking sh
ot is any shot 
where 
the camera f
ollows 
backward

Storyboards 

What is a storyboard?
A storyboard is a graphical representation of how you want your 
media to unfold, shot by shot.
It is made up of a sequence of pictures representing each shot, with 
notes about what is going on in the scene.
It is like a comic book version of a script
What makes up a storyboard?
• Storyboards are a combination of:
• Images
• Camera angles
• Lighting
• Sound effects
• Background music
• Motion arrows
• Dialogue
• Scene timings
Storyboards are cheap and effective ways of sharing the vision you 
have for your design.  They also speed up and simplify the production 
process, as you have a clear sequence and idea of what each shot 
entails.

Compression
What is lossless 
compression?
Making the size of a file 
smaller without losing any of 
the information in the file. 
EG a zip file, GIF

What is lossy compression?
Removing some of the data 
from a file in order to reduce 
its size.
EG MPG, MP3

What are the 
disadvantages?
Once a file has been 
compressed as a lossy file it 
cannot be restored to its 
original condition
Lossy files often cannot be 
changed or edited and 
certainly not as originals

What benefits are there 
from compressing a file 
using this technique?
A certain degree of 
compression is hardly 
noticeable in terms of 
quality and lossy files take 
up less space and can be 
sent electronically far more 
easily

Camera angles:
1. Extreme Wide Shot
2. Wide Shot
3. Medium Shot 
4. Medium Close Up
5. Close Up
6. Extreme Close Up

Camera Movements :
1. Pan
2. Crab/Tracking/   

Trucking
3. Track
4. Zoom
5. Ped
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Glossary:

File type: 
A file type is 
a name given 
to a 
specific kind
of file.

Hardware: 
physical 
parts of 
a computer s
ystem

Software: he 
programs 
and other 
operating 
information 
used by a 
computer

Version control

Save the document according to file naming guidance/good practice. 
Save a first draft version as 

“(File name)_V_0.1”  
Subsequent draft versions V_0.2, V_03, V_0.4 

When a document is a  final/approved version it becomes version V_1.0 

Subsequent first versions V_1.2, V_1.3, V_1.4 ..
Approved versions will become 2.0

Hardware/Software

Hardware Software 

The devices and equipment that could 
used to create or digitise pre-

production documents

Types of applications installed on a 
device that could used to create or
digitise pre-production documents

• Computer system
• Keyboard
• Mouse
• Graphics tablet
• Microphone
• Speakers
• Monitor
• Camera
• Scanner
• Pens/pencil/paper

• Microsoft Office Publisher – used 
to create a mood board, 
storyboard, visualisation 
diagram

• Word – used to create a script, 
storyboard

• PowerPoint – used to create a 
mood board, visualisation 
diagram

• Web browser (IE, Chrome)
• Dedicated software – mind map, 

Dreamweaver

File types

You should be able to 
select appropriate file 
types for specific products 
and explain why you have 
chosen them.

Product File types 

you could 

use
Video WMV, 

MPG, MOV, 

FLV
Song MP3, WAV, 

OGG 

VORBIS
Script DOC, PDF
Poster TIFF, PNG, 

JPG, PSD, 

PNG, GIF, 

BMP
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Glossary:

Work Place -
Plan of tasks 
for a project 
with suitable 
timings and 
resources 
listed.

Schedule - A 
plan of tasks 
to be carried 
out with the 
time each 
should take 
place.

Contingency –
Allowing for 
more time 
incase of 
delays, extra 
costs and 
unexpected 
events.

Work Plans
What are work plans?
•Work plans are created to organise the sequence of steps that need to be performed to complete a project.
•They show the order the steps should be performed
•They show the time allocated to complete each step
•They may include information about required resources
•They may include information about the location for each step (eg different filming locations to record a video)
•They should include a contingency plan
•They can be displayed as a table or graphically in a Gannt chart
Contingency plans:
Contingency plans are often built into a work plan to allow extra time in case of setbacks. This could be due to:
•Equipment failure
•Workers off sick
•Conditions are not suitable for filming
•Health and safety concerns
Table based Work plans
These work plans are represented in tables. They allow more information to be stored in them than a Gannt chart, as
they can include resources and locations.
Fill in the missing cells on this work plan for creating a YouTube video
Gannt Charts
Gannt charts show work plans in a graphical way. Although they may hold less information than a table based
approach, it is easier to visually track the sequence of events that you have to perform, and check if you are on
schedule. They are often created using spreadsheet software.

Task Time Resources Location
Storyboard created 1 hour Office

3 hours Camera and actors Studio
Editing 4 hours Studio
Upload to Youtube 2 hours Office
Contingency plan 2 hours Various Various
Total 12 hours
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Glossary:
Mood boards –
Collage to 
collect ideas

Client 
requirements -
building project 
might initially 
include a vision, 
mission and 
objectives for 
what they wish 
the project to 
achieve

Client briefs –
Statement of 
what the client 
wants from a 
product

Target 
audience: a 
particular 
group at which 
a product such 
as a film or 
advertisement 
is aimed

Market 
research: the 
action or 

activity of 
gathering 
information 
about 
consumers'

L04 Essays
The last question on the exam will be an essay where you will have to review the suitability of either a script, 
storyboard, mind map, moodboard or visualisation diagram.

• You need correct spelling and grammar
• You need an equal amount of strengths and weaknesses
• You need to link your strengths and weaknesses to the document and context in the question

Paragraph 1 – Introduction
• What is the documents purpose?

Paragraph 2 – WWW
• What features does it have that should be there?
• Why do these help to suit the products aim and audience?

Paragraph 3 – EBI:
• What features are missing that should be there?
• How does this stop it from being suitable for the brief?

Paragraph 4 – Conclusion:
• Finally – is it suitable or not for it’s purpose, client and target audience?  Why or why not?


