HRHS WEB PAGE AND CONTENT POSTING GUIDELINES

Adopted by the Ad-Hoc Web Committee – Spring 2005

The availability of Internet access to the Hampshire Regional School District’s web site provides an opportunity for us to provide information to the world about our school.  It is also one of several official school communication methods for parents and community members.  Information about our curriculum, special events, extracurricular school activities, academic requirements and other general information relating to the mission of our school is conveyed on our web site.  
Internet access for the creation of web pages and the updating of content is provided by the district's Information Technology Director. Creators and content contributors of web pages need to familiarize themselves with and adhere to the following practices and responsibilities. 

Subject Matter

All subject matter on web pages should relate to curriculum, instruction, school-authorized activities, general information that is appropriate and of interest to others, or it should relate to the school districts. Therefore, neither staff nor students may publish personal home pages as part of the school’s web site, or home pages for other individuals or organizations not directly affiliated with the school.  Staff or student work may be published only as it relates to a class project, course, or other school-related activity. 

Quality

All web page work must be free of spelling and grammatical errors. Documents may not contain objectionable material or link directly to objectionable material. Regarding the question of quality or propriety of web page material, appearance, or content, the judgment of the Principal and/or other administrative personnel will prevail. 

Ownership 

All web pages on the district's web server are property of the school district. 

Student Safeguards

A permission slip must be filled out and signed by a parent or guardian prior to publishing student pictures (video or still) and student art works on the district’s web site.

If a student photograph is on the web site, a name is never posted with it. it.  

If student writing or art works are on the web site only use first names (or no names at all) in association with the work are used.

Documents may not include a student's phone number or address. 

WEB CREATION AND CONTENT MANAGEMENT STANDARDS
· All system administration (i.e. user account set up and security setting) to manage access to the web site will be granted by, and set up, by the IT Director.  

· ALL contact with EclecTechs will be the role of the IT Director, ONLY.

· All changes effecting the drop down menus MUST be done by (and approved by) the IT Director.

· ANY changes to the layout and design of the site templates, INCLUDING the main index page, MUST go through the web committee for approval first. EXCEPTION: Additions of web links to left navigation bar on templates do not have to go through the web committee. 

· All NEW pages on our web site MUST be based on our existing templates. EXCEPTION(S):  Links to off-site web pages, including off-site teacher web pages;  Links to Showcase web class student work.

· All new pages MUST be approved PRIOR to going "live" on the web site.  No school pages are to be posted without the sanction of the Web content Manager or his/her designee(s), the Principal and/or the IT Director prior to their placement on the web server.


· Care must be taken when creating Web pages with extensive animations or large graphics. Such files are frustrating for users, take up disk space and slow down the file servers. As a general rule, graphics files shall be under 100K in size unless a special situation exists that requires a larger graphic.  Also, the use of animated objects should be minimal.
· Web pages may not contain links to other web pages not yet completed. If additional pages are anticipated, but not yet developed, the text that will provide such a link should be included. However, the actual link to said page(s) may not be made until the final page is actually in place on the web server.

· Any graphics, sounds or video used on Web pages must conform to the format currently approved by the web committee.

· Final decisions regarding active web pages will rest with the IT Director and/or Principal.

· No students are allowed to maintain content or create new pages without following the guidelines established for student web site work.

· At the bottom of the Web page, there must be an indication of the date of the last update to that page and the name or initials of the person(s) responsible for the page or update. 

· Additional consistency standards will be developed by the web committee as the need arises.
