Ottawa Area Intermediate School District
GENERAL WEB CONTENT GUIDELINES


There are a number of general content issues that administrators and Web Writers should address by adhering to the following guidelines:

•
 Timeliness – Update the information in your section as new information becomes available. Determine what information in the section should be set up on a regular update schedule. Establishing a regular update schedule enhances the section by providing the audience with an idea of when to check back for the latest information. Regularly scheduled updates also ease the workload on the Web Writer by allowing him/her to structure update time more efficiently. It is necessary to periodically review all the material in your web section to make sure that the posted information is current.

•
 Accuracy – Building trust among the members of the web audience greatly enhances the effectiveness of any organization’s web communications. One of the best ways to build this trust is to take careful steps to ensure that the information provided in your web section comes from the most authoritative and up-to-date sources possible.

•
 Consistency – Make sure that information within your web section does not conflict with other information that exists within the same section or with materials found elsewhere on the district website. Contact members of your building/department and/or other Web Writers to resolve factual discrepancies in web page content.

•
 Accessibility – Think carefully about providing content in your section that requires visitors to download software or “plug-ins.” Requiring site visitors to download plug-ins guarantees that a percentage of visitors will leave the site without benefiting from this specially formatted information. When providing information that does require the use of a “plug-in,” make an attempt to provide the same information in a plain HTML format as well.

•
 Relevancy – Publish information to your web section that has been frequently requested by members of the OAISD community or other members of our district web audience. Try to anticipate what types of information and materials the web audience could benefit from before they are specifically requested. Publish only that information which lies within the scope of the building’s/department’s role in the district. Try not to duplicate information that exists elsewhere on the district website. Simply provide a link to that information in your web section.
Style and Technical Guidelines


The district Internet Webmaster will be available for help with the following issues and any other technical questions that may arise during the course of a Web Writer's work on his or her division's web section.  Given the rapid rate at which technology is evolving, some of the technical standards and requirements listed below may change.  In the event that there are any changes in these requirements, the district Internet Webmaster will contact and explain the changes to the district Web Administrators and Web Writers.

Style Guidelines

All personnel fulfilling the role of Web Writer for the district must:

•
Pay careful attention to spelling, grammar, punctuation, and word choice in e-news 
text.

•
Keep text short and to the point.

•
Refrain from using slang, educational jargon, undefined acronyms (e.g. WMQN), and other “intra-office” styles of writing. Remember that our web audience consists of many individuals who aren’t educators.

Technical Guidelines

The district Webmaster and other members of the Web Team will be available for assistance with the following issues and any other technical questions that may arise during the course of a Web Writer’s work on his/her web section. Given the rapid rate at which technology is evolving, some of the technical standards and requirements listed below may change. In the event that there are any changes in these requirements, the district Webmaster will contact and explain the changes to the Web Writers.

Technical requirements for the district website:

•
Only the district Webmaster, Web Team, and trained Web Writers and designated alternates may publish to the district website.

•
Publish to the district website from designated computers using only the OAISD 
Update database.

•
Passwords are to be kept strictly confidential. Do not give out your password to others, even if another employee will be responsible for web updates during your vacation, conference, or sick leave. They must request their own password from the Webmaster.

•
All content for your web section and e-news must have administrative approval. Each building/department is responsible for determining its own process. Web Writers will input their building/department’s e-news and calendar items only. All other content must be provided to the Webmaster in an electronic format after receiving administrative approval.

•
Web Writers should develop plans to receive content from co-workers in an electronic computer file format. That means that text should be delivered to the Web Writer in the form of a Microsoft Word file instead of a hard copy. Following this system will greatly reduce the amount of redundant work required to post information and increase accuracy.

· Do not use spaces in file names.  Instead, use the underscore character ("_") to represent a space between words in the file name.

· Total web page size (HTML file plus any embedded graphics, sound, video, or Java) for any page on the district site should not exceed 70K.  The Webmaster and the appropriate Web Administrator may grant exceptions to this general rule.

· Graphics and photos should be scanned in at 72dpi.  Save photos as JPEGs (.jpg) and save logos, clipart, and other images with large areas of solid color as GIFs (.gif).  Balance image quality and file size by choosing an appropriate compression setting when saving files as GIFs or JPEGs.

· All web pages on the district Internet web site should include HTML titles in the code of the page.  The title should follow this format:  Blue Valley USD#229: Web Section Name:  Web Page Name.

· Only current or linked files should remain on the district Internet web server.  That means that any file that is in the web directory, but is not being used in an active web page, should be deleted from the web directory.  Before deleting these files from the database, save them to a local computer drive (C:\drive, for example) for future use.

· Web Writers should test their web sections by viewing the pages in both Microsoft Internet Explorer (version 4.0 or newer) and Netscape Navigator (version 4.0 or newer).

· Web Writers are responsible for backing up their web sections to a network drive.  This can be accomplished by publishing to a particular drive and folder.  The recommended frequency for backing up a web section to a network drive is whenever changes/additions have been made to the web section.

Posting requirements for identifying individuals in photographs

•
Student Names/Photos: A signed photo release form is required for all posted photographs that show student faces. When posting photos, students may only be identified by first name and school district. When posting information that is not related to a photograph (e.g. announcing student award winners), first and last names may be posted in addition to the school district. 

•
Customer Photos: Verbal permission from customers/guests visiting the Careerline Tech Center is required prior to posting their photographs. Customers/guests should not be identified by name in most circumstances.

•
Staff Names/Photos: Extend the opportunity for staff members to opt-out of having their photograph posted on CTC program pages.

E-NEWS

Request to Assign E-News to OAISD Homepage

The Communications Department is responsible for assigning e-news to the OAISD Homepage. Communication staff will highlight e-news input by all departments and buildings, rotating articles on a regular basis. With the permission of an administrator, Web Writers may request a particular e-news item be highlighted on the OAISD Homepage at any given time. When no specific requests are made, Communications staff will feature e-news that is timely, relevant, and informative.

Request to Assign E-News to the ESB Page

The Communications Department is responsible for assigning e-news to the ESB Page. Communication staff will highlight e-news input by all ESB departments, rotating articles on a regular basis. With the permission of an administrator, Web Writers may request a particular e-news item be highlighted on the ESB Page at any given time. When no specific requests are made, Communications staff will feature e-news that is timely, relevant, and informative.

Assigning E-News to CTC, M-TEC, and OAC Building Pages

CTC, M-TEC, and OAC must establish their own process for approving and assigning e-news to their respective building pages. E-news should be timely, concise, audience-appropriate, newsworthy, and grammatically correct. All e-news requires administrative approval and shall be entered into the online database via the assigned Web Writer. The Web Writer will assign the e-news items to their building’s page. E-news items should be replaced as often as possible. New articles should appear online at least monthly, but preferable weekly. Web Writers are required to review their building’s page weekly to check for outdated information.

Sheldon Pines and JSC E-News

At any time, Web Writers for Sheldon Pines and JSC can enter e-new items into the online database, however, these buildings do not have building page e-news sections due to the nature of the building programs. If you would like e-news articles displayed on the OAISD homepage, you may make a request to the Communications Department at any time.

E-News Updates

Web Writers responsible for e-news on CTC, M-TEC, ESB, and OAC’s building pages must review the building page weekly, or more frequently if necessary, to remove and replace e-news articles. These pages should contain timely information that should be removed immediately once the story is no longer relevant. At a minimum, e-news articles on these pages should be rotated monthly.

PAGE & E-NEWS GRAPHICS

Building Page Photos & Graphics

Web Writers for CTC, OAC, SPS, M-TEC, and JSC have the ability to change the photo or graphic that resides in the top right corner of that building’s page. The Web Writer may choose from a list of photos and graphics already loaded into the database. If a Web Writer would like to utilize a particular photo or graphic that is not loaded in the database, they should contact the Communications Department for assistance. The Communications staff is responsible for the photo/graphic on the ESB page and OAISD Homepage.

E-News Photos & Graphics

Web Writers may want to occasionally include a photo or graphic with an e-news item. The Web Writer should contact the Communications Department with their request. Communications staff is responsible for uploading all e-news photos and graphics. Once uploaded, a Communications staff member will contact the Web Writer to inform them that the request has been completed. The Web Writer may then input the e-news item and attach the photo/graphic from the available listing.

CALENDAR

Assigning Calendar Items

All Web Writers have the capability to input calendar items into the online calendar. The following are examples of items that are appropriate for the OAISD calendar: affiliate group meetings, building closings/vacation, classes not in session, building tours, special events, etc.

Calendar Updates

Calendars should be reviewed monthly in case any dates have changed. Calendar items should be updated at least yearly, or on an as-needed basis.

