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To explain clearly and concisely the procedures to follow when creating or amending NENC Healthier Together content.

Aim

To guide all parties engaged in adding content to NENC Healthier Together website.

Change request form: Email nencicb.northernchildnetwork@nhs.net to get a copy of the form.

Content monitoring

The site administrator
will randomly check
content articles
against the
appropriate style and
accessibility
guidelines.

New/content amend page request

A new/content amend page is requested added to NENC
Healthier Together website by a contributor.

The HTPG decide if

Approval for the page is requested from Healthier
Together Programme Group (HTPG) on a change
request form (available by emailing
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the page is required
and send decision
back to the

nencicb.northernchildnetwork@nhs.net)

If approved the page content is created.

'

Create the page content

A contributor creates a new content or amends an
existing page. It is sent to the subject matter expert
(SME)/Clinician for factual approval.

When content has been approved by the SME/Clinician
the contributor forwards it to the site administrator on a
change request form.

A page draft is created

The site administrator prepares the new or amended
page using the appropriate template and saves the new
content as draft.

The draft page is sent as a PDF to the contributor for
design approval and to check for accuracy by the
subject matter experts (SME).

When the page is prepared, it is sent to the HTPG for full
approval. When approve the page is published.

Page is published

The site administrator publishes the page and sends
the URL to the contributor.
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If the HTPG require
any changes it is sent

contributor.

Content refined

If the SME/Clinician
is not satisfied with
the article factual
content, it is returned
to the contributor to
make the necessary
changes.

Content checked

The SME /clinician
checks the authored
content for factual

accuracy.

Draft page refined

back to the site
administrator

Draft checked

The HTPG check the
draft page and
approve to go live.

1|SOP NENC Healthier Together


mailto:nencicb.northernchildnetwork@nhs.net?subject=NENC%20Healthier%20Together%20Change%20Request%20Form
mailto:nencicb.northernchildnetwork@nhs.net
mailto:nencicb.northernchildnetwork@nhs.net

Child Health m

® _ ©
and Wellbeing Fm ‘
Network ‘* North East and
O™ Healthier Together North Cumbria

Output and deliverables arising from these procedures

Outputs will be accurate, up-to-date websites supported by clear records of all content changes. The annual rolling maintenance program
ensures all content is regularly reviewed and updated.

Validation of outputs

The CHWN Delivery Manager — Integration Centre will monitor the NENC Healthier Together content at regular intervals via meetings with the
website administrator.

Interpretation of outputs

The Senior Administrator should ensure that all changes to content are requested and authorised in line with the procedures set out in this SOP.
The Senior administrator will keep a record of all requested changes including dates, requested by and summary of change requirements.

Risk

Failure to follow these procedures will result in non-suitable or unapproved content being published. This has the potential to cause inaccurate
information being communicated and adverse media coverage for NHS. Not adhering to the procedure could result in important content missing
deadlines.
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