Review checklist – D201


Reviewers checklist – D201 leaflet

Just a few things that you may want in your review checklist!

Add this to your review questions – this is evidenced in your e-portfolio

· Date of publication of leaflet

· Issue number 1

· 8 A5 pages?

· Centre fold, does it fold correctly when printed?

· Information about the new Make Space club

· Acknowledge sources of information / primary and secondary – where / how?

· Images used that are not mine – acknowledge in the newsletter?

· Saved versions of leaflet – draft versions?

· Make Space folder updated? File / folder structure?

· Is the front cover appealing? 

· Has all the content as stated in the SPB been added?

· Are the images relevant? Fit for purpose?

· If word art or clipart has been used, is it fit for purpose? Is any use unnecessary?

· Does the page layout divide up the information clearly?

· Is the design / layout / style consistent throughout?

· Information about the new Make Space Activity space (as chosen by the young people) – what’s on?

· Information about the Chill out space

· Information about the quiet space

· Evidence of the data analysis – spreadsheet / survey / graphs / charts / are they fit for purpose? Do they inform about the choice of activity?

· Contact details – club / telephone / e-mail / address / web / fax etc

· Application form – to join the Make Space project – sensible labels / titles

· Use of fonts / sizes / styles – consistent throughout?

· Spell checked / proofread

· Asked users to check / test leaflet – feedback / review sheet using a printed copy

· Commentary page(s) created – with a working link in the e-portfolio

· Made good use of white space?

· Images are of a suitable quality – print / screen

· Information about what else is on

· Other relevant material / puzzles / word search / problem page

· Interviews

· Photo of completed leaflet – for e-portfolio / folded / centre staple

· Map of where to find the club in local area

· Does the leaflet promote the new club?

· Will it persuade young people to join?

· Cost of participating in activities

· Is text fit for purpose?

