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The Information Standard Overview Document and Pledge Form

Appendix 1 
The following information is for anyone involved in the production or review of any of The Brain Tumour Charity’s information that falls within the scope of The Information Standard i.e. our set of brain tumour information resources. 
This includes volunteers, health professionals and staff, including the board of trustees.

This document:

· Introduces The Information Standard quality mark.

· Outlines roles and responsibilities of those involved in the information production process.

· Presents our Policy statement and asks for your acknowledgement and support of it.

· Gives our Declaration of Interest statement and asks you to complete the Declaration of Interest form (separate form).
What is the Information Standard?
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The Information Standard is a quality and assurance mark, developed by the Department of Health and now run by NHS England, that aims to help the public identify health and social care information that is accurate, impartial, balanced, evidence-based, accessible and well written. 
The charity gained Information Standard certification in January 2012. 
We have continued to maintain our accreditation through annual assessments of our production and review processes.
Benefits to the public

Today’s wealth of online information can make it extremely difficult for members of the public to ascertain the quality of health information; The Information Standard acts as a simple tool to assist in this.
The Information Standard provides patients and their carers with reassurance that The Charity’s information is of a high quality, enabling them to be, and feel, better informed about their health and treatment options. 

This in turn may facilitate a wider sense of assurance and confidence in the organisation, allowing them to confidently access further support through us e.g. via our national Support & Info Line, or our closed Facebook groups.
Support & Info Line:  0808 800 0004 or support@thebraintumourcharity.org 

Facebook Support Group:  http://bit.ly/facebooksupportgroup
Parents’ Facebook Support Group: http://bit.ly/facebookparentsgroup
Carers’ Facebook Support Group: http://bit.ly/CarerSupportGroup
Benefits to the charity

The Information Standard allows us to demonstrate to the public our commitment to producing high quality information. The rigorous assessment process also reassures us internally that our systems are sound and effective and promotes continual improvement through review processes. 

For further information about the Information Standard, please visit the Information Standard’s website: http://www.england.nhs.uk/tis/ 
How does the Information Standard relate to The Brain Tumour Charity?

The table below gives an overview of individuals involved in the information production system, their roles and responsibilities:

	Role within/relationship with The Charity
	Roles and responsibilities in information production system

	Information Development Officer
	Lead on the production of information resources, such as web info pages, resource packs and fact sheets

Information resources
· Suggesting ideas for new information resources based on enquiries to The Charity/ research or surveys carried out by The Charity, and collating ideas put forward by others
· Carrying out research for content.  (This can also be delegated to other appropriate staff, such as other Information & Support team members)
· Copywriting
· Editing, redrafting
· Seeking and compiling feedback
· Implementing any changes in light of feedback and keeping those who have provided feedback informed of how their feedback has been used (and if it hasn’t, why it hasn’t)
· Précising fact sheets to produce web info pages, and overseeing others involved  in this process

· Project lead for production of resource packs

Information Standard

· Creation of policies, processes and documentation for initial certification

· Annual review of processes (with sign off from the Operations Manager – Central Services) and overseeing the audit processes.

· Prior to publication of the information resource, checking (with designated member of the Communications team) that the information production process has been adhered to.
· Taking relevant information resources through The Information Standard process
· Training other members of Information & Support team in The Information Standard processes

	Operations Manager - Central Services (Lead Management)
	Information resources

· Initial approval of ideas for new information resources
· Content suggestions
· Approval/editing of draft content
Information Standard

· Annual review of processes (Sign off of any changes made by Information Development Officer).

· Overall accountability for information.
· Final approval of each information resource before publication.
· Decisions about action/non-action in relation to conflict of interest from all parties involved in the information production process.

· Should it become necessary, approval to involve third parties in the information production process, and approval of the involvement of specific third parties.

	Information & Support team (within the Services & Influencing Team)
	Factsheets, web pages and information resources

· Under the guidance of the Information Development Officer, carrying out research for information resources.

· Reviewing first draft of information resources and providing comments, particularly in relation to content, tone and sensitivity of language.

· Reviewing the final draft of the information resources to ensure their original feedback has been reflected appropriately.

· For some information resources, producing drafts, with feedback from Information Development Officer to produce a draft ready for initial style guide checks.


	Communications Team
 (incs Lead Management)
	Information resources
· Checking drafts for appropriate tone and language

· Formatting and ensuring conformity to style guide of final draft 

· Prior to publication of the information resource, checking (with Information Development Officer) that information production process has been adhered to

	Health professionals


	Information resources
· Medical review of drafts. Verification/clarification of medical details, provision of medical information. 

· General feedback on information resources.

	Other professionals
	Information resources
· Professional review of drafts. Verification/clarification of relevant technical details, provision of technical information. 

· General feedback on info resources.

	Support Sub-Committee  -  Board of Trustees

(Reps of ‘service users’)
	Information resources
· Suggesting topics and content for new factsheets.

· Reviewing and providing feedback on drafts (occasional).

	Patient and carer volunteers 
(Reps of ‘service users’)
	Information resources
· Suggesting topics and content for new factsheets.  

· Reviewing and providing feedback on drafts.

	Staff member of The Charity not involved in the info production process
	Information Standard

· Responsibility for part of the self-assessment process - checking that the Information production process has been adhered to and reporting findings to Information Development Officer

	External authors (volunteers)
	Information resources
· Researching evidence and creating initial draft
· Rewriting Information resources into children’s versions

Writing animation scripts from information resources


If you would like more detailed information about The Charity’s information production processes, please ask.

Continued on next page…………….
Pledge
In line with the new version (v2.0) of The Information Standard requirements, The Brain Tumour Charity has signed and committed to abide by The Information Standard Pledge.
The Pledge

· You believe that clear, accurate, balanced, evidence-based and user-tested health and care information enables people to make better decisions about their health and care choices.

· You are committed to improving the quality of your health and care information and recognize that by doing so, you can help to improve people’s safety and well-being.

· You believe that the provision of high quality information is a health and care service in its own right.

· You will ensure any public facing health and care information you produce conforms to The Information Standard programme, and that your information is appropriate, clear, accessible, accurate, balanced, evidence-based, referenced, user-tested and regularly reviewed.

· You will maintain the integrity of The Information Standard.
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