
 
 
 
 

 
 
 
 
 

 
This guide summarises how we work in the publications team and describes the format of the Word 
document drafts you receive for review. 

 
Publications team and process 

 
The current Lymphoma Action publications team: 

• Anne Hook, Publications Manager 

• Lauren Lakritz, Senior Editor 

• Vicki Gregory, Senior Medical Writer 

• Athena McCallum, Editor.  

The senior editor and senior medical writer research and write our health information webpages and 
booklets. Once they have written the initial draft, the editor completes copy-editing and proof-reading 
to produce a second draft. At this point, the drafts are sent to the Reader Panel and expert reviewers for 
feedback. When all feedback is returned, all comments are considered for the final draft. The content is 
then uploaded to the website by the editor or sent to typesetting to be made into a printed booklet.  
The publications manager has final sign off on all publications. 
 
We work to a digital first format, meaning most of our publications are 
designed to be viewed primarily on our website. Our booklets are an exception 
to this – although they are available online as PDFs (portable document 
format) once they are typeset and published. Our main priority is the digital 
first format as this is how most of our information is accessed. We know that 
some people are not able to access the internet, however, and health 
professionals like to have a printed document that they can hand to patients. 
 
The Word document drafts you receive are used to upload the information to 
the webpages. The documents are also used to create PDFs which go on the online Lymphoma Action Shop 
where members of the public, including health professionals, can order them and request a printed copy.  

The PDFs are also all available on the website under the ‘Downloads’ section 
on the left-hand side of each information page and in the ‘Booklets and 
information’ section of our website.  
 
We start researching booklets 7 months before they are due to be published. 
On average, a booklet takes 45 hours to research and write, 25 hours to edit 
and publish, plus an extra 25 hours of production (typesetting and printing). 
Webpages are started 4 months before they are due to be published. A 
typical webpage takes 15 to 20 hours of writing and 15 to 20 hours of editing 
and publishing. This doesn’t include the time put in by the Reader Panel. 

  

   Reader Panel Guide 

In the first quarter of  
2019, our most-viewed  
webpage, Symptoms of   
  lymphoma, had nearly  
     100,000 unique views       
         online. 

In the first quarter  
 of 2019, the Reader  
  Panel collectively  
    spent over 40 hours  
       reviewing  
           publications. 

https://shop.lymphoma-action.org.uk/


Draft publication format 
 
The drafted Word documents you receive are formatted in a certain way to allow for the information to 
be easily uploaded to the website and to create the printable PDF versions. This is done by the editor 
once the draft is complete. 
 
In the draft document, teal, bold text represents hyperlinks used on the webpage. We tend to embed 
these links in the draft so you can see what we are linking to. Most links go to other pages on our 
website; sometimes they will go to other websites. These links allow website users to click through to 
find further information on a topic. This means we don’t always provide detailed descriptions of the 
words in teal, which would potentially interrupt the flow of the page.  
 
Red ‘Back to top’ buttons (as below) are also included in the draft to signify where the end of a section is. 
These are used on the webpage to aid page navigation. 

Back to top 

After the final section of the health information in the draft comes the end matter. Some of this is for 
the webpage only and some is for the PDF only. We include it all in the draft as it gives context to the 
page you’re reviewing, and it also is easier to work from one Word document rather than duplicating 
material for webpages and PDFs. 
 
Appears on both the webpages and printable PDF: 

• Acknowledgements. 

• Review dates and our reference number for the page (LYMwebXXX). 

Web only: 

• Further reading – this text links to other relevant health information pages, and our glossary. 

These are not included on the PDF because they aren’t particularly useful without the links. 

• Related content – always in a row of three, these tend to link to our services or those of another 

organisation. 

• Full list of references – this is a drop down list on the website. We do not list the references on 

the PDF as they take up too much room and are used by a small number of people. 

Please see the images below for examples of how these sections look on the webpages. The screen shots 
are taken from the Chemotherapy webpage. 
 
PDF only: 

• Newly added sentence for those who do not have internet access and may only receive our 

information in printed format: We have separate information about the topics in bold, teal font. 

Please get in touch if you’d like to request copies or if you would like further information about 

any aspect of lymphoma. Phone 0808 808 5555 or email information@lymphoma-action.org.uk.  

• Sentence outlining how to access references: The full list of references for this page is available 

on our website. Alternatively, email publications@lymphoma-action.org.uk or call 01296 619409 

if you would like a copy. 

• Request for feedback (there is a ‘Was this information useful?’ button on our health information 

webpages). 

• Disclaimer. 

 
 

https://lymphoma-action.org.uk/about-lymphoma-treatment-lymphoma/chemotherapy
mailto:information@lymphoma-action.org.uk


Webpage showing review dates (‘Details’), downloadable PDFs, acknowledgements and the feedback 
request: 
 

 

 
  



Bottom of webpage showing references (which is a click down list), further reading and related 
content: 
 

 

 
 
 

Thank you 
 

We truly value the time that you volunteer to review our publications. We honestly could not produce 
our health information and help those affected by lymphoma without your help. 
 
If you have any queries during your time volunteering with us, please don’t hesitate to contact the 
editor, your contact for this role, or the volunteering development manager:  
 
Athena McCallum, Editor 
a.mccallum@lymphoma-action.org.uk 
01296 619 429 

Carly Benton, Volunteering Development Manager 
volunteering@lymphoma-action.org.uk  
01296 619 424 
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