COLORADO SPRINGS SCHOOL DISTRICT 11
DIVISION OF INFORMATION TECHNOLOGY

SCHOOL WEBSITE AND WEBMASTER GUIDELINES

WHAT SHOULD BE THE PURPOSE AND PRIORITIES FOR A SCHOOL WEBSITE?
A school website is a necessity for the 21st century school.  It is a powerful instructional and communications tool that benefits students, classroom teachers, parents and the community.  Not only can a school website be used by teachers as a teaching tool, but it can also provide information for school shoppers and currently enrolled families as well as students or parents needing access to homework and class information.  

WHO IS RESPONSIBLE FOR DEVELOPING AND MAINTAINING THE SCHOOL WEBSITE?
The School Webmaster is a stipend function in each school.  The School Webmaster is responsible for developing and publishing the school’s website through collaboration with staff members, the school principal and the District Webmaster.  The stipend is $500 per semester.  The School Webmaster must have the technology skills needed to create and maintain a website along with the instructional knowledge to make it a user-friendly instructional tool for teachers.  Many CITs may wish to perform this function in addition to their regular duties.  However, if the CIT is unable to do so, the principal in each school is asked to select another individual to fulfill this function.

WHAT ARE THE RESPONSIBILITIES OF THE SCHOOL WEBMASTER?

Responsibilities for the School Webmaster include:

· Create and maintain the school website.

· Communicate and cooperate with the District Webmaster on all aspects of the development and posting of the school website.

· Promote the use of the school website as a means to support communications about instructional and non-instructional items both internally and to the outside community.

· Serve as a school representative regarding website issues.

· Model, monitor and communicate web-publishing guidelines at their school.

· Ensure all school web pages are current and accurate at all times.

· Attend training workshops, seminars, user group meetings and School Webmaster Meetings.

· Work with the principal to obtain final approval on the school website content.

WHAT ARE THE SCHOOL WEB SITE GUIDELINES AND REQUIREMENTS?
Principals and School Webmasters, with the advice of CITs and school technology committees, are responsible for the content and appearance of the school website.  If a web page or website is found to be in violation of district guidelines, District Eleven reserves the right to remove content which is not in compliance.  All school websites must:

· Reside on the district servers.  (District servers will host only approved web sites.)

· Relate directly to the district and school educational goals, projects and activities.

· Comply with federal, state or local laws as well as district policies, rules or regulations.

· Adhere to all District Eleven school web site publishing criteria.
DISTRICT MAINTAINED FIRST LEVEL “SPLASH PAGE.”   The standardized “splash page” for each school is created and published by the District Webmaster.  Visitors to the District Eleven website can get to an individual school’s website by first clicking “schools” on the District homepage and then selecting the specific name of the school from the drop down list on the schools page. This standardized first level  "splash page” includes the following:

· A picture of the school 

· The school address, phone & fax numbers

· An e-mail link to contact the principal 

· Notification to “Please contact the school for additional information about the school and enrollment.”

· A statement about the school written by the principal

Links to the school’s website.

WHAT SHOULD BE THE MINIMAL CONTENTS OF A SCHOOL WEB SITE?
SCHOOL SITE WEB PAGES.   A school website is required for instructional and community relations purposes.  FrontPage templates for these sites will be maintained at the school level as the responsibility of the School Webmaster designated at each school.  Learning Resource Services will coordinate FrontPage training.  The District Webmaster will coordinate other school website activities such as seminars, user group meetings and School Webmaster Meetings.  School websites must included several elements including:
· OUR SCHOOL  - Picture of school; school’s history; namesake; hours of operation

· SCHOOL MISSION AND GOALS 

· CALENDAR – Upcoming school events

· STUDENTS  - information for, about and by students

· STAFF - by grade level for elementary schools; by grade level & team for middle schools; by department for high school; for examples of student work and projects; for class assignments; etc.

· PRINCIPAL  - Picture (optional); name; email; phone; hours; message

· LINK BACK TO SCHOOL DIRECTORY (http://www.d11.org/schools.htm)

· ADDITIONAL BUTTONS ADDED BY THE SCHOOL

WHAT SHOULD BE THE STANDARD WEB SOFTWARE APPLICATION IN SCHOOLS?
FrontPage is the standard web software for all district web development.  To facilitate this process, schools have been provided with copies of FrontPage:  2-3 per elementary school; 3-4 per middle school; 4-5 per high school.  Hands-on workshops will continue to be offered for school webmasters.

WHAT ARE THE PUBLISHING PERMISSION GUIDELINES FOR SCHOOL WEB SITES?  

Schools must adhere to the following permission guidelines for all information published on their school web sites:  

· Have current written and dated permission on file from a parent or guardian before any student work may be published on the school web sites including photographs or video.  (Sample permission forms for publishing student work including photographs and video clips are available on the district web site at http://cssd11intra/DEVELOPMENT/webperm.htm.)

· May not display photographs of students identified by full name without parental permission.

· Observe all copyright, intellectual property, music and performance rights.

· Have written permission on file from the author if text, graphics, multimedia or copyrighted material is used.

· Always acknowledge author and source even when written permission is not required.

WHAT ARE THE GUIDELINES FOR PUBLISHING CONTACT INFORMATION FOR STUDENTS AND STAFF?
To encourage communications with the community, schools often wish to publish contact information for school staff.  Please be reminded that web sites may not contain any personal information including addresses, phone numbers, web links and e-mail addresses of staff.   Student e-mail or other student links are also not permitted. 

A District Staff Directory is available on the District Website at http://www.d11.org/directory/.

In lieu of a staff directory, webmasters may choose to include a link to the District directory.

