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Improving Representation Information Portal
Project Plan
Overview
Voluntary Sector North West is the regional voluntary sector network for the North West of England. Our purpose is to support a well-connected and influential voluntary and community sector in the region.
Improving Representation is a key three-year project that aims to strengthen the influence of the voluntary and community sector in regional and national policies and strategies. One of the ways it will achieve this is through an information portal which will:

· Clearly identify who is representing the sector on which bodies, and provide mechanisms for the sector to interact with them.

· Provide a knowledge base of research and evidence of the impact of the sector in the region.


We envisage that the best way to achieve this is to use a platform which combines elements of content and document management with social networking features.

VSNW already has a corporate website at www.vsnw.org.uk which provides news on VSWN’s work, briefings and publications, and details of upcoming events. It is envisaged that this portal will be a brand new project which sits alongside VSNW’s current website, as it aims to reflect the wider sector, not just VSNW. However, there should be some visual elements that are consistent between the two, should be easily accessible from each other.

The target timescale for the launch of the information portal is June 2010. The maximum budget is £10,000 in year one, then £5000 each in years two and three (all inclusive of VAT). 

Aims and Objectives
The information portal will help meet our goals of strengthening the influence of the VCS in regional and national policies and strategies by providing a one-stop shop for the sector to identify who is providing the representative voice and what areas of work they are engaged in. It will also provide information and feedback from relevant meetings and interactions with decision makers, and opportunities for organisations to feed in. The portal will also provide an evidence base of work specifically carried out relating to research, mapping and representation of the sector in the region. 

The site is intended to be a dynamic online resource rather than just a ‘shop window’ – hence the need for two-way communication channels to be built into it.

Success will be measured by:
· Subjective feedback from target audience.
· Number of ‘hits’ to increase year on year.
· Number of registered users to increase year on year.

· Wider project targets being met (see Appendix 1)
Audience
The majority of the target audience members will be reasonably computer-literate but busy.

	Target audience
	What will they use portal for
	Can they do this elsewhere?

	VSNW and project partners
	· Naming representatives and their areas of work, and providing communication channels for the sector to interact with them.

· Monitoring the accountability of sector representatives in order to provide targeted support to them.

· Publishing work specifically related to research, mapping and representation.
	· VSNW website currently has simple naming of reps plus some contact details.

· Monitoring is carried out but not through a single channel.

· Evidence is available online but not all in one place.

	VCS staff and volunteers 
	· Identifying representatives in their geographical or thematic work area.

· Viewing the work of the representatives including dates of upcoming meetings.
· Communicating with the representatives.

· Accessing information from the evidence base that will support their engagement with representatives.
	· Can access simple information on reps through VSNW website.

· Work of PROMiSE network reps is available on PROMiSE network website but feedback from other reps not widely available online.

· Communication with reps is ad hoc and there is no central point for it.

· Evidence is available online but not in one place.

	VCS representatives
	· Demonstrating their accountability by sharing information about their work with the sector.

· Eliciting feedback and information from the geographical or thematic parts of the sector that they represent.

· Using the evidence base to support their representation work.
	· PROMiSE network  do share their work and details on PROMiSE network website but no online channel for other reps.

· Feedback and information is elicited informally.

· Evidence is available online but not in one place.

	Statutory sector partners 
	· Seeing true accountability through the representatives’ feedback and communication.

· Accessing information from the evidence base that demonstrates the sector’s impact.
	· Pieces of information are available in different places but there is no ‘one stop shop’.




Design Specification
VSNW has a fairly simple house style which is replicated across our communication materials (see Appendix 2).  The information portal should be consistent with these styling elements, particularly with regard to our use of a standard main web colour (RGB 102,0,51 HEX #660033) and non-serif fonts.

The VSNW logo should appear on the site, but the site itself should be branded under the Represent North West banner (design of this logo can be a part of this project or can be supplied separately by VSNW). There are several other partners whose logos should also appear: One North West, Refugee Action, The Lesbian and Gay Foundation and Mersey Disability Network (logos to be provided by VSNW).
Main content elements:

· Project background and information pages.
· News and press releases area.
· The representatives – to include static informational content plus interactive communication elements.

· Searchable evidence base.
· Project staff and partner contact details.
Ongoing maintenance:
· Content will be updated in-house by VSNW and partner staff.
· The exception to this is the social networking elements of the site which will be user driven.

· Initial content will come from VSNW staff and partners, through the central conduit of the VSNW Information Officer.

· VSNW’s Information Officer will also have lead responsibility both for the development of the site and its ongoing maintenance, on behalf of VSNW and the other partners. It will be the officer’s responsibility to manage client-side communications and act as a central contact point for the contractor.
· VSNW’s Information Officer will receive enquiries from the website and pass them onto relevant parties for answering. 

Functionality Specification
The site should have the following basic structure: 
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The Homepage should include dynamic displays of content from elsewhere on the site – eg latest news, latest rep updates. It should also contain the menu to the level 2 options above for the key sections of the portal.

There will be two key aspects of the website functionality:

1. The searchable evidence base: this will be a repository for a large number of pieces of work, which will be in different formats, so a functional classification system will need to be developed to ensure this is searchable and easy to use. VSNW will provide pieces of research, mapping etc in various different formats in order to help the initial stages of development.

2. Representatives’ pages: these will act as interactive pages (similar to a social networking profile page) – reps will be able to post information from their latest meetings and activities through a blog, as well as asking for feedback, while a message board and comment function for each will allow the sector to interact with them. There should also be a function where members can send private messages to representatives and receive responses without these being visible to other site users.


Other functions:

· Membership: any user should be able to view the content of the site, however only registered members should be able to use the interactive elements to communicate with other users.

· A sitemap

· Search entire site

· ‘Print this page’ button on each page

· ‘Email this page to a friend’ button on each page

· ‘Report this person’ on people’s comments 

· Function for VSNW staff to email content to the news section and reps to email content to their own blogs.

· ‘Hidden’ areas (password-protected) for representatives to communicate with each other without regular site members being able to view this.

Technical Specification

Ideally the information portal should fulfil the following technical criteria:
· Make use of stylesheets.
· Conform to XHTML 1.0 standard.
· Should not use flash.

· Use open source software for database elements – we do not want to pay ongoing licence costs on top of the hosting.

· Be easy to move to a new host if this became necessary.
Search Engine Optimisation

We will need to see evidence that our web designer understands SEO and has current knowledge which can be demonstrated on existing client sites. We will provide a list of websites that we would like to link to the portal on a reciprocal basis to improve search engine search engine ratings, as well as a list of key words to appear on the homepage. 
Accessibility and Usability

It is VITAL that the portal meets at least Level 2 of the W3C Web Accessibility Initiative. This will be tested via automated tools as well as independent user testing. We will carry out this testing at different points during the design and development process, not just at the end. 

Note: E-learning

VSNW is also likely to produce an e-learning portal as part of the Improving Representation project. This platform will be a separate project to the information portal, although it should be accessed from the portal and therefore some collaboration on issues such as branding may be required by the providers of the two projects. This will be facilitated by the VSNW Information Officer.
Deliverables

For the project to be considered complete we will require:

· The portal itself to be live and complete, having passed final QA and UAT.

· Documentation showing a list of each page along with a map of how they fit together.

· Clear written agreement on how VSNW will manage the portal once the contract has ended.

· Information on how portal is hosted, along with usernames and passwords.

· A statement that the website has passed accessibility requirements. 

Budget

Our maximum budget is as follows:

Year 1
£10,000 – to cover initial development and set-up plus QA and UAT

Year 2
£5000 – to cover ongoing development

Year 3
£5000 – to cover ongoing development and preparation for continuation beyond the project lifespan.

This budget can be flexible in terms of the costs to be spent in each year, but we will require a full breakdown of all proposed costs. This budget is inclusive of VAT.
Timescale
December 09/January 2010
Information portal contract awarded and work begins

January – April 2010

Information portal development

January 2010


Initial concepts to be produced and approved by contractor
February 2010


VSNW to supply content

February 2010


Sign off of site design and appearance plus functional solutions
April 2010


First UAT and QA of web portal with VSNW and partners

May 2010


Further development of portal

June 2010


Launch of web portal

Payments can be phased according to the achievements of these milestones.
Ownership

Voluntary Sector North West will have ownership of copyright of the pages, code, content and images created or used in developing the information portal. 
Terms & Conditions

· The contractor will be expected to mostly work off-site, although regular attendance at update meetings in Manchester and other locations in the North West will be required.

· Payments will be made in agreed phases, according to the achievement of outlined milestones.

· The contractor will be expected to complete the work in full consultation with VSNW’s Information Officer – with at least weekly updates via phone, messenger or skype.

· Should any conflict or disagreement arise during the project lifespan that cannot be resolved between the two parties, VSNW will engage an independent consultant to broker a resolution. 

Appendix 1
Objectives of the Improving Representation project
Overall the project aims to improve the ability of the whole of  the voluntary and community sector in the North West to influence local, regional and national policies and strategies. It will do this by the continuous support and development of partnership working primarily through the North West Infrastructure Partnership (NWIP) and emerging networks serving those communities that are currently underrepresented.  NWIP will be key to developing both representation and supportive partnerships between infrastructure organisations in the region.

Overall aims will be achieved through a focus upon specific objectives:

· To undertake research creating a credible evidence base that demonstrates the impact of the VCS and supports representation and policy work.
· To provide an information base collating research, mapping and data to support representation of the sector.
· To provide build capacity on campaigning and influencing skills through a How the Region Works programme and other training relevant to the needs of representatives and groups wishing to engage with regional policy and decision making
· To develop mechanisms for the wider sector to feed into sector representatives including transparent naming of representatives and accountability mechanisms and an online communication portal for  VCS representatives to feedback to the wider sector
· To enable the voice of the sector to be heard by supporting representatives of the voluntary and community sector on regional bodies 

There are four project-specific outcomes:

· 100 VCS Organisations report they were more engaged in, and felt more able to influence policy and strategy decision-making processes by 2012
· 35 Regional VCS Representatives feel better able to influence regional and national policy and strategy by 2012
· 9 Regional Statutory agencies report greater VCS influence, over their decision making processes and have greater confidence in the accountability of VCS reps by 2012
· 20 VCS organisations representing under-represented groups feel more able to influence policy and strategy decision-making processes 2012
The project and portal will also contribute towards the outcomes of the BASIS 2 and 3 projects in the North West, specifically around increasing knowledge and extending influence.
Appendix 2

VSNW’s house style

The logo:

Website homepage:

Publication:

PROMiSE network (spin-off brand, still visually consistent):


Background�Simple info section on the project 





News


News and press releases from the project





Evidence base


Landing page with dynamic content of latest updates and additions





Representatives


Landing page with dynamic content of latest updates incl upcoming dates





HOME�Dynamic content (eg latest news, latest rep updates, upcoming meetings etc)





Contact us


Simple contact info plus ‘email us’ form





The evidence base


Searchable base of documents, reports, audio, video





Representative 1


Profile-style page featuring info on rep, blog, upcoming meetings, contact button, message board





Representative 2





Etc…





Where reps work


List of groups, searchable by theme and area





Group 1


Info on what the meeting and link to the rep(s)





Group 2


Info on what the meeting and link to the rep(s)





Etc…





Please address any queries to Hannah Horton, Information Officer, Voluntary Sector North West on � HYPERLINK "mailto:Hannah.horton@vsnw.org.uk" �Hannah.horton@vsnw.org.uk� or 07760 752986.
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