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to information, advice and counselling





Information Services Top Tips

Top tips for printed information services

· Consult with young people on what they think will be most successful and involve them throughout the production process to plan, evaluate and review the project. 

· Don't duplicate existing information – utilise existing information and add local information

· Consider providing information in combination with advice and other support 

· Don’t try to provide too much information – it’s better to signpost the young person to further info than to include so much it puts them off BUT ensure you’re not compromising accuracy

· Check the accuracy of any legal information with a lawyer or other appropriately qualified expert 

· Ensure information resources are accessible, for example, easily obtainable in a range of formats and, where appropriate, languages.

· Review the information regularly for accuracy and appropriateness and keep it up to date

· Evaluate the effectiveness of the information

The information itself should:

· be written in plain English using young people-friendly language

· use attractive designs 

· include an overview to orientate the person through their problem

· include key legal points and cover procedures and processes

· be applicable at an early stage in a problem

· deal with recognising when and how to get help

· acknowledge emotional aspects to problems

· offer step-by-step guides, route maps and standard letters

· incorporate guidance on the skills needed to manage a problem

· provide useful tools for the young person to use, such as sample letters and forms

· identify the organisation responsible for the information resource and provide contact details.
Top tips for online information services

· Do not assume that the internet is the best medium for young people – evidence shows that young people use the internet for entertainment and social networking rather than more formal information, advice and education; and disadvantaged young people are far less likely to have access to internet

· Place information where young people will see it – do not assume that young people will find information on a dull local authority website. Young people are generally not inspired by public sector websites.

· Remember that young people prefer interactivity to passive reception. Online information needs to be brightly & attractively presented and mixed up with entertaining content. 

· Websites that are image based and interactive will be more successful.

· A key issue with any website is raising awareness of its existence. The main source of awareness for young people is word-of-mouth rather than search engines. Bus advertising can be effective in rural areas.

