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IES (non trial areas) Roll Out Document Process between JCP and Nextstep
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For NextStep





1) The Nextstep CCF





2) The Nextstep SAP





Place in plain envelope, mark ‘Protect: Personal’. If posting to secure storage, place marked envelope in plain S.A.E 

















For JCP





1 Copy of the Nextstep Skills Action Plan  or Failed to Attend   message.





Place in agreed point in office for return to JCP 








Interview the client as normal offering which ever service is appropriate. This will include the offer of a Skills Health Check ( with or without using online diagnostic tool) and resulting in a Skills Action Plan (SAP).





Make a copy of the  Skills Action Plan stamped Protect: Personal (if the client consents) and return to JCP. 





Complete the Nextstep Client Contact Form (CCF) as appropriate.














What paperwork will we receive?





None





Referral - JCP Adviser makes appointment for client via Regional Telephone Access Point. JCP Adviser gives client IES Leaflet. Brief client details can be viewed in online appointments diary.





Paperwork kept by JCP will be:-





JCP  Data Consent Form - confirms client is OK for information to be shared between us and JCP (If signed by client)
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