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Website Guidelines
 Introduction
Cleveland County Schools provides online educational opportunities by providing a website tool for classroom teachers.  This tool allows teachers to use technology to communicate and collaborate with peers, parents, and students to further nurture student learning and success.

A classroom website is intended to communicate class and school-related information to parents, students and the community. While the website should be attractive and interesting, its main purpose is that of communication. Therefore, it must be easy to navigate and contain up-to-date information. 
These guidelines provide suggestions for teachers on how to develop web-based content for sites hosted by Cleveland County Schools (CCS).

All teachers must create a website which reflects the professional image of CCS, its employees, students, and surrounding communities.
Responsibilities
Teachers are responsible for meeting the guidelines in this document which cover management of content and technical standards of teacher websites.  Website Training sessions will be scheduled by the Curriculum Technology Coordinator/Technology Facilitator. It is the responsibility of the teacher to attend the training sessions for creating and maintaining a site. 
Website administrators are responsible for the development and maintenance of their sites/pages.

 Website Content Guidelines
These guidelines will apply to all Cleveland County Schools Teacher Websites. The guidelines are two-part: “Website Essentials” and “Website Fundamentals.”

Website Essentials

· Contact Information: Phone, Email

· “About Me” page: Name, Photo or Graphic Representation, History, Education

· General Description of Classroom Expectations, Courses/Units and                             Coursework Schedule
Website Fundamentals

· Up-to-Date News, Description of Classroom Technologies and uses
· Homework Assignments and Upcoming Assessment Information
· Adherence to Teacher Website Guidelines
Keep Websites Current
· Pages should be checked regularly to ensure links are working and meet district standards.  Make sure all internal and external links work properly.

· Remove expired date-related content.

· Remove outdated forms and documents
Grammar and Spelling
· All pages should be grammatically correct.

· All words spelled correctly.

Copyrights
· All website authors must follow all applicable and existing copyright laws and intellectual property rights laws pertaining to the use of text, images, and sounds.

· Websites must comply with all state, federal, and international laws concerning legal uses of computers as well as Cleveland County Schools’ copyright policy (3340-R).
· Websites must include a statement of copyright when appropriate and indicate that permission has been secured when including copyrighted materials.

· If it is critical that a reader sees precise information available on a specific non-CCS webpage, the page should be linked instead of copied or paraphrased.
CCS Policies and Procedures
· All website administrators must adhere to district policies governing website usages and the use of student names and pictures.
· Website administrators are responsible for the supervision and governance of student submissions or project pages (videos, blogs, rss, podcasts, and/or online discussion boards, etc.)
· Any e-mail address links, survey-response links, or other direct-response content may be made only to CCS staff email addresses; no student e-mail addresses or contact information (websites) should be linked for any reason.

· All pages and links, including non-CCS links, shall be curriculum related, instructional or school-oriented, and appropriate to educational purposes.

· Hyperlinks should be easy to understand in identifiable terms.

· Links to student or staff social media sites are not permissible. 

· Website cannot be used for any non-CCS commercial purposes.  Websites cannot be used to promote financial gain, including advertisements of any services or materials for sale.  Teacher websites may not contain advertisements with these exceptions:

· CCS approved sites

· CCS business partners and other individuals or organizations that contribute (financially or otherwise) to the school or district may be recognized with an appropriate statement on CCS websites but should not include an active link to their website.

· Non-profit organizations and/or community partners, approved by the district.
· Refrain from using “under construction” words or graphics for extended periods of time.
· Do not share your username and password with students or parents.

Files and Attachments

· Use lower-case letters for naming documents and graphics.

· Use an underscore “_” in multiword file or graphic names as a word separator.

· Attachments should primarily be posted in PDF format (if possible).  This ensures the content of the document cannot be altered and can be opened without the use of the software used to create the document.

· Audio and video files may be used (when appropriate), but must be compressed properly.  These are typically large files that have long “load times” for users, and often require users to download special plugins or viewers for viewing or listening.

Fonts and Text

· Be consistent with font sizes and type.

· Avoid using an overwhelming amount of low contrast colors.
· Do not type if all caps

· Do not explore full color spectrums for the sake adding “pretty colors.”  Identify a scheme and stick to it.
· Avoid color text when possible
Graphics (Images)

· Make sure that all graphics are relevant to the content of the site.

· Resize graphics prior to uploading them to preserve server space and avoid resizing images through the content editor. 

· Images uploaded directly from a camera will not suffice – now days, the images are far too large and are several megabytes in size.

· Don’t be afraid to reuse graphics that are already available on the server.

· Use GIF, JPEG, PNG file types only.
· Follow all copyright laws.
Branding & Logo Usage
· The official CCS logo can be obtained through the Employee Portal

· Avoid multiple instances of logo usage

· Do not recreate the logo or alter it from its current downloadable form

These guidelines will be evaluated and updated as needed in response to the changing nature of technology and its applications in the Cleveland County Schools.
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