
Guidelines:

UCL Logo 
• Logo size and position should not be 

altered.

• Do not place other images or logos on the 
banner.

• Title text should be left aligned unless a 
poster number is added.

Layout
• This should be visually appealing and easy 

to follow. Be consistent.

• Choose one slide layout and delete the 
rest of the slides. Adjust background 
boxes via the slide master view if required 
– see under view menu.

• Ensure that the guides are turned on – see 
under view menu.

• Keep within the margin guidelines at the 
edge to help visibility and avoid the risk of 
content being trimmed off. 

Text 
• Aim for 300-600 words that are concise 

and straight to the point.

• Avoid font sizes below 24pt except for 
captions.

• Use a maximum of two fonts (the official 
UCL fonts is UCL, and Aptos should be 
use a fallback).

• Use bullet points to break up large areas 
of text.

• Left justified text is easier to read than 
fully justified.

• Set headings in bold.

Graphs, Images and Tables
• They must be embedded in your file by 

inserting the file rather than copying and 
pasting.

• Make sure they are sufficient size and 
clearly visible with at least 150dpi.

Guidelines cont:

Colour
• Select background colours that contrast 

well with the font to allow easier reading of 
your text. Choose colours from the UCL 
palette included in this file.

• Avoid backgrounds with bright or dark 
colours and full of texture as this will 
distract readers.

• Try not to use too many colours – 1-2 work 
well, plus images and charts.

• Don’t use multiple layers of transparency 
in PowerPoint.

Copyright  and GDPR
(copy and paste the link  to your browser )

https://www.ucl.ac.uk/library/ucl-copyright-
advice

https://preview.tinyurl.com/UCL-GDPR

• Only use copyright free images or those 
available under the creative commons 
license unless you have bought the 
relevant license. You are free to use 
graphics you have generated but check 
with colleagues if they have produced 
them.

• Images downloaded from online are 
subject to copyright unless this has been 
waived.

• Flickr.com is a useful resource to check 
the copyright status of images from the 
web.

• Follow GDPR (General Data Protection 
Regulation) for images of people.

UCL Banner vs UCL Logo

• Use the banner where UCL is the major 
partner

• Use the UCL logo only where work is an 
equal collaboration and place all logos at 
the bottom -
https://www.ucl.ac.uk/cam/brand

The Organisation
• Citizens Advice Redbridge (CAR) is a part of the national 

Citizens Advice network of charities giving confidential, 
independent and impartial advice on issues affecting 
everyday lives

• CAR offers advice by telephone, email and limited in -
person sessions to people living in the London Borough of 
Redbridge

• Clients use the service for support with issues such as 
claiming benefits, housing, civil disputes and family 
matters and consumer issues

• CAR also provides outreach sessions in the local 
community and specialist debt advice

Project overview
Giving advice

• During the project, I worked as an advisor for the core Citizens 
Advice service. At CAR, this involved receiving cases from 
clients who submit forms to the online portal

• Once the case is reviewed, advisors conduct preliminary 
research on the issue at hand using internal Advisernet 
information banks and trusted third party sources

• Each client is called to learn more about specific 
circumstances ensuring advice is tailored and accurate

• We then build client templates detailing our research into 
issues before giving personalized advice to the client by phone 
call, send a summary email with links and referrals  and guide 
the client to suitable next steps

• We frequently direct clients to services at Redbridge Council, 
the police, local legal service providers and our own family 
solicitor who gives in person appointments to clients one day a 
week for no charge

• Over the 6 - week course of the project, I helped 66 clients 
offering advice on issues including benefits and benefits 
appeals, social housing claims and waitlist form - filling, housing 
condition issues, neighbour disputes, evictions, domestic abuse 
support, disability support, immigration issues, and divorce

• The course also involved an intensive training programme
(Adviser Learning Plan) under which I learnt in depth about laws 
and processes for advising clients with above mentioned issues 
and how to speak to clients who may have difficulty accessing 
the service due to language barriers and disabilities

Need and Impact

• Citizens Advice helped 2.71 million people in the UK in 2024/25. 

• The national service aims to reduce the impact of structural inequalities that prevent people from accessing paid 
support services such as private legal advice and debt management.  The service also offers immediate support. For 
issues such as energy security, 50% of clients needed immediate crisis support and relied on Citizens Advice services. 
The need for the service is underscored by the cost of living crisis in London, leading over 2000 people to CAR.

• In 2023/24, Citizens Advice Redbridge assisted 4,069 clients with 9,890 different issues.  CAR clients gained £15,452,383 in 
income, and £2,964,043 in other financial gains
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Reflections
Advising clients goes well beyond researching legal issues and 
providing the information which taught me a significant 
amount about provide pastoral support alongside advice and 
ensuring clients understanding of advice enabling them to 
take next steps.

A significant challenge for the service is lack of funding to 
assist clients in person with administrative tasks which are 
heavy for issues such as benefit claims and difficult for more 
vulnerable clients. CAR’s form - filling service was ended during 
my project due to funding. I learnt how to adjust advice to 
provide as much help as possible remotely and to work with 
partner organisations such as Redbridge Council who can 
offer some in - person services. 

Cuts to legal aid in England also mean clients are left without 
options in many cases with no representation in court for 
appeals and family disputes. The job showed me how this often 
leaves clients without sufficient income to live and division of 
families
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