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3.1 Next Step Case Study Template

	Are you happy to participate and allow your case study to be used in regional and national publicity to promote Next Step?

	

	Yes
	
	No
	Do not continue with the interview

	Your name *
	First name
	

	
	Surname
	

	Town of residence *
	

	Marital status 
	

	Age*
	

	Contact details * (phone and email)
	

	Date of the interview *
	

	1. When did you first contact Next Step? Have you spoken with an adviser on the telephone or face to face? How many times have you been in touch with Next Step so far? 

	

	2. What were the circumstances that led you to contact Next Step? * (For example, did you need help in getting into work, changing career or moving up the career ladder? )

	

	3. How did you first hear about Next Step? * (For example, were you referred to Next Step by anyone, e.g. Jobcentre Plus, or did you find out about Next Step online?)

	

	4. Tell me a little bit about yourself. Are you in a full-time education/employment or are you unemployed? If employed: Where do you work? Do you have any children? 

	

	5. Please tell me about your Next Step experience. How did the Next Step adviser help you? What advice did they give you?  Have you followed the advice? 

	

	6. Did you complete an Action Plan? Did you use the website and the online tools, such as the CV builder or skills health check? Did you find these tools useful?

	

	7. Do you now have a clearer idea of where you are heading and how to get there? Where do you think you would be if you hadn’t contacted Next Step?

	

	8. What difference has contacting Next Step made to your life? * What has been the best thing about it? Has it improved your confidence?  Was confidence preventing you from improving your life?

	

	9. What has happened as a result of contacting Next Step? * (For example, have you got a new job or gone on to further learning? How’s it going? Do you think your prospects have improved as a result of speaking to Next Step?)

	

	10. What’s your ultimate aim/ambition? 

	

	11. Have you encouraged anyone else to contact Next Step? 

	

	12. What would you say to someone who was considering contacting Next Step for some        advice but was nervous about doing it? *

	


* these questions need to be answered in full
3.2 Next Step Case Study Approval Form

	Name:


	Telephone number/email address:



	Interviewed by:


	Date interviewed:



	Next Step channel used (please tick all that apply):

	Face-to-face
	

	Telephone
	

	Web
	

	Next Step Case Study Release Form

The text which describes your experience with Next Step is attached to this form. Please read through the text to make sure that it is correct. If anything should be changed, please make your amendments and return the amended version to us with this form.

How we would like to use your story?
We would like to use your story to support the publicity of Next Step and the Skills Funding Agency. This may mean that we send it to journalists who may use it for publication.  

It may also mean that it is used on the Next Step website or in promotional material for Next Step and the Skills Funding Agency. This material may be issued by us or by other organisations on our behalf.

If we give your story to journalists, we will not agree to any press interviews or give your [personal details/telephone number] to a journalist without seeking permission from you first.

Each time we use your story, we would like to use your name and your photo with it.

We would also like to keep our own, private database containing your personal details (including your course details, age and ethnic origin) to help us to find your story more easily. 

Please sign below to show that you approve of the use of your story for these purposes.

Signed:
_______________________________________________

Date:
_______________________________________________

If your story mentions your employer, please check that your employer also approves of your story and its use for these purposes.  Please ask an authorised member of staff to sign below on behalf of your employer.

Authorised on behalf of: ___________________________​​​​​​_________________ 




                                 (name of employer)

Name of person signing: ____________________________________________


Date: ________________________




4.0 Press Release

4.2 Potential news story form
Name:

Address:

Your name:

Telephone No:

E-mail Address:

Website Address:

Type of story (see bullets above):
Give a brief description of the story. Include who, what, when, where and how?

Who should be contacted for more information?

Who should be quoted in any publicity material?
4.3 Press Release Template 
The content will vary depending on what your story is, but it needs to address the fundamental questions who (who is benefiting?), what (what are they going to achieve?), when (over what period of time?), why (what problem is the initiative designed to address?), how (what activities are taking place?). 
Our press release template gives you an outline of the types of things you might like to include. 
Press Release Template                                                                         

Use the Next Step branded Word template which can be found on the Skills Funding Agency’s website: skillsfundingagency.bis.gov.uk/providers/logoanddesignguidance/nextstep/stationery-and-templates/   

HEADLINE IN BOLD AND CAPITALS                                                                                                                                                                                                                                                                                                                                                                                                                                                                      
Be clear on deadline – if under embargo state when it is due for release (please note – do not send anything that you do not want printed as once the media have received it they can use at any time).

Text is aligned left, Calibri font size 12, 1.5 line spacing.

Opening paragraph should set the scene and explain the story in a brief and attention-grabbing way which will draw you into the release and make you want to read on.    
Paragraph 2 is often a quote from the beneficiary or provider explaining how they are benefiting. Use case studies to demonstrate how someone used the service and progressed as a result of it. A further quote from a Next Step Adviser should be sought as appropriate.
Paragraph 3 should explain more about the programme - who, what, why, when, where and how it is benefiting your area - particularly people, businesses and the economy.
Paragraph 4 - expand further, giving details about the programme and how it is being delivered. Also, acknowledge the funding support the programme has received from the Skills Funding Agency and ESF.
Paragraph 5 should conclude the story and give any further information.
For further information, please contact

Name: (insert name of organisation)
At: (insert telephone or email address)
Please remember to use the national phone number for Next Step. 
Notes to Editors: (see section 4.4)
5.0 Photography guidelines




5.1 Photography consent form 
The Skills Funding Agency, or its partners, shall use the photographs in any way in our printed publications and documents or on our website to promote and encourage participation in employment, education and training. Since you may be identified from the photographs, the Skills Funding Agency would like your consent to use the photographs on the following basis:

Terms and Conditions of Photographic Images

1. The photographs shall be retained, and used, by the Skills Funding Agency and its partners for a period of three years from the date that this form is signed. At the end of the three year period, the photographs shall be destroyed unless you consent to a further period of use.

2. The photographs may be published on the Skills Funding Agency, Next Step and partner websites which can be seen throughout the world, not just in the United Kingdom where UK law applies.

3. You understand that signing this release does not guarantee publication of the photograph.

4. You understand that the details you are providing on this form will be held on behalf of the Skills Funding Agency.

5. You can withdraw your consent to the photographs being processed as set out by contacting nextstepcomms@skillsfundingagency.bis.gov.uk 
If you agree to the Terms and Conditions of Photographic Images usage then please sign the Photography Release form below: 
	Photography – Model Release Form

	Model Name:

	Model Address:

	Shoot Date:

	Location:

	If you agree to the usage of the photograph then please sign the boxes below: 

	Signed:
	Date:

	Name (IN BLOCK CAPITALS):

	If the Model is under 18 year of age, a parent or legal guardian’s signature:

	Parent/Guardian signature:
	Date:

	Name (IN BLOCK CAPITALS):
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