The GSS Website Style and Content Guide

Who are we?

The GSS Website is the UK's only statistical resource that acts as a community for statisticians across government, both members of the GSG and the wider GSS. It’s a place where these people can discuss techniques, network, get advice on good practice and general advice, get the latest news from around the GSS, and find out about relevant job vacancies and courses and events. It includes up to date blogs from, among others, John Pullinger, the National Statistician, as well as helpful news from the International forum.

Some of the site is also public facing allowing those who may be interested in a career in the GSS, or those who are just interested in what we do, get the information they need.

Writing for the GSS Website

Basics

When writing for any website it is important to maintain a clear, concise style. Keep your sentences short. Set out your content in a way that will make sense to the reader. Use plain English, simplifying the language you use does not dumb down your message but allows it to reach a much wider audience. Keeping your content to the basics allows for greater user engagement, allows information to be better absorbed by the user, and avoids any possible confusion over your message.

Setting Out Your Content

When writing your content, it's good to remember that you should set it out in a way that is consistent to the GSS Website. This method will allow the user's experience to run smoothly. Try to think of your content split into the following subheadings:
· What it is/What you do

· How the user gets involved

· What happens next

· Further reading/information

By sticking to this simple template you not only maintain consistency with the GSS Website, but also the user will be able to navigate through your content more successfully.
What it is/What to do:

So, within this format you should make sure that your message appears early on in your content. The user wants to know that the page they are on is the right one for them. If you have a long winded opening paragraph, there is a risk the user may leave your page before the message is received. It is also important to summarise your content in this part since it is the initial paragraph, along with headings, that most users will see in searches.
How the user gets involved:

If you have links to important documentation like application forms, make sure they are included together in a logical order to help your audience as much as you can. Setting out important forms and the like within large paragraphs can be confusing to the user, and they may not see the relevant documents they require.

On the subject of links, keep them to the minimum. Including too many links on your page may mean that your audience navigate away from your page never to return. The inclusion of too many links on your page can make for a confusing user experience. Try to get your entire message on the one page, without too much reliance on external links or even links to elsewhere on the website. The same can be said for too much repetition, this can confuse your message. Keep it concise.

What happens next:
Now your audience want to know what they can expect next. Managing your audience’s expectations is important. They will want to know the results of any actions they take. Any questions your audience might have can be included here.

Further reading/information:

Should you want to include external links, then the end of your page is the best place for them. Think of it as a handy glossary of helpful links. Again, set them out in a logical and helpful way.

Know Your Content
The responsibility for content is yours. As content provider it is up to you to ensure that all your content is factually correct, makes sense to the audience that you want to reach, and doesn't have any important information missing. Although we can advise on language and tone whilst quality assuring that the content makes sense, the GSS website team are not familiar with your content and will not know if there is anything wrong with it.
Know Your Audience
As stated in the introduction, the GSS Website has a varied audience. You should ask yourself, is my content suitable for the public as a whole? Is it suitable for all members of the GSS? Or would you prefer that only certain members of the GSS can view it? If it is the latter, we can help you set up a suitable group within our community where your content can be viewed privately. Please let us know who you want your audience to be.

Know Your User's Needs
When it comes to your content remember there will be certain things your audience will be asking of it. Try to premeditate the key questions the user who has searched for your content will have. Once you have defined your key user needs, you can focus on them and ensure they are not buried in the text. You might want to consider sub-headings that will highlight the key areas that will answer the most likely areas of interest.
The users want to find the answer to their question as simply as possible and do not want to have to negotiate through a large paragraph to get their answer. Remember that a sign of success of your content is that the user has a  question, finds the answer on your page, the answer is simply and effectively absorbed, the answer is trusted, and the user leaves satisfied that they have all the knowledge they required. This is how you measure the success of your content.

Use the Fleisch reading tool in Word to establish if your content is satisfying the reader's needs. The Fleisch reading scale measures how concise your sentences are. Also, this tool helps measure how accessible the language you are using is. It's a very good way of measuring the success of your written content. 
Remember that the majority of people would prefer to read common words and your audience will read your content in a different way to that of a book. Research shows that web users scan content, another reason to keep your message concise. Allow the user easy access to your message.

Search Words and Titles
When we put your content together we will attach key search words to it, making it much easier for users to find it when searching. If you know of any common search words, slang terms or common expressions that might be used then let us know. Adding the right search terms to your content can improve your audience's experience.

Likewise, it makes sense that your heading contains common words when users search for your content. Make your titles clear and concise to the content you are submitting.

Further Guidance

1. Paragraphs should be approximately three short sentences long.

2. Sentences should be no longer than 20 words.

3. Explain the meaning of an acronym in full the first time you use it on a page.

4. Write the numbers one to ten out in letters, but 11 onwards in numbers.

5. Use meaningful link text and never use ‘click here’. 

6. Never refer to the UK Statistics Authority as the ‘UKSA’.

7. Dates should be written out in full (e.g. ’10 December 2012′)

8. Use %, not per cent.
9. Only capitalise the first word of sub-headings, except when one of the words          is a proper noun (the name of something).

10. Do not use italics (except for addresses and credit lines).
11. Bullet point lists should use commas and a full stop on the last point if they    are continuing a sentence, or full stops if each bullet point is a sentence in its own right.

