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Introduction

This document provides guidance on the Authority’s corporate brand.

The brand is important as it creates an easily identifiable ‘look’ for the
things we produce. It also serves as a visual representation of who we

are. The Authority has a clear set of values and objectives and aims to be
accessible in everything it does. By following the brand guidelines and the
accompanying house style guide, we ensure that these values are reflected
consistently in the way we present ourselves.

Who should use the guidelines?

The guidelines are for use by external suppliers - designers and others
who work on our behalf to ensure that the Authority’s brand is represented
correctly and consistently across all our external communications
materials.

What do the guidelines cover?

The guidelines contain information on the use of the Authority’s logo, its
corporate colours and typeface fonts. The document also contains advice
on the required format for different types of documents. The guidelines
apply to external communications (this includes publications, electronic
communications, marketing and merchandising materials).

For guidance on language use and the layout of internal documents, see
the Authority’s house style guide.



The logo
Master logo

This version is to be used unless indicated otherwise by directions
mentioned later in these guidelines.
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Exclusion zone
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The logo should always have a comfortable amount of space around it.
The minimum amount of space should be at least the size of one ‘sphere’.

Minimum logo size

The logo should not be less than 30mm wide.
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@@ authority

< >
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Logo colour

Wherever possible the logo should be reproduced in the Authority’s purple.

However in some cases it may be necessary to use the logo as a black and
white version, to reverse it out of black or the Authority’s purple.

Designers and others working on the Authority’s behalf should check with




the External Relations Manager before using the master logos in any format
other than the recommended stand-alone versions below.

One colour logo

@ 0@ professional
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Black and white logo
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Reversed logo
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The reversed logo should only be used when there is no practical
alternative. For example where the design of the document requires a band
of purple covering the logo position. When using the reversed logo, the
base colour (the Authority’s purple) can be extended to cover the page or
product. In any case, Designers should check with the External Relations
Manager about placement of the logo.




General rules for use of the logo

Do not change the proportions of the logo.
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Do not apply effects to the logo.
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Do not place the logo over a colour or image unless using the reversed
logo.




How to use the logo

Reports, publications, summaries and other document covers

The logo should always appear at the bottom right of the page. The correct
proportions for usage are shown below.

A4 document cover: Portrait / Landscape
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A5 document cover: Portrait / Landscape

Professional Standards Authority A
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1/3 A4 document cover
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On a document inside page (eg a contents page)
The logo should always appear on the bottom right of the page.
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On stationery

The logo should always appear on the top right of any stationery. The
correct proportions are shown below.

A4 letterhead
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Co-branded documents:

Where documents are co-branded with an external partner organisation and the Authority acts
as the lead partner, the other partner should supply their logo in EPS (if the document is to be
designed and printed externally) or in jpeg if the document is produced in a word. Similarly, if
the Authority is cooperating with another lead partner in a joint marketing initiative, the Authority
will supply its logo as an EPS or jpeg file.

Placement of logos:
Where the Authority is the lead partner, the Authority’s logo should be placed in the bottom right
corner in accordance with the logo placement guidelines on page 7 of this document.

One partner:

When the Authority’s logo is to be used in conjunction with a single partner logo, the partners
logo should be resized and placed to the immediate left of the Authority’s logo. The spacing
between logos should be consistent with the exclusion zone described on page 4.

uuuuuuuuuuuuuuuuuuuuuuuuuuuuu
Corporate Brand Guidelines:
Professional Standards Authority

297mm -

@08 professional
g8 toiezer
@00 authority

Multiple partners:

When the Authority’s logo is to be used in conjunction with several parters, the partners’ logos
should be resized and evenly spaced across the bottom of the page, maintaining the minimum
exclusion zone described on page 4.

rrrrrrrrrrrrrrrrrrrrrrrrrrrrr
Corporate Brand Guidelines:
Professional Standards Authority

207mm -

@08 professional
@00 authority

210mm
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Corporate colours

The Authority’s purple

This is the Authority’s colour to be used on all our external relations
materials.

PMS 2603C C72 M100 YO0 KO R108 G44 B145

For the Authority’s statutory documents, we send word files to be printed
externally. To keep our costs down, covers are printed in two colour and text
pages are in black and greyscale (10% of black).

Lighter Purple

PMS 7436C ‘ ‘ C6 M11 Y0 KO R234 G224 B240

Secondary colour palette
Should a secondary colour be required in the future, we recommend that
the Authority uses the Cyan palette below.

The secondary colour palette has been chosen to complement the primary
colour. It can be used in conjunction with the Authority’s purple in designed
documents and individually in reports/guidance documents.

PROCESS CYAN C C100 MO Y80 KO RO G174 B239
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Corporate typeface

Typeface for designed printed literature
Arial family

Arial Regular
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
0123456789

Arial Italic
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
0123456789

Arial Bold
ABCDEFGHIJKLMNOPQRSTUVWXYZ

abcdefghijkimnopqrstuvwxyz
0123456789

Arial Bold Italic
ABCDEFGHIJKLMNOPQRSTUVWXYZ

abcdefghijklImnopqrstuvwxyz
0123456789

Use Arial Regular for standard body copy and Arial Italic where
appropriate.

Use Arial Bold for headings and to add specific emphasis in text, use
Arial Bold Italic where appropriate.

13




Statutory document templates

The following format is for the Authority’s statutory documents (the
documents we are required to print and lay before the parliaments/

assemblies in the four UK countries).
Statutory document covers

A4 statutory document front cover

117.5mm from left edge

IC:orporate Brand Guidelines:
Professional Standards Authority

d others who work on behalf of the Authority
materials

297mm

@00 professional
@00 standards
@00 authority

A
v

210mm

* Main heading: 42pt or 46pt Arial Bold
* Sub heading: 30pt or Arial Bold

41mm from head of page

14




A5 statutory document front cover

:10mm from left edge

s 35mm from head of page

[Professional Standards Attharity
'Corporate Brand Guidelines:
Professional Standards Authority

For use by designers, printors and othrs who work the Authority
1 prosuce sxernal ammunications matose

210mm
@@@ professional
000 standards
@00 authority
v
< >
148.5

* Main heading: 30pt or 34pt Arial Bold
» Sub heading: 21pt or 24pt Arial Bold

1/3 A4 statutory document cover

10mm from left edge

______ 35mm from head of page

|~ 71 Professional Standards Authority

Annual Report

210mm
@@ professional
@080 standards
000 authority
v

v

99mm

* Main heading: 30pt or 34pt Arial Bold
* Sub heading: 21pt or 24pt Arial Bold
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Statutory document contents page

The corporate coloured bands that run across the top of the page of all
documents are provided as part of the template.

34mm for left and right margins

I
I
I
I
I
I
A |

10mm from top of page
I
I I

| | 30mm from top of page
Contents |
1 Chairs |
I I
2 Council rept 4
What we do 4|
CHRE mission, values an ]
|
I [}
PHRE strate s plans 5
Partnership with social care regulators 8l
6
o
I
i 7
8
....... ¢
I
3 9l
ol
I
297mm 9
19
Health and Social Care Bill 10
Strengthening relationships across the four countries of the UK, in Europe '
hnd worldwide 1!
i I
CHRE operations 1
Financial summary. 13
Btaff. 14!
‘bnntact details 14:
4 R report 15!
I I
5 $tatement of the Council 0,
The Council's 0|
0!
I
6 1)
21
l
|
I
I

! 1
\4 !
P »
l L

210mm

* Work to the templates as provided at all times.
* Use 12pt Arial on 14pt leading for body text, 22pt Arial Bold sentence

case for the title and 12pt Arial bold on 14pt leading for section headings.

* All copy is set in a one column measure and is left aligned.
* All text is set to a pre-determined baseline grid and no alterations to this
should be made.

16




Statutory document text pages

A4/A5/1/3 A4 document text pages

34mm for left and right margins |

[ 4 10mm from top of page

I I I I
I I I I
S Howtoreportabreachofsexual 1T [T T T e o <1 IR 20mm from top of page

I I
boundaries by a healthcare | :
professional | :

the employer of

| | | trustor health board) or
|t healthcare professional has displayed sexualised behaviour towards you (as | |
a patient) or someone close to you, it is strongly recommended that you seek

ssupport. Appendix B contains details of organisations that can help you decide | !
lwhat steps to take. They can also help you through any reporting process that | !

concerned (see Appendix Cfor contact detail).

Tollows. | More information on your options

| | h. The line manager or colleague

fou may be feeling extremely upset about what has happened. You might feel too| This may be appropriate for cases that you regard as less serious such as
frightened or upset to speak directly 1o the healthcare professional concerned; | {nappropriate sexual humour.

you do not have to do his i
Ao can report directly to the line manager or a colleague of the healthcare
{f you decide to report a breach of sexual boundaries you have several options. rofessional concerned. The manager has an obligation to investigate all
Nou may choose to use one or more of these options.
|
Nour reporting options:
. the healthcare professional’s ine manager or colleague (f they have one)
p. the healthcare professional’s employer (f they have one)

bomplaints, formal or informal, and must follow their organisation’s procedure,
s well as supporting you

|

[t you report to a colleague of the healthcare professional concerned, they
ave a professional obligation to take your concens seriously. They must

|
|
|
|
|
|
|
d. local social services department i (0 understand your options and refer you to sources of further help and advice
|
|
|
|
|
|

- the reguiator of the healthare professional concerned (see Appendix C) otify senior colleagues where appropriate, answer your questions, help you 297mm
‘B the police :w needed.
What happens when you report a healthcare professional depends on: Wite or phone explaining your concerns. Itis helpful to keep a copy of your
t who you report to Jetter, or a note of what was said, including the date and time.
| the seriousness of the situation |
{ the evidence available. The healthcare professional’s employer or commissioning agency (primary |
fpare organisation or trust) |
}fyou are thinking about making a compiaint, or i you decide to go ahead, itis
recommended that you, or someone close to you, keeps detailed notes including: I NHS organisations will have a formal complaints procedure which should be |
L what happened and when ! teadily available to all patients. This will outline the organisation’s process and |
b who was involved | Will give points of contact for making a complaint. From 1 April2009anew |
} what action you have taken (including taking copies of any letters thatyou | procedure came into effect, details of which can be found at |
| send) |
| | fispx |
| The following action i recommendied: | i
for J assault tact the police \rite a formal leter of complaint inclucing detais of your allegation to the chief
| directly ! bxecutive of the organisation that employs the healthcare professional. !
| for other cases involving children, someone with a physical or learning ! ! !
| disability mental health support need or vulnerable adult (including | TThe following website may be helpful in finding the address for the full name and |
| older people), contact your local social services directly in addition to | Rddress of the organisation, if you are unsure: hs.ukiservic
| the police f the actis considered by you o be sexual assault | | |
| for other. d u should: !
,,,,,, T T T Tl e e s e _ _ | _|______ 20mm from bottom of page
P | | | | 2
| | | |
I I I I v
> » »
< » < »

210mm 210mm

* Work to the Authority’s templates as provided at all times.

* Use 12 pt Arial on 14 pt leading for body text, 22pt Arial Bold sentence
case for titles and 12 pt Arial bold on 14 pt leading for sub headings. For
image captions, use 10pt Arial Bold on 12 pt leading.

* Footnotes are set in 10 pt Arial Regular and should be separated from
the body text by a single horizontal purple (or grey-scale at 10% of black
for printed documents) rule with a thickness of 0.5 pt.

» All copy is set in a one column measure and is left aligned.

* All text is set to a pre-determined baseline grid and no alternations to this
should be made.

+ Text may be emphasised by reversing it out of a solid coloured box set
to the full width of the measure, these boxes are provided within the
template settings. The colour should be appropriate to the document
type.

* Page numbers on electronic and printed documents are located in the
bottom right hand corner of pages in black text.

17



Statutory document back cover

The logo should appear bottom right. Include the Authority’s address and contact
details on the bottom left as follows:

Professional Standards Authority
157-197 Buckingham Palace Road
London

SW1W 9SP

Telephone: 020 7389 8030

Fax: 020 7389 8040

Email: info@professionalstandards.org.uk
Website: www.professionalstandards.org.uk

Statutory document back cover example

@00 professional
e @@@ standards
w2z @@@ authority
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Reports, summaries and other
document templates

A4 front cover

15mm from left edge

_____ 10mm from head of page

™ ~ Tprotessional Stansaras Amtioily ~ ~ " " " " - - - """ - -~ - ==~ 56mm from head of page

Annual report and accounts
:2012/13

_____ 98mm from head of page

297mm

000 professional
@00 standards
@00® authority

* Main heading: 30pt on 40pt with +10 Arial Bold
* Sub heading: 25pt on 30pt with +10 tracking Arial Regular

19




A5 front cover

:10mm from left edge

IProfessional Standards Authority

'Annual report and accounts
|2012/13

210mm

v 15mm

56mm

@00 professional
19mm | @@@ standards
000 auth

ority  —

10mm

A

»

148.5mm

»

_____ 7.5mm from head of page

_____ 41mm from head of page

70mm from head of page

* Main heading: 20pt on 28pt with +5 Arial Bold
* Sub heading: 15pt on 22pt with +5 tracking Arial Regular

1/3 A4 front cover

:10mm from left edge

IProfessional Standards Authority

!Annual report and accounts
12012/13
I

210mm

56mm

@00 professional
19mmI 000 gtanda_rds

@00 authority ¢

15mm 10mm

»

»

99mm

_____ 7.5mm from head of page

41mm from head of page

70mm from head of page

* Main heading: 20pt on 28pt with +5 Arial Bold
* Sub heading: 15pt on 22pt with +5 tracking Arial Regular

20




Inside front and back covers

The inside front and back of covers will bear the double bars (top bar is
solid purple and the bottom bar is 15% of the primary purple colour). Both
bars are located at the top of the page.

In printed documents, the inside covers have a top bar in black and the
bottom bar in grey-scale (10% of black).

Contents page

The corporate coloured bands that run across the top of the page of all
documents are provided as part of the template.

| 34mm for left and right margins |

10mm from top of page

30mm from top of page

|
\Contents
|

55mm from top of page

'I.“ﬂtle 1
|

|
2.Title 2 4
I
I
3. :ﬂtle 3 7:

! |
4.Title 4 13
| |
Subtitle 1 18
| [

'Subtitie 2 16/
297mm ! !

A
v

210mm
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Inside pages

Left and right hand inside pages follow the same template. The corporate
coloured bands that run across the top of the page of all documents are
provided as part of the template.

A4 inside page

34mm for left and right margins

boundaries by a healthcare

| .
professional

I

& healthcare professional has displayed sexualised behaviour towards you (&
7 patient) or someone close to you, it is strongly recommended that you seek
support. Appendix B contains details of organisations that can help you decide
lwhat steps to take. They can also help you through any reporting process that
Tollows,

I

Nou may be feeling extremely upset about what has happened. You might feel too
frightened or upset to speak directly to the healthcare professional concerned;
you do not have to do this.

}fyou decide to report  breach of sexual boundaries you have several options
Wou may choose to use one or more of these options.
|

Nour reporting options:
. the healthcare professional’s line manager or colleague (i they have one)
b the healthcare professional’s employer (i they have one)

the regulator of the healthcare professional concerned (see Appendix C)
d. local social services department
. the police
What happens when you report a healthcare professional depends on:
b who you report to
b the seriousness of the situation
t the evidence available.
Jtyou are tinking about making a compiain, or i you decide to go ahead, itis
recommended that you, or someone close 10 you, keeps detailed notes including
L what happened and when
L who was involved
4 what action you have taken (including taking copies of any letters that you
| send)

‘The following action is recommended:

« for rapes, sexual assault or other criminal offences, contact the police.
directly

« for other cases involving children, someone with a physical or learning
disability, mental health support need or vulnerable adult (including
older people), contact your local social services directly in addition to
the police ifthe act is considered by you to be sexual assault

- for other cases that you regard as serious you should:

obtain support in proceeding (see Appendix B for organisations that can
| help) and then
|

| report the case to the employer of the healthcare professional or

|| commissioning agency concerned (for example your local primary care
| trust or heaith board) or

|

| report the case directly o the regulatory body of the professional

concerned (see Appendix G for contact details).

More information on your options
& The line manager or colleague

This may be appropriate for cases that you regard as less serious such as
{nappropriate sexual humour.

|
You can report directly to the ine manager or a colleague of the healthcare
froessona concor T manager has an abigaton o vestigte ol

omplaints, formal or informal, and must follow their organisation's procedure,

s well as supporting you
I

If you report to a colleague of the healthcare professional concerned, they
have a professional obligation o take your concerns seriously. They must

otity senior colleagues where appropriate, answer your questions, help you
o understand your opions and refer you o sources of frther help and advice
fneeded:

{rite or phone explaining your concerns. It s helpful to keep a copy of your
fetter, or a note of what was said, including the date and time.

|

b. The healthcare professional's employer or commissioning agency (primary
gare organisation o trust)

Al NHS organisations will have a formal complaints procedure which should be
feadily available to all patients. This will outiine the organisation’s process and
Will give points of contact for making a complaint. From 1 April 2009 a new
procedure came into effect, details of which can be found at:

fspx

!
ite  formal leter of compiaint including details of your allegation o the chief
xecuiive ofthe organisation that employs the healthcare professional

fhe following website may be helpful in finding the address for the full name and
hddress of the organisation, i you are unsure: www.nhs uk/servicedirectories

A

210mm

Setting text for an A4 page

210mm

10mm from top of page

30mm from top of page

297mm

20mm from bottom of page

Footnotes are set in 10pt Arial Regular and should be separated from the

body text by a single horizontal purple rule with a thickness of 0.5pt.

All text is set to a pre-determined baseline grid and no alterations to this

Text may be emphasised by reversing it out of a solid coloured box (to

15% of the primary purple or the RGB etc. references). This must be
set to the full width of the measure. For printed documents, the highlight
colour is 10% of black (grey-scale) and text will always be in black.

* Work to the templates as provided at all times.

* Headings are set in 22pt Arial Bold.

« Body copy is set in 12pt Arial Regular.

» All copy is set in a one column measure and is left aligned.
should be made.

page.

Page numbers are in black text in the bottom right-hand corner of the

22



A5 inside page

210mm

16mm for left and
right margins

|

‘Th\s document contains information about:

what sexual boundaries are and why they are important
the responsibility of health professionals to establish and
maintain clear sexual boundaries with patients and carers,
and not to display sexualised behaviour towards them
what you should do if you are concerned that a healthcare
professional has breached sexual boundaries.

Definition of terms used in this document
Patient: a person who receives care or treatment from a healthcare
professional. This guidance also applies to carers and others who
lare close to patients and who are part of their clinical experience,
lsuch as a parent who accompanies their child to hospital. A
healthcare professional’s behaviour towards such people may
laffect their professional relationship with the patient.

|

‘Sexualised behaviour: acts, words or behaviour designed or
jntended to arouse or gratfy sexual impulses or desires. Examples
of sexualised behaviour are given in Appendix A

Employers: organisations that directly employ healthcare
professionals and other staff who come into contact with patients
and carers (eg a hospital trust), and, in some circumstances,
prganisations that commission health services (eg  primary care
frust).
Heatthcare professionals: those registered by one of the heathcare
Iorofessional regulatory bodies, listed at Appendix C. However,
he principles in this document also apply to other healthcare
lworkers who come into contact with patients and their carers.The
_ vast majarity of healthcare prafessionals wark with dedication and
|
I
Il

e e e e e

148.5mm

7.5mm from top of page
18.5mm from top of page

18.5mm from bottom of page

1/3 A4 inside page

110mm for left and
'right margins

,,,,,,, 7.5mm from top of page

,,,,,,, 20mm from top of page

Definition of terms used in this document
Patient: a person who receives care or
reatment from a healthcare professional.
This guidance also applies to carers and
lothers who are close to patients and who are
Ipart of their clinical experience, such as a
Iparent who accompanies their child to
hospital. A healthcare professional's
Jbehaviour towards such people may affect
{ineir professional relationship with the patient,

'Sexualised behaviour: acts, words or
lbehaviour designed or intended to arouse |
for gratify sexual impulses or desires. I
[Examples of sexualised behaviour are given |
n Appendix A ‘

IEmployers: organisations that directly |
lemploy healthcare professionals and other |
staff who come into contact with patients |
‘and carers (eg a hospital trust), and, in
Isome circumstances, organisations that |
Icommission health services (eg a primary |
[care trust) |
|

Healthcare professionals: those registered by
lone of the healthcare professional regulatory
Ibodies, listed at Appendix C. However, the |
principles in this document also applyto |
other healthcare workers who come into
'contact with patients and their carers.The

,,,,,,,,,,,,,,,,,, 7.5mm from top of page

Setting of text for an A5 or 1/3 A4 page

The only difference from an A4 page is:
* Headings are set in 16pt Arial Bold.

23




1/3 A4 back cover

210mm

19mm

56mm

professional
standards

authority  ¢—
15mm| 10mm

>

»

99mm

A4 factsheet

For short reports and consultation responses, the Professional Standards

_____ 7.5mm from head of page

______________________ 41mm from head of page

_____ 70mm from head of page

Authority uses the following template.

Follow the guidelines for a standard A4 document page to set the type and

insert the logo accordingly.

20mm

authority
25mm

74mm

Implementing a ‘Duty of Candour’
CHRE response to the Department of Health consultation

January 2012

N

w

E

o

. The Council for Healthcare Regulatory Excellence (CHRE) promotes the health and

well-being of patients and the public in the regulation of health professionals. We
scrutinise and oversee the work of the nine regulatory bodies ' that set standards for
the training and conduct of health professionals. We share good practice and
knowledge with the regulatory bodies, conduct research and promote the concept of
right-fouch regulation.” We advise the four UK government health departments on
issues relating to the regulation of health professionals. We are an independent body
accountable to the UK Parliament.

We welcome the opportunity to respond to the Department of Health's consultation
Implementing a ‘Duty of Candour": a new contractual requirement on providers. The
principle behind the proposal is that NHS organisations should be open with patients
when things go wrong. The consultation proposes to introduce a contractual
mechanism that would require certain providers to be open and transparent in
admitting mistakes. The consultation also notes that the Department of Health is
considering one option that would contractually require all eligible organisations to
publish "a declaration of a commitment to openness".

We note that the Government has decided that a contractual requirement is the most
to achieve greater with patients. CHRE has

stated in the past,
"We support the introduction of a duty of candour in the CQC's registration
requirements, which would mean that the ethical responsibility of health
professionals would be shared by organisations delivering healthcare services”
We continue to hu\d the view that the most effective mechanism would be to include
or licensing However, given that the
Governmen(s Intontion on (S has boon made Sear, we offer somé consiructive
comments on how the proposed mechanism could be improved.

Itis proposed that a new requirement to being open will be added to the NHS Standard
Contract, which applies to NHS Trusts (including NHS Foundation Trusts) and the
independent and voluntary sector where they are providing NHS-funded care. This
excludes those services provided under primary care contracts, including general
practice, dentistry, pharmacy and ophthalmic services.

We have previously criicised proposals where coverage would have been
incomplete, and the same principle applies here. Information published by the
National Patient Safety Agency (NPSA) indicates that almost 30% of incidents occur
outside of an acute setting.* Given the Government policy to increase the proportion of
care provided outside of a hospital setting, we consider it of utmost importance to find
a solution to apply to the primary care setting. We recommend that the Government
includes a commitment to address this gap in a timely fashion when it publishes its
response to the consultation.

@00 professional
standards

<+
15mm
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Accredited Register mark guidelines

In addition to the Authority’s logo guidelines, the Accredited Register
mark should be used as follows.

The Authority’s purple

This is the Authority’s colour (and the colour of the accreditation mark). The mark
should always be printed in this colour, unless printing in black and white.

PMS 2603C C72 M100 YO KO R108 G44 B145

Accreditation mark Exclusion zone

professional™:
standards
authority

‘ professional™

v standards

authority

accredited register

The mark should always have a comfortable amount of space around it.
The minimum amount of space should be at least the size of the accreditation
mark head’.

Placement

‘ professional™
VStanda_rds
authority Your Logo Here

When placed next to other marks or logos, the accreditation mark should be
sized proportionately so that it is approximately the same scale as any
accompanying logos.
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