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       El Camino College Web Site Guidelines

DRAFT: April 20, 2006
The El Camino College Web site is published by the Public Relations and Marketing Department and Information Technology Services (ITS).  These departments are responsible for the design and content of the Web site, as well as the technical aspects of building, updating and maintaining the Web site.  ITS oversees the domain www.elcamino.edu-MyECC and everything related to it such as checking grades, paying for classes, and posting committee minutes.  Public Relations and Marketing handles the public Web site at www.elcamino.edu.

Obtaining a Web Presence

If your department does not have an existing web page, you can create a web presence by attending the OmniUpdate Training. Please contact the staff development office at extension 3868 to obtain the current training schedule or go to the online schedule and register.
Existing Department Web Pages

Each department is responsible for keeping the content on department pages up to date. In order to accomplish this task we have implemented a web content management software, called OmniUpdate.  OmniUpdate allows registered users to make updates from any where in the world as long as they have an Internet connection and can access the college web site. Omni classes are available through the staff development office and scheduled as needed.  Our goal is to have at least one person in each department who will keep their web pages current using OmniUpdate.  Please contact the staff development office at extension 3868 to obtain the current training schedule or go to the online schedule and register. When working on existing pages, please keep in mind that you’re Department Director or Division Dean must approve all content prior to making any changes.

Web Accessibility

All Word documents must be converted to PDF. In addition, all PDF documents linked from your web pages must have ADA compliance tags; this is automatic when converting from word to PDF.
Web Standards
• Any site found violating any of the following items is, through the Web monitoring process, subject to immediate removal from the college resource until the site complies.
• All web pages must be consistent with the El Camino College mission and goals.
• Any department or personnel who create a web page should assume personal responsibility for its accuracy and quality.
• Only licensed software, including text and graphic editors, may be used to create web pages.
Academic Department Menu Standards:
All menu items should be alphabetical order.
Links on the left side menu:

1. Department Name


· Courses Offered


2. Forms (subheader, online forms project begins in phase 3)
· Links to campus forms that need to be collected in a database

3. Information Desk (sub header)

· Calendar of Events (link to the new online calendar for individual division/department)

· Degree Requirements

· Faculty/Staff Directory (link to faculty photo, name, title, email, phone number, bio, etc…)

Web page example:  (See Next Page)
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General Department/Program Standards:
All menu items should be alphabetical order.
Links on the left side menu:

1.
Calendar of Events (link to the new online calendar for individual division/department)

2. Forms (link - online forms project begins in phase 3) 

3. Staff Directory (link - ideas: faculty photo, name, title, email, phone number, bio, etc…)

Contact Information for the department/program should be listed on all homepages.

The following guidelines must be followed for the college to maintain student confidentiality on web pages:

• Do not display student scores or grades publicly in association with names, Social Security numbers, identification numbers, or other personal 
identifiers.
• If scores or grades are posted, use some code or random numbers know only to you and the individual student.

• If a partial Social Security number is used, use no more than the last five 
digits. 
• In NO CASE SHOULD THE LIST BE POSTED IN ALPHABETICAL ORDER.

• No direct advertising or solicitation that renders financial gain to the individual will be permitted on a college web page.

General Aesthetic Standards 
WEB IMAGES

• In order to maintain consistency in your web page directory, it is recommended that you keep all of the images used in your site in an 
images subdirectory. These should be uploaded to this directory via omni update file manager.
• Use good syntax for naming directories, files and images: lowercase letters, no spaces or extraneous characters except the “_” character, use short and descriptive file names.
• Use .gif and .jpg images appropriately for the types of images on your web page. 
• Optimize your graphics for the web in image editing programs before putting them on your web page, if needed please send them to the web developer.
• Always use “alt tag descriptions” for images as a component of web accessibility. This is a feature that must filled in when using omni update.
• Avoid flashing or blinking .gifs.  Although there are exceptions where these images are warranted it is best to avoid them from an accessibility standpoint.
• Do not resize images in the OMNI program.  Resize your images in an image editing program such as Photoshop. (If you don’t have this software and need some help please contact the Web Developer for assistance.) All images for the body of page should not exceed 3 x 3 inches.
WEB COLORS

• Your colors should work well together, and should complement the site’s images and content.  Some web safe colors to use for the ECC web pages are #cccccc, #eeeeee, #999999, #990000, #3366cc, #000066, #003399.
Web Address

For simplification of our identity purposes, El Camino College web address is www.elcamino.edu. This web address will be used on all publications and promotional material for the college. Additionally individuals should use the @elcamino.edu designation after his/her department or individual name for personal e-mail addresses.

