 
	Unit 5: VIDEO PRODUCTION – Basic Unit Check List
Date   ………………

	
Student name  ………………………………..………               Tutor group …………………………


	Tasks | planning
	Started
	Presented to class/tutor
	Completed

	Storyboard
	
	
	

	Shooting script
	
	
	

	Personnel required
	
	
	

	Location/s
	
	
	

	Equipment needed	
	
	
	

	Health and safety
	
	
	

	Risk assessments
	
	
	

	Tasks | production
	Started
	Presented to class/tutor
	Completed

	Camera set-up
	
	
	

	Film shot
	
	
	

	Correct footage gained
	
	
	

	Lighting 
	
	
	

	Sound recorded
	
	
	

	Music / copyright considered
	
	
	

	Original music created
	
	
	

	Direction 
	
	
	

	Tasks | post production
	Started
	Presented to class/tutor
	Completed

	Labeling & logging 
	
	
	

	Edit choices / 
	
	
	

	Video effects / transitions / fades
	
	
	

	Titles
	
	
	

	Credits
	
	
	

	Copyright considerations
	
	
	

	Promotional teaser
	
	
	

	Group meeting & decisions
	
	
	

	Tasks | review
	Started
	Presented to class/tutor
	Completed

	Time management
	
	
	

	Technical quality
	
	
	

	Clear Report / team or single
	
	
	

	If team did it work together?
	
	
	

	Review of content
	
	
	

	Review of production
	
	
	

	Improvements to be made
	
	
	

	Conclusion 
	
	
	


Sources of information: notes from meetings; drafts; production log (creative decisions, production issues, summary of events); comments from others, eg audience, peers, tutors, client, etc.




