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Work/Service Description:


	· Time

	· Day Two


	· 0900

	· Intro to day two


	· 0915

	· Social media channels

· Optimising video for the appropriate channel

· File sizes and limits for each channel


	· 1015

	· Practical 2: Shoot a 90 second video for social media

· Audience, Message, Channel


	· 1130

	· Review rushes so far

· Feedback and tips for further footage


	· 1200

	· Practical 2: Continue shooting video

· Refining your video


	· 1230

	· Ingest rushes for editing

· Picking your best shots


	· 1345

	· Practical 3: Edit your video

· Making your story flow


	· 1430

	· Review progress so far

· Feedback and tips for further editing


	· 1500

	· Practical 3: Continue editing 

· Polishing your video


	· 1600

	· View finished videos


	· 1645

	· Implementing your skills in your role


	· 1715

	· Wash-up/review of learning objectives



	Social Media for News

· Time

· Session

· 0900

· Welcome – Intro to course

· Course aims and objectives

· Individual learning goals

· 0930

· Writing social media posts properly

· Using the correct channels

· Channel style and house style

· 1030

· Shooting smartphone video and publishing straight to social media

· Getting good footage

· Cutting your footage

· Formatting your footage for the channel

· 1345

·  Covering events on Social Media

· Live tweeting 

· Taking images

· Monitoring the conversation 

· 1445

· How journalists use social media to monitor stories, helping Press Officers stay ahead of the story

· 1545

· Easy evaluation to measure how widely has a story has gone; or the impact of news content

· Views vs engagements

· Using analytics

· 1700

· Wash-up/review of learning objectives

Graphics and Templates

· Time

· Session

· 0900

· Welcome – Intro to course

· Course aims and objectives

· Individual learning goals

· 0930

· Introduction to graphics

· Using graphics effectively

· 1030

· Use of templates

· Using templates in Premiere Pro and After Effects

· 1200

· Making GIFS

· Simple techniques for creating GIFS

· 1345

· Beginners After Effects

· Graphic/info based videos

· 1500

· Basic Animation

· Storytelling without video

· 1600

· Enhancing Video

· Giving your video a high-end finish

· 1700

· Wash-up/review of learning objectives

Podcasting and Producing Great Audio

· Time

· Session

· 0900

· Welcome – Intro to course

· Course aims and objectives

· Individual learning goals

· 0930

· The media landscape and why podcasts matter

· 1030

· The art of audio storytelling

· 1100

· Practical 1: Recording a story

· 1130

· Audio editing

· 1230

· Distribution on social platforms

· 1300

· Showcase practicals; wash-up/review of learning objectives




ANNEX A
STATEMENT OF TRAINING REQUIREMENT FOR THE PROVISION OF DIGITAL CONTENT TRAINING FOR DEFENCE COMMUNICATORS

INTRODUCTION

1. This Statement of Training Requirement (SOTR) details the Authority’s requirements for a blended learning approach for Digital Content Training for Defence communicators. 
BACKGROUND

2. The Directorate of Defence Communications (DDC) underwent a transformation and restructure programme in 2014 and has been continually transforming and improving since that time with the Defence Communications Change Programme in 2016/17 and with the recently launched Continuous Improvement Programme in 2018 (CI18). Communications Professional Development capability has been a key strand in all the above programmes.

3. As part of a Government-wide communications capability review programme across Whitehall and Arm’s Length Bodies, the Cabinet Office conducted a Defence Communications Capability Review (DCCR) during May-Jun 14.  This audit reviewed the Defence public relations, internal and marketing communications capability of four military and five Defence civilian organisations. It also obtained the views on communications from senior leaders across Defence. 

4. In 2014 the DCCR conclusion was that Defence was failing to capitalise on the potential of digital. However, the 2017 Capability Review acknowledged that this had been the most significant area of improvement that the review team witnessed. DDC has made huge advances and now operates a digital first approach, and is generating original, rich content that is frequently used by traditional and non-traditional media channels.  MOD now has the reputation across Other Government Departments (OGDs) as a Digital Beacon Department.

REQUIREMENT
5.  The requirement is to maintain and continue to build on the digital expertise in Defence Content Services, Campaigns, News and Internal Communications within DDC in order to maximise the internal and external communication effect. It is envisaged that there will be a minimum of 36 communications staff requiring training over a one year period. However the contract should be flexible enough to also provide training to other communications staff across Defence throughout the duration of the contract. The first cohort of trainees should begin training no later than 1 month after contract award.
6. The contract will be for one year with the option to renew for a further year, plus the option to renew for a further additional year, following reviews by the Authority.  Therefore the contract will be a 1 year + 1 year (optional) + 1 year (optional) contract. The decision as to whether the contract will continue into the next optional year will occur after the 2nd formal review each year e.g. 4 months before the end of the current year but timings will be discussed with the Contractor at the start of the contract.
7. The Contractor shall ensure that the courses are delivered in accordance with the required programme outlined in the Course Requirements below to enable professional communicators to meet their objectives at the end of each course. It is essential that the Contractor has a sound understanding of Defence issues and public relations.  
8. The Authority, through liaison with the Contractor, will be involved in any curriculum developments to ensure it still meets the changing needs of the students. This will be reviewed on a monthly basis and formally reviewed every quarter.
BENEFITS

9. The benefits of the blended learning approach for Digital Content Training delivered predominately in London is to enable DDC's internal and external communications to be delivered with increased efficiency and effectiveness, for key outputs such as support to operations, news, campaigns and PR events.  This will include:

a. Continual embedding of industry best practices across DDC.

b. Continual increase in agile production of quality and relevant video and imagery content on social media.
COURSE REQUIREMENTS

10. The Contractor shall deliver the following suite of courses to the requirements as outlined in the table below, Table 1. All courses are to be classroom-based, with a hands-on, practical focus. 

11. The table outlines the minimum expected number of courses and places required by DDC per course. However, the contract should be flexible enough to have the option of adding additional courses for DDC or for other communicators across Defence. 

Table 1. Course content.
	Digital Video Content Creation Course

	Duration:5-Day course 
Objectives: To produce great video content from concept to finished product for use online, including: 
· Planning - all the things you need to consider before you start filming. 

· Shooting - how to shoot using smartphones and other cameras; how to use lights, mics, and tripods to make your footage shine.

· Editing ​- use Adobe Premier Pro to cut raw footage in to a polished story, and how to use basic graphic techniques to increase your film’s impact.

· Socialise - Understanding the strengths of different social media platforms, and how to tailor your video for social media.

· Best practice - for Internal Communications practitioners using Digital.     
Frequency: 2 Courses per year with a minimum of 3 students per course, with the option of adding additional courses.
Location: Course to be delivered at Contractor site close to London.  Contractor to provide all necessary hardware and software.


	Advanced Video Editing Course 


	Duration: Two-day advanced video editing course. 
Objectives: For students who have already done the Digital Video Content Creation course or who are more experienced content creators, editors or photographers. In depth training using Adobe Premier Pro.      
Frequency: 2 courses per year with a minimum of 3 students per course, with the option of adding additional courses.
Location: Course to be delivered in Main Building, Media Suite, London.


	iPhone Filming and Editing 

	Duration: Two-day course 
Objectives: To teach students how to make a film using just a smartphone (an iPhone 6 as minimum).  It is required to teach the following: 

· Planning - what you need to consider when filming.

· Shooting - how to make it look professional.

· Editing - how to use Adobe Premier Pro, how to make your footage flow.

· Sharing - how to socialise content, and tailor video for social media.   
Frequency: 3 courses per year with a minimum of 2 students per course, with the option of adding additional courses.
Location: Course to be delivered in Main Building, Media Suite, London.  The Contractor shall provide the iPhones with any necessary software.

	Social Media for News 

	Duration: One-day course 
Objectives: To help Press Officers understand how journalists use social media, how to quickly and effectively write social media posts, and advanced techniques like live tweeting, rebuttal, and a major or international incident.
Intensive course covering everything news professionals working in Defence need to know with a real focus on practical advice. 
It needs to cover:
· How to write social media posts effectively.

· How to shoot smartphone video and publish straight to social media.

· Covering events on social media - live tweeting, taking images, monitoring the conversation, major or international incident.

· How journalists use social media to monitor stories helping Press Officers stay ahead of the story. 

· Easy evaluation to measure how widely a story has gone or the impact of news content.
Frequency: Two courses per year with a minimum of 3 students per course, with the option of adding additional courses. 
Location: Course to be delivered in Main Building, Media Suite, London.


	Podcasts and Audio techniques 

	Duration: Half-day course in audio and sound
Objectives: How to plan and deliver compelling audio content and podcasts for digital media.
Frequency: Two courses per year with a minimum of 3 students per course, with the option of adding additional courses.
Location: Course to be delivered in Main Building, Media Suite, London. 


	Use of Graphics and Templates  

	Duration: One-day graphics course 
Objectives: To enable students to be confident in using modern digital graphic techniques and to be able to create suitable graphic treatments to digital video. Course to include:

· Use of templates in Adobe Photoshop and Premier Pro. 
· Awareness of Adobe After Effects, animation, motion graphics and post production. 
· Students will need access to Adobe Premier Pro 2018. 
· Teaching approach needs to be a mixture of lectures, demonstrations and hands-on practical training.
Frequency: Two courses per year with a minimum of 3 students per course, with the option of adding additional courses.
Location: Course to be delivered in Main Building, Media Suite, London.


12. The Authority reserves the right to increase the number of courses throughout the term of the contract and the number of students per course. However, the Authority will need to be advised as to the maximum number of students per course and the cost implications.
13. The expected location of most courses will be in Main Building, London.  However, there may be occasion where courses are held at other Defence sites across the UK or at the Contractor’s site.  This will be agreed between the Authority and the Contractor at the time of booking the courses.  

14. The Authority reserves the right to postpone any course without penalty or payment if it has given 4 weeks written notice.
15. The Authority reserves the right to substitute individuals without notice.

AUTHORITY RESPONSIBILITIES
16. The Authority will nominate an Account Manager (AM), who will act as the Authority’s administrative co-ordinator to oversee the process and ensure continuity with the Contractor through a single point of contact.

17. The contact details for the AM shall be provided on contract award and shall:

a. Notify the Contractor of how many trainees will require places on the first course for Year 1 within 2 weeks of contract award. 

b. Confirm the course booking requirement no later than 4 weeks prior to the start of course date and provide the Contractor with individual student names no later than two weeks prior to start of course date.

c. Respond to any poor performance and ensure that disciplinary and/or administrative action shall be taken with regard to the student when appropriate.   

d. Report all student absenteeism for compassionate, health or any other reason to the Training Provider within one working day.
18. The Authority will provide all necessary hardware equipment and software for DDC staff for the courses held in Main Building, London, except for iPhones which shall be provided by the Contractor.  For courses held at other Defence sites or at the Contractor’s site, the Contractor shall provide all necessary hardware and software unless otherwise agreed.

CONTRACTOR RESPONSIBILITIES
Course Assessment Programme Management and Student Performance

19. The Contractor shall provide the Account Manager (AM) with course progress reports after each course for each of the students and identify Continuous Improvement changes following feedback from the students. 
20. The Contractor shall provide a course completion certificate at the end of each course to each student.  This will act as evidence towards student’s Continuing Professional Development.
Support Services – Provision of resources to support all courses

21. The Contractor shall provide joining instructions and all course material/Handbook with questionnaires to identify the students experience/training objectives at least 2 weeks prior to the student arrival. This includes any necessary audio and visual material to deliver the courses.

22. The Contractor shall provide all necessary hardware and software required to deliver the courses held at the Contractor site, which shall be close to London. 

23. The Contractor shall provide iPhones (iPhone 6 as minimum) for the courses that require iPhones.

Qualifications
24. The Contractor shall ensure that all Contractor staff have the appropriate qualifications/experience in order to deliver the required training as stated in this SOTR.
Confidentiality
25. The Contractor shall be responsible for the storage and safekeeping of student data and shall comply with all relevant legislation in this respect (e.g. Data Protection Act 1998).  On occasion, the Authority may request in writing access to student data.
Key Performance Indicators
26. The Key Performance Indicators (KPIs) are listed at Table 2. The Contractor shall provide quarterly reports of their performance against the KPIs.

INTELLECTUAL PROPERTY RIGHTS 
27. Any content created by students during the courses will be Crown Copyright and will be provided to the Authority on request. 

CONTRACT REVIEW
28. Discussion on contractual, process and student issues and delivery of the SoTR will form a standing agenda item on quarterly contract meetings between the Authority and the Contractor with a review to ensure the smooth running and early resolution of any issues identified by any party to the contract. The following items will also be discussed at these Contract Meetings:
a. Monthly Evaluation of courses including feedback from students.

b. Any complaints received.

c. Continuous Improvement changes and progress on any Key Performance Indicators (these are to be discussed with the Contractor).

d. Summary on spend against the contract broken down by each Defence communications area.

FINANCE and Reporting   
29. All payments shall be made through the Authority’s mandated Contracting Purchasing & Finance (CP&F) system.

30. The Contractor shall provide cost options to be used throughout the term of the contract for:

a. Costs for individual students per course, if booking individually. Contractor to advise minimum number of students required to make the course viable.

b. Cost for each course, if booking a complete course for several students. Contractor shall advise the maximum number of students for this cost.

31. The Authority will choose the most cost-effective option of costing at the time of booking.  These costs shall be inclusive of any preparation, overheads, reporting, management etc. but will be exclusive of Travel and Subsistence costs.  

32. Travel and Subsistence costs will be invoiced separately and will only be accepted on submission of receipts and with prior agreement with the Authority’s Account Manager on the most cost-effective method of travel.

33. Payment will be in arrears for each delivered course. 

34. Other Defence Communications teams shall book direct with the Contractor with payment made via CP&F and raised/charged directly to that area. This includes their associated Travel and Subsistence costs.  

35. The Contractor shall provide a quarterly summary to the Authority’s Account Manager of all costs charged to this contract broken down by Defence communications teams for oversight purposes.

Table 2. Key Performance Indicators

	Ser
	Key Performance Indicator
	Definition
	By Whom
	Measure 
	%

	1
	Course Outline
	To provide an outline of the course that details course objectives, itinerary to the Authority’s Account Manager and students.
	Contractor
	At least 2 weeks prior to course start
	100%

	2
	Course Materials
	To provide students with any required course handouts, workbooks, learning literature and any other course materials.
	Contractor
	At least 2 weeks prior to arrival
	100%

	3
	Monthly Evaluation
	To provide the Authority’s Account Manager with evaluation feedback forms from students.
	Contractor
	Within 3 working days of each course end date 
	100%

	4
	Curriculum Developments
	To provide the Authority’s Account Manager with proposed curriculum amendments following student/Authority feedback.
	Contractor
	Within one week of each course end date
	100%

	5
	Quarterly Reports
	The Contractor shall provide the Authority with a quarterly course report for the quarterly contract review meetings.
	Contractor
	Quarterly 
	100%

	6
	Absences
	Inform the Authority within 1 working day regarding any student welfare or discipline issues including any unauthorised absence or absence on sick leave.
	Contractor
	1 Working Day
	100%


“Really fun week – challenging but not overwhelming – and with the right amount of filming and practical.”





“…this course is incredibly educational and immense fun.  It has certainly been a great experience…”








“All feedback received by those who responded to the survey rated the training as “Excellent” or 9-out-of-10 in each category”
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