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DIRECTORATE APPROVAL FORM FOR PATIENT INFORMATION LEAFLETS
This form should be completed by the leaflet author after reading the Patient Information Policy and Procedure and using a Trust Patient Information Leaflet Template. The completed form should be emailed to the Clinical Governance Assistant (CGA).
	1.
Title of leaflet: Dementia (Easy read leaflet)

	2. 
Is this: 
a new leaflet? Existing leaflet made into easy read version.
	or       (an existing leaflet to be revised?

          Unique ID: RWF-NUR-NUR-LEA-PAT-58                                                       

	Has the patient information database been checked for existing information?  Y 

	3. 
Name of leaflet author: Rudi Sison
Contact no.  ext 28251

Email: rudi.sison@nhs.net
Ward:
Site: MH   


Department: Dementia
Directorate: Corporate Nursing  


Directorate leaflet lead (name): …………… ……………………………….… (see RWF-OWP-APP378)

	4.
Have the following parties been involved in the development and content of the leaflet?
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The clinical care team including lead consultants
       (Patients / carers               



Directorate management groups                                           Directorate leaflet lead
    (Other departments / directorates (e.g. dietitians, physiotherapists etc)

Please give details (names and dates of meetings etc.): This has been sent to the Accessible information group for comments and feedback and has also been presented at the local dementia café and community carers group for feedback and comments.


	5. Have national or local guidelines been used in the construction of the leaflet?
If Yes, please say which:      (NICE         FORMCHECKBOX 
 Royal College        ( local        ( other

Please give details: Local and NICE guidelines were used for original leaflets and these leaflets have been adapted for easy read.  How to make information accessible guide has also been used.


	6. Equality impact assessment
Has an equality impact assessment been conducted: 
                                            Yes 
Have all equality issues been satisfactorily addressed to avoid inequality:    
Yes 

	7. Approval  
Leaflet content must be approved and signed off by a *clinical director / lead consultant / clinical nurse specialist / directorate management committee etc. before it can be circulated to patients. 

Please note: in signing this you are confirming that the information within the leaflet is accurate, correct and safe. There may be legal consequences if the leaflet is incorrect and harm results.

Name:  Rudi Sison Signature: [image: image1.png]Rudi Sison



                Date: 26/10/2022
Role: Dementia Nurse Facilitator
*as appropriate to leaflet content


Disclaimer: Printed copies of this document may not be the most recent version. 

The master copy is held on Q-Pulse Document Management System
This copy – REV5.1
	Guidance notes

Funding: There are some leaflets that the Trust or the DOH believes are so important that they must be distributed widely to the majority of patients. These are called core leaflets. The CGT only has a budget for the printing and distribution of these leaflets. There are 15 to 20 core leaflets (see Trust core leaflets list [RWF-OWP-APP737]).

For all other leaflets, the author must consider how they will be funded, printed and distributed and arrange this within their directorate.
In-house printing: A4 sheet leaflets may be easier to print out than the A5 booklets as they are simple A4 double-sided. A5 booklets are printed on landscape A4 and require the printer settings to reflect that the spine is on the “short-side”; unfortunately this setting varies from printer to printer and so the CGT are unable to advise.
Alternative formats and translations: see section 8.0 of the Development and Production of Written Patient Information Policy and Procedure.

Deviation from Trust format: The Trust templates provide authors with the Trust format for patient information leaflets: A5 booklet [RWF-DocTemp-GL1] and A4 sheet [RWF-DocTemp-GL3]. Some leaflets intended for a specific purpose may need to be designed differently – please discuss this with your directorate leaflet lead or the CGT.
External organisation material: Directorates may prefer to source suitable externally produced material from a reputable organisation instead of developing their own material – this must be submitted to the CGT for PILG approval, unless it is produced by an organisation listed in [Amend link App10]  N.B.: material produced by other Trusts may be excellent but often contains local arrangements and contact information, so the directorate would need to arrange permission to cut and paste this material into our own template with our own local information inserted.

	8. Consent to include personal names and contact details in leaflets (if necessary):



	9. Supplementary information and additional notes:


	10. Sign off   
After directorate approval and clinical sign off is obtained, this form together with a copy of the draft leaflet should be emailed to the Clinical Governance Assistant (CGA): ruthdickens@nhs.net 
The CGA may request minor modifications to the content and layout to ensure compliance with Department of Health guidance and Trust policy.  Once agreed, the leaflet will be activated on the Trust wide Q-Pulse database, flagged as directorate approved (available via the intranet).
The directorate approved leaflet will ultimately be reviewed by the Patient Information and Leaflets Group (PILG) for design, layout and readability.  The final draft will be ratified by the PILG and will be activated on the Trust wide Q-Pulse database, flagged as PILG ratified.  


Directorate approval form

Written by: Clinical Governance Assistant 

Review date: November 2018
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