
VA enquires with interest

Medicines for Children: Leaflet production process

•PA registers VA details onto tracking database
•PA negotiates topic of leaflet with VA, in consultation with MCLs as needed
•PA sends volunteer pack to VA, including letter of understanding (for completion),
Information Standard policy, guidance notes, leaflet template, side effects list and flowchart

•VA writes first draft of leaflet (V1), and has it
reviewed by a consultant, as needed
•VA sends final V1 to PA

ME edits copy in consultation with VA (V2), sends to PA

PA sends V1 to ME

VA responds to any questions from the 
ME during the editing process

VRs review V2 and return to PA. One VR checks validity of 
any references using reference checklist

•VA agrees topic with PA
•VA returns signed letter of
understanding

PA sends V2 with comments to ME

V2 complete

ME edits as needed (V3), returns to PA

•PA designs leaflet to template, checking that content fits to agreed length; commissions new images as needed
•PA sends V2 with copies of references and reference checklist  to VRs

PA sends V3 to MC
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V1 complete

V3 complete

MC review V3, return any comments to PA

PA collates comments from MC, 
sends to VRs
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As needed, ID designs images and 
sends to PA

As needed, MCL responds to queries

VA = Volunteer Author

PA = Project Administrator(design/website) 

ME = Medical Editor

VR = Volunteer Reviewer

MCLs = Medicine for Children leads

MC = Medicine Committee members

WC = WellChild parents group

MC Chair = Medicine Committee Chair

ID = Image Designer



First proofreader proofreads; sends to second proof reader

ME edits with any changes since consultation, removes 
references (V4), sends to PA

PA updates designed leaflet (V5), 
and prints PDF for proofreaders

PA saves (V7)
PA posts leaflet as PDF and HTML on website

PA amends leaflet with proofreading changes (V6), 
sends to MC Chair for sign-off

MC Chair reviews; informs PA whether any 
further changes before sign-off*

Second proofreader proofreads; returns to PA
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V5 complete

V6 complete

V7 (final) complete

PA makes any changes on V6 Minor changes

PROCESS COMPLETE

One or both VRs resolve comments from consultation, return to PA

PA sends cleaned V3WC

WC (parents and carers panel) review and send any 
comments to PA via WC coordinator

PA sends V3 with all consultation comments to ME 

V4 complete

As needed, MCLs resolve any 
medical/pharmacy queries from proofreading 

* For major changes,
return to ME / MCLs

As needed, ME resolves any language 
issues from proofreading

As needed, MCL responds to queries



Medicines for Children: Version information

Creating new versions

Only the Medical Editor and Project Administrator/Designer should save new versions of the document (after V1). 

Version Produced by Version description What happens next

V1 Volunteer Author First draft Sent to Medical Editor for editing into V2 - with 
comments resolved in agreement with Volunteer 
Author

V2 Medical Editor Edited copy (with comments/queries resolved 
by Volunteer Author)

Sent to Volunteer Reviewers for review Medicines  

Leads to support as needed

V3 Medical Editor Edited copy (with comments/queries resolved 
by Volunteer Reviewers)

+With comments from Medicines Committee
members

+With comments from WellChild parents and
carers panel

Sent to Medicines Committee members for 
professional consultation

Sent to WellChild parents and carers panel for lay 
consultation 

Consultation comments resolved by Volunteer 
Reviewers and/or Medical Editor as needed 

V4 Medical Editor Final copy Designed to template

V5 Project Administrator/

Designer

Designed leaflet with same content as in V4 Sent to two proofreaders

V6 Project Administrator/

Designer

Designed leaflet with corrections provided by 
proofreaders

If proofreaders note any major changes, reviewed 
with Medicines for Children Leads and/or Medical 
Editor

Sent to Medicines for Children Chair for sign-off

V7 Project Administrator/

Designer

Final copy, signed off by Chair Posted on website (as PDF and in HTML)



Medicines for Children: Roles and responsibilities overview

Medicines for Children Chair
Chairs MFC project team, which has strategic and 
operational oversight of programme
Signs off leaflets prior to publication

Medicine Committee Leads
(1 RCPCH and 1 NPPG representative) 
Members of MFC project team
Conducts professional review of leaflets

Parent/carer Liaison
(WellChild representative)
Member of MFC project board
Coordinates parent/carer input 

Programme Manager
(RCPCH staff member)
Manages programme and budget

Programme Administrator
(RCPCH staff member)
Coordinates production process
Manages day-to-day operations of programme 
Designs leaflets; maintains website

Medicines for Children Project Team Others

RCPCH Director of Research & Quality Improvement 
Lead management of programme

Joint RCPCH/NPPG Standing Committee on Medicines 
Health professional oversight of programme
Professional consultation on each leaflet

Volunteer Author / Supervisor
Writes version 1 of leaflet
Liaises with Medical Editor on queries

Volunteer Reviewer
Conducts professional review of leaflets

Medical Editor Consultant
Edits leaflet throughout production process
Advises on editing standards 

Proofreaders
Proofread final drafts of leaflets for grammatical accuracy

Image designer
Design images for leaflets




