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Use of the Parkinson’s UK website for branch and support group information
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1. Questions and answers on branch and support group* information on the website 

This document provides information about branch and support group information on the Parkinson’s UK website parkinsons.org.uk and processes for submitting content. 
* Branches and support groups are hereafter referred to as ‘branches’ in this document. 
a) Q. Who looks after the website? 

A. There are four Parkinson’s UK staff members who look after the website – Liz Winthrop, Sharon Giles, Jennie Oakley and Dave Morgan. We are responsible for managing and editing over 2,000 web pages, ensuring the site is properly maintained and developing new functionality for the site. We work with different directorates to identify and develop ways in which they can use the web to communicate most effectively with their audiences. 

We also maintain and update web pages for all branches – over 330 of them – and work with regional teams to raise awareness of the website. With limited resource to support all these activities, we need to ensure that content submitted to us for the website is consistently presented and can be quickly and easily uploaded. 

b) Q. Where is branch information displayed on the website? 

A. Details of branches are held in the Local to you section of the website parkinsons.org.uk/localtoyou   

c) Q. How can I access information about a specific branch? 

A. There are two ways.
i) Using the branch finder in the Local to you section parkinsons.org.uk/branches 

OR 

ii) Through the direct web address which has been set up for each branch, eg parkinsons.org.uk/bristol  If you are unsure of the direct web address to use for a specific branch or wish to request an address for a NEW branch, email web@parkinsons.org.uk  
d) Q. How does a new branch get added to the website? 

A. Whenever a new branch or support group is set up, the Branch and Volunteer Support Officer or another regional staff member will usually send all the contact information about the new group to National Office, including details for inclusion on the website. Once we receive this information we will create a web page for the new branch.
e) Q. What branch information can be included on the website?

A. Every branch is provided with a web page to display contact information, meeting times and locations where applicable, eg parkinsons.org.uk/sandwell 
Branches also have an option of adding a News page and/or an Events page to provide more details about their activities, eg parkinsons.org.uk/sunderland  (click on the links for News and Events).
f) Q. What should branches do if they are interested in using the website to display information about their news and events?
A. Firstly, branches should identify and agree a single representative of the branch to be responsible for co-ordinating new content for the website. This may not necessarily be the same person who is recorded on the website as being the branch contact. 
It’s important that this person is confident using email and Word, and understands the need to regularly review and update content. If content is out of date on the site, visitors to the website may assume the branch is not active. 

Secondly, the branch representative should contact the web team on web@parkinsons.org.uk to let us know that they are the contact for their branch. We can answer any questions and give them details about the support area of the website where templates and guidelines are available.

g) Q. How do branches submit their news, events or contact details for updating on the website?

A.  A branch update template has been created for branches to enter their news, events or contact information in a consistent format for easy upload by the web team. When the document has been completed, it should be emailed to web@parkinsons.org.uk 
The branch update template can be found on an area of the website specifically for branches at parkinsons.org.uk/branchweb  Information, guidelines and notices for branch web contacts will also be displayed here. 

h) Q. What should branches do if their contact or meeting information is incorrect? 
A. Changes to contact or meeting details should be entered in the relevant part of the branch update template (see above) and emailed to web@parkinsons.org.uk 
It is important we are notified immediately about any changes or corrections to branch contact data. This information is vital for visitors to the website who are looking for local support – and it must be accurate and up to date.
i)  Q. Will content in other formats be accepted? 

A. No. The layout defined in the branch update template has been designed to provide consistency across the site – and, more importantly, to ensure that content is presented in a format appropriate for reading on the screen. We are unable to rewrite content for branches due to the volume of submissions we receive. 

j) Q. What about copies of branch newsletters and documents? 

A. No - links to copies of branch newsletters and other documents sent in as PDF files or Word documents will not be added.  

The most effective way to display news and events information on the website is by presenting it directly in the body of the page (in the provided format) – rather than as an attachment. 

k) Q. What about photos?

A. Yes – 1 photo only. Due to the volume of content updates we handle each day we can only include one photo on your main branch page. 
This can either be a group shot or an ‘action’ shot of branch members involved in an activity. This needs to be of good quality and wide enough (panoramic) to fit across the top of the web page.

Our Bedford and Lisburn branches have photos on their pages: parkinsons.org.uk/bedford and parkinsons.org.uk/lisburn 
If you want to share your photos on the web then the best way is to upload them on to a photo sharing website such as Flickr,com - which we can then link to from your branch page.
l) Q. How long does it take for changes to be made to the site?

A. We aim to make updates to the site within 2 weeks. Please ensure you send updates in advance of your events. If your update is urgent e.g. if your venue or meeting times change - or main contact person changes, please indicate in the covering email. 
We will contact the sender when the changes are live or if we have any questions about the changes requested. 
m)  Q. Can a branch have its own website? 

A. Yes. 
However, it is essential that branches who decide to develop their own site are committed to providing the ongoing maintenance and support required to run a website. This means technical support as well as ensuring content is up to date and accurate. If a site is poorly designed, difficult to use or contains out of date information, this reflects poorly on Parkinson’s UK as a whole. 
We strongly recommend that branches consider the following points before deciding to set up their own website: 

· Who will be responsible for maintenance and support of the website once it has been set up? 

· Who will be responsible for ensuring that the content is accurate and up to date? If that person leaves the branch is there a process to ensure someone else will take over this role? 

· What will the separate website offer that can’t be provided on the Parkinson’s UK site? If the purpose of the website is only to host contact information with news and events details it may be easier to use the Parkinson’s UK web service.
Where branches do decide to develop and host their own website, we have created some guidelines about use of our logo and information. These are available on the branch support page of the website: parkinsons.org.uk/branchweb 
Providing the external site complies with the guidelines, we will place a link to the branch site from the branch’s page on the Parkinson’s UK website. 
The Parkinson’s UK web team provides no support for external websites

2. Promotion of parkinsons.org.uk 
The website is often the first point of contact with Parkinson’s UK for people affected by Parkinson’s and it plays a vital role in putting people in touch with local support. 

It is important that we take opportunities to highlight the range of information and services available from the website, not only to our branch members but also to families, carers, friends, health and social care professionals, local organisations and the media. 
There are a range of things to promote:
· Our website address parkinsons.org.uk (include it on all your communications)
· Free information sheets and publications on all aspects of Parkinson’s 
· Discussion forum to talk with other people affected by Parkinson’s 

· Carers’ forum

· Information for health and social care professionals
· Training course information 

· Latest news

· Regional team pages – more local stories and information with links through to branches in the region
· Branch pages and their own web address, eg parkinsons.org.uk/branchname 
· Real life stories 
· Audio and video content
· Ability to donate online
· Become a member of Parkinson’s UK online

· And forthcoming enhancements:
· Improvements to branch finder 

…and more…
3. Contact the web team
If you have questions about any of the information in this document please contact us on 020 7963 9379 or web@parkinsons.org.uk 
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