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introduCtion
Communication,	Communication,	Communication.

We	can’t	communicate	enough	if	we	want	to	build	a	dignified	workplace.		
The	type	of	workplace	where	people	can	be	themselves,	somewhere	were	people	
say	thank	you	(and	mean	it)	and	somewhere	where	people	learn	from	mistakes.	

This	booklet	details	the	content	of	the	design	assets	CD	Rom	so	that	you		
can	access	all	the	elements	you	need	to	promote	respect	in	your	workplace.	

To	ease	accessibility	we’ve	provided	A5	and	A4	versions	of	most		
elements	and	where	we	can	we’ve	made	word	files	available	too.		

The	design	assets	also	include	a	number	of	components	that	aren’t	in	the	toolkit,	
electronic	resources	such	as	screensavers	and	e-mail	signatures	for	example,		
as	well	as	artwork	for	promotional	items	such	as	pop	up	stands	and	badges.			
We	think	it	would	be	a	great	idea	to	give	badges	to	your	confidential	contacts		
or	workplace	champions,	or	you	might	decide	to	award	the	badges	to	staff	who	
have	gone	that	extra	mile	to	make	the	workplace	welcoming	for	all.		

What	ever	you	want	to	do,	however	you	want	to	do	it,	we	think	we’ve	given		
you	the	tools	to	get	the	conversation	started.	

When	you	work	at	it,	Respect	Works



03  Give respeCt  
Get respeCt LoGo

The	Logo
The	Give	Respect	Get	Respect	logo	should	
never	be	manipulated	in	any	way.	e.g.	never	
be	squeezed	or	stretched	to	fit	on	a	page.	

Artwork
There	are	three	artwork	files.	One	is	an	
Adobe	Illustrator	EPS	which	is	for	use	if	
creating	new	posters	etc.	The	other	two		
files	are	jpegs	for	general	use.	The	...hi.jpg	is	
higher	quality	whilst	the	...lo.jpg	is	generally	
for	screen	use,	email	etc.	

Colours
The	logo	is	four	colour	process,	CMYK.

File	names
NHS	DAW	Give	Respect	Get	Respect.eps
NHS	DAW	Give	Respect	Get	Respect	lo.jpg
NHS	DAW	Give	Respect	Get	Respect	hi.jpg

(No	dignity	at	work	strapline)
NHS	Give	Respect	Get	Respect.eps
NHS	Give	Respect	Get	Respect	lo.jpg
NHS	Give	Respect	Get	Respect	hi.jpg



04  posters (x4) 
A3

Artwork
The	artwork	file	is	an	Adobe	Acrobat	print	
ready	Pdf.	It	can	be	sent	out	to	an	external	
printer	or	printed	in-house.	

Colours
Files	are	four	colour	process,	CMYK.

File	names
01:	NHS	DAW	A3	Poster	Cream.pdf
02:	NHS	DAW	A3	Poster	Drip.pdf
03:	NHS	DAW	A3	Poster	Vitamins.pdf
04:	NHS	DAW	A3	Poster	Gel.pdf

APPLY LIBERALLY FOR 
AN IMPROVED WORKLIFE.

AVAILABLE FROM ALL 
GOOD WORKPLACES.

ADD A LITTLE RESPECT FOR 
A BETTER WORK PLACE.

USE EVERYDAY TO CREATE
A BETTER WORKPLACE.

01

03
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05  LeAfLet 
A4 & A5

Artwork
The	artwork	file	is	an	Adobe	Acrobat	print	
ready	Pdf.	It	can	be	sent	out	to	an	external	
printer	or	printed	in-house.	

Colours
Files	are	four	colour	process,	CMYK.

File	name
NHS	DAW	A4	Leaflet.pdf
NHS	DAW	A5	Leaflet.pdf

APPLY LIBERALLY FOR 
AN IMPROVED WORKLIFE.



06 Adverts

Artwork
The	file	is	an	Adobe	Illustrator	file	which	
	is	editable.	All	the	elements	are	the	same		
as	the	poster	and	can	be	found	in	the		
Campaign	Links	folder	on	the	Disc.

Colours
Files	are	four	colour	process,	CMYK.

File	name
NHS	DAW	Advert.pdf
NHS	DAW	Advert.ai

Size
Artwork	is	set	up	at	89mm	x	110mm.
This	is	just	an	example	as	advert	sizes		
will	vary	from	publication	to	publication		
and	so	will	most	likely	need	re-sized.

APPLY LIBERALLY FOR 
AN IMPROVED WORKLIFE.



07 sCreensAvers (x2)

Artwork
The	file	is	an	Adobe	Illustrator	file	which	is	
editable.	All	the	elements	can	be	found	in		
the	Campaign	Links	folder	on	the	Disc.

Colours
Files	are	Red,	Green,	Blue	(RGB)	for	screen.

File	name
NHS	DAW	Screensaver	email	1024	x	768.jpg
NHS	DAW	Screensaver	email	1280	x1040.jpg
NHS	DAW	Screensaver	phone	1024	x	768.jpg
NHS	DAW	Screensaver	phone	1280	x1040.jpg

Size
Artwork	is	set	up	at	two	sizes.		
1024	x	768	is	best	suited	to	laptop		
or	widescreen	monitors.
1280	x	1040	is	for	standard	monitors.



08 pop-up bAnner stAnds

Artwork
The	file	is	an	Adobe	Illustrator	file	which		
is	editable.	All	the	elements	are	the	same		
as	the	poster	and	can	be	found	in	the	
Campaign	Links	folder	on	the	Disc.

Colours
Files	are	four	colour	process,	CMYK.

File	name
NHS	DAW	Pop-up	Banner.ai

Size
Artwork	is	set	up	at	1000mm	x	1500mm.
This	is	just	a	guide	as	banner	sizes	will	
differ	depending	on	style	and	size	chosen.
Artwork	will	therefore	need	adjusting	to	fit.



09 mini dispLAy Cube

Artwork
There	are	two	files,	one	is	an	Adobe	
Illustrator	file	which	is	editable.	All	the	
elements	are	the	same	as	the	poster	and	
can	be	found	in	the	Campaign	Links	folder	
on	the	Disc.	The	other	is	an	Adobe	Acrobat	
print	ready	Pdf.	

The	second	file	is	an	Adobe	Acrobat	print	
ready	Pdf	that	will	to	be	sent	out	to	an	
external	printer.	Silk	or	gloss	paper	will		
give	best	results	with	brighter	colours.	
Paper	weight	should	be	around	250gsm.

Colours
Files	are	four	colour	process,	CMYK.

File	name
NHS	DAW	Mini	Display	Cube.ai
NHS	DAW	Mini	Display	Cube.pdf	

Size
Each	side	of	the	cube	is	130mm	x	130mm	
(that’s	about	the	size	of	CD	case).	The	cube	
comes	in	two	parts	and	needs	folded	and	
slotted	together.	No	glue	or	double	sided	
tape	is	needed.



10 emAiL siGnAture

Artwork
The	artwork	is	a	jpeg.

Colours
Files	are	Red	Green	Blue	for	screen.

File	names
NHS	DAW	email	signature.jpg

Size
Artwork	is	set	up	at	70mm	wide		
at	72dpi	(screen	resolution).



11 Web bAnner Advert

Artwork
There	are	two	files,	one	is	an	Adobe	
Illustrator	file	which	is	editable.	All	the	
elements	are	the	same	as	the	poster	and	
can	be	found	in	the	Campaign	Links	folder	
on	the	Disc.	The	other	is	a	jpeg.	

Colours
The	files	are	RGB	for	screen	use

File	name
NHS	DAW	Web	Banner.jpg
NHS	DAW	Web	Banner.ai

Size
Web	banner	artwork	is	set	up		
at	581Pixels	x	71Pixels.



12 pin bAdGe

Artwork
There	are	two	artwork	files.	One	is	an		
Adobe	Illustrator	file	which	is	editable.
The	second	is	an	Adobe	Acrobat	Pdf	
ready	to	be	sent	to	the	printer,	this	is
the	file	that	will	be	most	comonly	used.

Colours
File	is	set	up	as	CMYK.

File	name
NHS	DAW	Pinbadge.ai
NHS	DAW	Pinbadge.pdf	

Size
Artwork	is	set	up	at	20mm	diameter.



13  pen

Artwork
The	artwork	file	is	an	Adobe	Illustrator	file	
which	is	editable.	The	second	is	an	Adobe	
Acrobat	print	ready	Pdf.

Colours
Files	are	four	spot	colours,
Pantone	2995
Pantone	288	
Pantone	Cool	Grey	9
Black

File	name
NHS	DAW	Pen.ai	
NHS	DAW	Pen.pdf	

Size
The	printer	will	be	able	to	re-size	artwork
slightly	if	needed	to	fit	choosen	pen.		
A	white	pen	should	be	used.



14  intro LeAfLet 
A4 & A5

Artwork
The	artwork	files	are	Adobe	Acrobat		
print	ready	Pdfs.	There	is	also	a	text	only	
Microsoft	Word	document.

Colours
Files	are	four	colour	process,	CMYK.

File	name
NHS	DAW	A5	fact	or	fiction	leaflet.pdf
NHS	DAW	A4	fact	or	fiction	leaflet.pdf
NHS	DAW	Text	fact	or	fiction	leaflet.doc

Size
Artwork	is	set	up	at	A5	&	A4

FACT OR FICTION?
FACT

FICTION

FACT

FICTION

FACT

FICTION



15  LiterAture revieW 
A4 & A5

Artwork
The	artwork	files	are	Adobe	Acrobat		
print	ready	Pdfs.	There	is	also	a	text	only	
Microsoft	Word	document.	

Colours
Files	are	four	colour	process,	CMYK.

File	name
NHS	DAW	A5	Literature	Review.pdf
NHS	DAW	A4	Literature	Review.pdf
NHS	DAW	Text	Literature	Review.doc

Size
Artwork	is	set	up	at	A5	&	A4.

DIGNITY AT WORK?



16  WorkpLACe stories (x8) 
A4 & A5

Artwork
The	artwork	files	are	Adobe	Acrobat		
print	ready	Pdfs.	There	are	also	a	text	only	
Microsoft	Word	documents.

Colours
Files	are	four	colour	process,	CMYK.

Size
Artwork	is	set	up	at	A5	&	A4.

File	name
(These	are	the	A5	file	names,	A4	versions		
are	also	on	disc,	marked	A4	instead	of	A5.
Word	documents	are	also	available)

NHS	DAW	A5	Story	–	Borders.pdf
NHS	DAW	A5	Story	–	Dumfries&Galloway.pdf
NHS	DAW	A5	Story	–	Fife.pdf
NHS	DAW	A5	Story	–	Grampian.pdf
NHS	DAW	A5	Story	–	Highland.pdf
NHS	DAW	A5	Story	–	NHS	24.pdf
NHS	DAW	A5	Story	–	Tayside	01.pdf
NHS	DAW	A5	Story	–	Tayside	02.pdf

WORKPLACE STORY
NHS BORDERS – DIGNITY AT WORK CONTACT AUDIT TOOL



17  hoW to Guides (x4) 
A4 & A5

Artwork
The	artwork	files	are	Adobe	Acrobat		
print	ready	Pdfs.	There	are	also	a	text	only	
Microsoft	Word	documents.	

Colours
Files	are	four	colour	process,	CMYK.

Size
Artwork	is	set	up	at	A5	&	A4.

File	name
(These	are	the	A5	file	names,	A4	versions		
are	also	on	disc,	marked	A4	instead	of	A5.
Word	documents	are	also	available)

NHS	DAW	A5	How	to	guide	–	interview.pdf
NHS	DAW	A5	How	to	guide	–	netiquette.pdf
NHS	DAW	A5	How	to	guide	–	review.pdf
NHS	DAW	A5	How	to	guide	–	recruitment.pdf

01: NETIQUETTE
STEPS TOWARDS EMAIL MANNERS



18  disCussion Guide 
A4 & A5

Artwork
The	artwork	files	are	Adobe	Acrobat		
print	ready	Pdfs.	

Colours
Files	are	four	colour	process,	CMYK.

File	name
NHS	DAW	A5	Discussion	guide.pdf
NHS	DAW	A4	Discussion	guide.pdf

Size
Artwork	is	set	up	at	A5	&	A5.

RESPECT.  
EVERYONES  
OPINION MATTERS,
SO LETS TALK 
ABOUT IT.


