[bookmark: _sc24y2eij1zi]Moving to the new Healthwatch website

There are a number of steps that need to happen in preparation for moving across to the new website. 

Phase 1: Perform a content inventory
Phase 2: Start working up refreshed content
Phase 3: Transfer content to new site

How long this will take will be dependent on a few things including:
 
·         How much content is on your site
·         How much it needs to be updated to fit the new content type

To help the process of moving across to the new website go as smoothly as possible, I will take you through each of these steps. 
 
[bookmark: _e0s2cm3dt4te]1.   Perform a content inventory
 
A content inventory is a list of all the content on your site. Your inventory should include links to all of your content types and files on your site. 

Going through this will help you understand the scale of the amount of content on your site, whether it’s up to date and if you have any gaps in content that need to be filled.  

 
[bookmark: _f4n5c83tzrvo]What you need to do
1. Set up an Excel spreadsheet or a Google Spreadsheet for your content audit. We have given you a suggested approach below based on what’s worked for us and for our pilot local Healthwatch.

2. Filter the content on your website by type and work through by content type. You might also want to order this alphabetically to help you keep track on where you are when doing this task. 
Content→ Find Content → Type (select from dropdown) and then press ‘Apply’ 

Please note: As you’ll likely be adding new content to your site between now and moving across to the new site, you’ll need to remember to add any new content to your content inventory when you’ve created it.


	Content Type
	Current URL
	Section on site
	Publish date
	Action
	Section on new site
	PHASE 2 
New site copy
	PHASE 3
New URL

	News/Event/Resource etc
	Add the current URL here.Include everything after your domain. 
www.healthwatch.co.uk/news
	Where does this currently sit in your website? 
	When was this published? 
	State what needs to happen to the content 
· Keep
· Delete
· Refresh 
	Identify where this would sit underneath the new site structure. 
	Work up copy ready to be uploaded to the new site using the relevant fields for each content type
	Include the new URL so we can map redirects. 

	News
	/news/1
	News 
	05/05/2015
	Keep

	News and Reports 
	Provide link to Google doc or shared drive
	Leave blank for when you have a new URL




 
[bookmark: _g06esm6v6enr]A reminder of the navigation structure

Main menu

	Have your say
	News and reports
	Get involved
	What we do 
	Advice and information

	This will be a webform that will allow you collect people’s experiences of health and care services online. 
	This section will collect together all of the news and reports. 
	Volunteer
	About us
	Find services

	
	
	Events
	Our staff
	General advice

	
	
	Have your say
	Our board
	Help making a complaint

	
	
	Work with us
	
	

	
	
	Ways to get involved
	
	

	
	
	
	
	



Footer menu
	Contact us
	Jobs




[bookmark: _jwza8c5vekt5]Phase two - Working up new content
[bookmark: _tvjjixtwt3xx]Take a look at the base site
When we set up your website, you will receive a copy of the ‘base site’ with your logos on it. This site comes pre-populated with basic on-brand copy that you’re able to keep or adapt to suit local needs. 

We’ve set the site up with a basic structure that we think will work for most local Healthwatch. Take a look at the site and compare it against your own. 

While you won’t be able to change the main menu navigation (as this was set up based on testing), we can adapt the sub-menu items based on content you do or do not have. For example, if you do not have any volunteers/volunteering opportunities, we can amend the site to reflect this. Alternatively, there may be additional things that you want to be able to highlight - just start making a note of these things and then we can talk through your options when we have set up your site. 
[bookmark: _7aqz5sqbxjpe]Take a look
https://base.healthwatch-wib.co.uk/ - A box will appear with two fields in it - please put ‘circle’ into both fields. 
[bookmark: _jms41zrol8zt]What you need to do
· Take a look at the base site and see whether you have content to go under each of the menu items. For example:
· What events would you want to put on the site that might not currently be in the same format as the new site? 
· Do you have volunteering content for the site, or is this something you need to create? 
· Do you have any information/signposting content that could be added to the site, or might you want to localise any from the main Healthwatch England site https://www.healthwatch.co.uk/advice-and-information 
· Make a note of any areas that you think might need removing or adding
· Consider whether you need to re-work any of your existing content. For example, rather than just uploading a PDF of your report, you need to make it clear why people might be interested in finding out more. It should be clear:
· What the report is about (short summary)
· What you found/what people told you (key findings)
We have suggested a structure here https://base.healthwatch-wib.co.uk/report/2017-11-01/example-report-1

Phase three - transferring content to new site


