Government Analysis Function Website:
form for submitting content
This form is for submitting content to the Analysis Function website, this will be sent to the website team for review and publication. Please email your completed form to analysis.function@ons.gov.uk
Section 1: Mandatory fields for all content types
	Title:

Or Job title if advertising a vacancy.

	

	Date to be published:

Date the new content or changes are required to be made by. Remember five working day minimum for all content, and 10 working day minimum for guidance and webpages. 

	Click or tap to enter a date.
	Keywords:

Please provide up to five keywords, separated with commas, that users would associate with your content. This will make your content easier to find.

	

	Contact email:

This enables us to contact you or your colleagues in case we need follow up information. 

	Lead contact:

Group inbox:


	Social media:

Give details of any relevant Twitter/X and/or LinkedIn accounts, that we could use to help publicise your content. This could be your own professional social media account, or a departmental social media account.

	

	Type of content:

Please select content type

	☐ Update existing content
☐ Guidance Hub
☐ Webpages and workplans
☐ News item
☐ Training course
☐ Blog
☐ Event
☐ Job opportunity


Section 2: Supporting information
Supporting information for updates to Existing Content
	URL

For the web address you want to update

	

	Details for small updates

For minor updates please list the changes here

	

	Details for larger updates

If there are multiple edits to make, you may want to supply these changes in a word document for ease.
 
For guidance on uploading a file to this field, please read the instructions in the ‘How to add a file to this field’ document. 

	





Supporting information for News items
	Category

Select all relevant categories that apply. If your news is for a specific profession, please make sure you include the profession in your selection.
	☐ Accessibility
☐ Actuaries
☐ Analysis Function Standard
☐ Analysis in Government Awards
☐ Analysis in Government Month
☐ Careers
☐ Data Science
☐ Data sharing
☐ Digital, Data and Technology Profession
☐ Diversity and inclusion
☐ Economists
☐ Geographers
☐ Learning and development
☐ Methodology
☐ Operational Researchers
☐ People
☐ Social Researchers
☐ Statisticians and Data Scientists
☐ Strategy for UK Statistics
☐ Sustainability
☐ User engagement
☐ Website

Other (type here): 



	Main body of text

Enter main text for your news item here.

	



Supporting information for Web pages and work plans
	Parent page URL:

If you want your new page to be linked to from another page (a ‘parent’ page), please copy and paste the URL of the parent page here.


	

	Main text and supporting documentation

Please attach a Word document copy of the main body of text here.
 
For guidance on uploading a file to this field, please read the instructions in the ‘How to add a file to this field’ document. 

	





Supporting information for Guidance Hub items
Important: Please note that content published in the Guidance Hub must be signed off by a named Senior Civil Servant (SCS) who will take responsibility for signing off on the quality and suitability of the guidance.
	Guidance request type

Is this a request for new guidance or an update to replace existing guidance? 

Select one option. 

	
☐ New guidance item
☐ An update to replace existing guidance

	Area of work

Select all relevant working areas that your guidance relates to.
	
☐ User engagement
☐ Accessibility
☐ Administrative data
☐ Code of Practice for Statistics
☐ Coherence
☐ Communication
☐ Competency framework
☐ Data collection
☐ Data sharing
☐ Data visualisation
☐ Devolution
☐ Dissemination
☐ Geography
☐ Harmonisation
☐ Innovation
☐ International
☐ Methodology
☐ Official statistics
☐ Open data
☐ People, roles and behaviours
☐ Privacy and confidentiality
☐ Publishing items on the guidance hub
☐ Quality
☐ Reproducible Analytical Pipelines (RAP)
☐ Strategy
☐ Theory of Change
☐ User research
☐ Working with others

Other (please type):


	Type of document 

Select the relevant document type for your guidance
	
☐ Guidance (general)
☐ Checklist
☐ Competency framework
☐ Demographic
☐ Framework
☐ Harmonisation standards and guidance
☐ Harmonised principle
☐ Method reviews
☐ Policy
☐ Report
☐ Standard
☐ Strategy
☐ Toolkit
☐ Uploads
☐ User guide

Other (please type):


	Audience

Who is this guidance for?  Select all relevant audiences.


	
☐ Everyone
☐ Members of the Analysis Function
☐ Government statisticians
☐ Government economists
☐ Government actuaries
☐ Government social researchers
☐ Government operational researchers
☐ Government geographers
☐ Members of the Digital, Data and Technology profession

Other (please type):



	Brief overview of guidance

Why is this guidance needed?  Use this space to provide a brief overview of the guidance and explain why it is important.

	

	Main contacts

Please list up to three people who are involved in developing this guidance and who will be the main contacts during the publishing process.
	Contact 1
Name:
Grade:
Profession:
Dept:
Role:

Contact 2
Name:
Grade:
Profession:
Dept:
Role:

Contact 3
Name:
Grade:
Profession:
Dept:
Role:


	SCS sign off

Guidance must be signed off at SCS level.  Please provide name / email address / job title of the SCS who has signed off this guidance.

	
Name:
Email address:
Job title:

	Mandatory guidance

If your guidance is mandatory, please explain how use of this guidance is enforced.
	
☐ Yes
☐ No

If yes, explain how it is enforced:


	Governance arrangements

Explain how you will ensure the guidance continues to be fit for purpose in the future – for example how often it will be reviewed and who by.

	

	Main text and supporting documentation

Please attach a Word document copy of the main body of guidance text here.
 
You can also supply other files you wish attach or display on your content such as images or downloadable content. Please be aware we do not publish PDF or Word copies of text for accessibility reasons.

For guidance on uploading a file to this field, please read the instructions in the ‘How to add a file to this field’ document. 

	





Supporting information for Blogs
	Author(s) of Blog

	

	Author Biography

All blog posts are published with a short biography of the author. Type the author biography into this filed or copy and paste a link to an existing bio online. 

	

	Photo of the author

Attach a photo of the author(s) here or copy and paste a link to an existing photo online.

For guidance on uploading a file to this field, please read the instructions in the ‘How to add a file to this field’ document.

	



	Category

Select all that apply.
	
☐ Accessibility
☐ Actuaries
☐ Analysis in Government Awards
☐ Analysis in Government Month 2024
☐ Careers
☐ Conference
☐ Coronavirus (COVID-19)
☐ Data
☐ Data quality
☐ Data science
☐ Data visualisation
☐ Digital
☐ Digital, Data and Technology Profession
☐ Diversity and inclusion
☐ Economists
☐ Evaluation
☐ Geographers
☐ Innovation
☐ International
☐ Learning and development
☐ Methodology
☐ One Big Thing
☐ Operational Researchers
☐ People
☐ Social Researchers
☐ Statisticians and Data Scientists
☐ Uncategorised
☐ User engagement
☐ User research

Other (please type):


	Main body of text

Try to provide a minimum of 500 words and a maximum of 2500 words.

	




Supporting information for Training courses
	Existing link to your training course

Important: If your course is already listed somewhere online and you would like it to be listed on the AF website for promotional purposes, there is no need to complete the rest of this form. Copy and paste the link in this box and we’ll list it on our Events page. 

	

	Training category

Select most appropriate categories
	
☐ Analytical
☐ Careers
☐ Data science
☐ Data visualisation
☐ Data collection

Other (please type):


	Training type

Select most appropriate training type

	
☐ Online
☐ Face to face
☐ Distance learning
☐ Hybrid (face to face and online options)

Other (please type):


	Audience

Who is this training course for? Select all that apply.

	
☐ Everyone
☐ Government analysts (members of the Analysis Function)
☐ Staff working with government statistics
☐ Government statisticians
☐ Government economists
☐ Government social researchers
☐ Government operational researchers
☐ Government actuaries
☐ Government geographers
☐ Members of the Digital, Data and Technology Profession

Other (please type):


	Brief description of the course and the intended learning outcomes

This text will appear as the main course description.
	







	Duration of course



	

	Training provider

Include a link if appropriate.

	

	Location

If this is ‘in person training’, please include full address. 

	

	How to book

Please give details on how to book onto this course or express an interest in it.

	

	Contact email 

Please give a team email address to act as a contact for queries about the course.

	



Supporting information for Events
	Existing link to your event

Important: If your event is already listed somewhere online and you would like it to be listed on the AF website for promotional purposes, simply copy and paste the link in this box.  There is no need to complete the rest of this section.

	

	Start date and time

	

	End date and time

	

	Cost (if any)

	

	Other booking information

Such as who to contact, deadline for booking a space and any required information needed to complete the booking form.  

	

	Event type

Select all that apply

	
☐ Analysis in Government Month
☐ Awards event
☐ Clinic
☐ Conference
☐ Consultation
☐ Course
☐ Launch event
☐ Meeting
☐ Panel event
☐ Seminar
☐ Symposium
☐ Visit
☐ Webinar
☐ Workshop

Other (please type):


	Main body of text for event

Please supply a brief description of your event.

	




Supporting information for Job Opportunities
	Job title

Please supply a job title that does not have a grade in it – there is a field below to capture the grade.

	

	Existing link to your vacancy / job opportunity

Important: If your vacancy is already listed online via Civil Service Jobs, or your
own website, and you would like it to be listed on the AF website for promotional purposes; simply copy and paste the link into this box.  There is no need to complete the rest of this section. 

	

	Closing date

Use the calendar to select the date


	Click or tap to enter a date.
	Grade

Select one option.

We aim to only list posts using the standard civil service grades of executive officer, higher executive officer, senior executive officer, grade 7 and grade 6. If we try to use all the terms used across government, our search function becomes very confusing. 

	
☐ AA
☐ AO
☐ EO
☐ HEO
☐ SEO
☐ Grade 7
☐ Grade 6

Other (please type):




Section 3: Final Checks
	Disclaimers:

☐ I have read and understood the guidance and checklist for publishing content on the Government Analysis Function website

☐ I have completed the relevant supporting information in section 2 of this form for the content type I am submitting.
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How to add a file to this field



1. Select “Insert” on the top menu 

[image: A screenshot of a computer

Description automatically generated]



2. Select “Object” on the Insert menu (right-hand side)

[image: A screenshot of a computer

Description automatically generated]



3. Select "Create from File” in the pop up menu that appears

[image: ]



4. Select “Browse” 

[image: ]



5. Select the file you want from your device or shared storage, and select “insert”

[image: A screenshot of a computer

Description automatically generated]



6. Select the checkbox for “Display as icon” and then “OK”

[image: A screenshot of a computer

Description automatically generated]
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Select “Insert” on the top menu 
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Select “Object” on the insert menu (Right-hand side)
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Select "create from file” in the pop up menu that appears
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Select “browse” 
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Select the file you want from your device or shared storage, and select “insert”
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Select the arial box for “Display as icon” and then “OK”
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