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The quality of information presented on the Municipality's Web pages plays an important role in shaping the image of The Municipality.  Thus a cogent and concise policy statement is in place.  
This Web Content policy sets the Municipality's standard for:
· Establishing acceptable use of those Web pages,
· Enhancing the Municipality's mission by clarifying responsibilities of Web content authors, and
· Requiring accurate, useful and attractive presentations of information on those Web pages. 
Municipality employees are encouraged to publish information on the Municipality’s Web pages, provided such information supports the mission of the Municipality and is in compliance with these policies.
II. Scope
The Web policy applies to all official Municipality material, and all unofficial content posted by individuals within Municipality’s Internet domain (www.xxxxxx.gov).
III.  Standards for Official Municipality Web Pages
Official Web content consists of all Web pages representing the Municipality.  This includes:
· Top-level Web pages maintained by the Web Manager,
· Web pages of departments, 
· Web pages of all other Municipality offices, excluding Intranet material which is password protected and for internal use only.
 
Department and administrative heads are responsible for ensuring the accuracy and timeliness of Web page content for their respective departments and units.
Each official Municipality web page must:
1. Clearly identify itself as Municipality material in an approved template
2. Clearly identify the name of the department, unit or organization publishing the document;
3. Link back to the Municipality’s official home page
4. Be accessible to all, especially including the visually challenged accessing the Web through non-traditional means.
5. Contain a current e-mail address of the author, owner or sponsor of the information in the page;
6. Contain a publication or efficacy date for any time-sensitive information or data, and be updated so the information or data remains current;
7. Meet the standards established in the Municipalitywide Manual and Style Guide; and
8. Be approved by the Office of Municipality Communications and the respective unit heads prior to posting to the Web. Small changes such as phone number updates need not be reviewed.   For clarification or to request Municipality graphics, contact the Office of Municipality Communications.
A. Standards for Department Websites
Required elements:
· Departments must use the Municipality’s Web templates (which include header and footer navigation bars) on all department Webpages


All department Websites must be approved prior to launch by The Office of Municipality Communications.
B.  Standards for Links
Links to commercial and non-profit sites are permitted on an educational basis; however, the links themselves must not be misconstrued as advertisements (logos and trademarks are prohibited, even if permission is granted for their use by the organization, and even if the images are not links). They must not be done in such a way as to give the appearance of the approval, support, or endorsement of The Municipality. A disclaimer disavowing endorsement may be appropriate.  Disclaimers are not necessary for any commercial links that have approved business partnerships with The Municipality.  For clarifications, please contact the Web Manager.

VI.  Technical Support
The Web Manager will identify, evaluate, and provide technical support for software tools for the creation of official Web pages.  The Web Manager will consult with authors on the appropriate tools for their needs and provide instruction concerning creation and maintenance of official Municipality Web pages.  IT Support Services will handle all technical support issues.
VII.  Policy Distribution
This Web Content Policy, with the most current revisions, will be linked from the Municipality's official Web site.
VIII.  Policy Decisions
The Web Advisory Committee will continue to review and recommend specific changes or additions to the Municipality’s Web Policy.
IX.  Policy Enforcement
The Municipality seeks to enhance the use of technological resources and not to police those resources. However, engaging in any activity that does not conform to the Municipality’s Web Content policy can result in the immediate loss of website content creation privileges.
Where appropriate, the Web Manager may work with Web page authors and/or managers to ensure that Web pages are brought into compliance with The Municipality’s Web Content Policy.
