Alamosa School District

Web Page Guidelines

Responsibility:

· Alamosa School District servers will provide space for school and central admin web sites that support the mission of Alamosa Public Schools.

· School sites and all that they contain are the responsibility of the building principal and the Instructional Technologist.

· Teacher sites are the responsibility of the individual teacher.  Each teacher is responsible for the development and update of his/her pages.  Teachers will e-mail the Instructional Technologist when they are ready to have their sites published.

· After reviewing teacher sites for adherence to these guidelines, the Instructional Technologist will provide a link to the teacher’s main page from the appropriate school web site.

· Technology staff and/or building principals will regularly review pages and may require changes to meet District rules.

Purpose/Subject Matter:

· Web space will be provided for education purposes only.  Content should provide school-related information, promote school activities, and enhance curriculum.

· All pages must be related to curriculum and instruction and school-authorized activities.

· No personal student or staff homepages or links to those pages are allowed on District websites.

· All “official” school and district sites must be hosted on the ASD web servers.

· No commercial or political content or links to the same are allowed on District websites. 

Keep It Current:

· Pages that contain time-sensitive information (calendars, school events, staff information, etc.) must be updated at least monthly to insure current and accurate information.

· Web pages must be checked monthly to make sure that all links still work.

· Include a “date last updated” notice on all major pages within the website.

Content Requirements

All Pages:

· must have correct spelling and grammar.

· must give credit to sources for all unoriginal graphics and text.

· must never use unlawful copies of copyrighted material!

The Home Page (1st or main page of site):

· will include, in a prominent location, the contact information for the staff member most responsible for the design and maintenance of that site.  Contact information may include email address, school address, school phone number.
· will contain links only to subsidiary pages, not to any outside (external) sites.

· may contain a blanket copyright statement covering all subsidiary pages.

· Example:  Copyright notice:  No portion of this site may be copied without permission of the author.

· Example:  Copyright notice:  The material in this site may be copied for educational purposes, providing credit is given to the author.

· Copyright information may be included on each subsidiary page, depending on the needs of the designer of the site

Subsidiary Pages:

· may contain links to outside web sites as long as they comply with the district policy on Internet usage and the curriculum.

Student Information/Work/Photos:

· Do not place any personal student information (phone numbers, addresses, etc.) on school web pages! 

· Parent permission is required before publishing student work.

· Student work may remain on the school web pages after the student exits the school.

· Student work will be identified with first name and last initial.  Do not identify students by complete name.

· High school students may be identified by first and last name only with written permission by their parents.

· Identifying photos of students are not allowed on the Internet.

· Class photos or group photos may be used, provided complete names are not given.

Staff Information:

· District e-mail addresses will be published on-line in the e-mail directory.  In addition to this, teachers should include their district e-mail address on their web pages.

· Do not publish any other employee’s e-mail address(es) without that employees written permission.

· Do not publish any employee’s home address or phone number without that employee’s written permission.  
· It is recommended that you do not include personal information of this type on your web site.

Design Requirements

All Pages:

· should be sized so they will display properly on an 800 x 600 resolution.  When sizing graphics or table, be sure they do exceed 700 pixels wide.
· should use the following fonts for regular text entries

· Arial & Times New Roman on the PC

·  “special” fonts should be saved and used as graphics so they will display properly

· should avoid color schemes or backgrounds that make information on the page hard to read.

· should use “web safe” colors so they will display properly.  (Choice of 216 colors.)
· should avoid using white text or links as it is difficult to print.

· must load quickly, both on and off site.  (Test using a dial-up connection.)

· Minimize file size and use of bandwidth as much as possible.

The Home Page (1st or main page of site):

· should fit on one screen and require no scrolling.

· should contain no more than two small graphics.
· should load quickly—in 30 seconds or less using a 28.8 modem connection.

Subsidiary Pages:

· may include more than one graphic, but all graphics need to comply with the guidelines in the “graphics” section.

· will generally avoid lists of more than a dozen items.

· will generally avoid the need for extensive scrolling unless the page is a document.

Graphics:  

· The amount, size, and type of graphics used have the most direct affect on the load time of web pages!

· Graphics should be used only if they enhance the message on the page.

· Graphics should be used prudently.  Photos and other graphics should not exceed a total of 100k (file size) per page.

· Animated GIF files should be used sparingly and the file size needs to be small.  

· All graphics used in web pages should have alt (alternative text) tags.

· All graphics must be properly sized using a graphic editor like Irfanview.  (Simply shrinking a graphic using HTML attributes does not reduce the actual file size.)

Internet Links:

· Carefully select all links for relevance to curriculum and appropriateness to school setting.

· Do not place the URL address as the text on the page.  The text should give an idea of the site’s intended use.

· Remove or replace broken links and update on a regular basis.

· When linking to external sites, please include this disclaimer:  Alamosa School District is not responsible for the content on external sites or servers.

· Link to sites without advertising are preferred.  If you must link to a site with advertising, use the following statement in your description:  Site contains advertising.

Web Technologies Supported on District Servers

· The district web server is running the ModX Content Management System.

· All district-networked computers utilize Java capable browsers.  Currently, the district supported browser is Firefox 2.X

· All district-networked computers have the following viewer/plug-ins loaded:

· Adobe Acrobat Reader – v. 6.x

Training

· The Instructional Technologist will offer training and support for staff members and assist staff and students in designing and posting projects and pages.  (Other technology staff may also assist in this area.)

With thanks to the following schools whose guidelines are published online:


Bellingham Public Schools (http://www.bham.wednet.edu/technology/webrules.htm)


JeffCo Schools (http://jeffcoweb.jeffco.k12.co.us/jeffconet/webquide.html)


Plano ISD (http://k-12.pisd.edu/guide/schools/webpages/)

Copyright notice:  The material in this site may be copied for educational purposes, 
providing credit is given to the Alamosa School District.

