U.K. Libraries Web Site

 CONTENT MANAGER GUIDELINES
Policy
The content manager policy is intended to define the role and responsibilities of website content managers within the UK Libraries system.  If you have questions about how to comply with this policy, contact Web Administration for help.
Purpose

One primary goal of the website redesign in 2005 was to provide more direct control over web pages by those who are responsible for the intellectual content of those pages.  The primary benefit is fast updating.  Library personnel throughout the system can make immediate changes to the content for which they are responsible, without waiting for a central web control unit to effect those changes.  The staff side of the website is designed so that updates can be made by anyone.  HTML experience is not necessary.  However, we do have an expanded Web Administration unit that will continue to provide support.
Who are the Content Managers?

The content manager for a given page should be the person who is responsible for the intellectual content of that page.  In cases where the intellectual content comes from a group, one person should be designated as content manager but that person should solicit input from the group when making significant changes to the page content.  Initial assignments:  Some early Content Manager assignments were made based on contact information from the corresponding page in the old site.  Some assignments were made based on discussions with Content Managers or appropriate ADs.  In cases where a content manager assignment is not clear, the Web Advisory committee will work with the appropriate Associate Dean or the entire EC to make an assignment.  Every page in the website must have a responsible content manager.
Designation of Responsibility
Content managers may be responsible for a single page, e.g., a “stand-alone” web page, or a defined group of pages, as in the case of a campus library site.  (See the Campus Library guidelines for a list of pages in that group.)  Most assignments are for a single page or tab within a page, but most Content Managers will be responsible for more than one single page.   In addition, Content Managers who handle Information Resources are also able to create new Information Resources and post public news items in the site.  (Contact Web Administration if you need to have your ID set to be able to manage/create information resources.)  

Content Manager Parameters
Content managers can only edit pages for which they are responsible.  If your ID is assigned to a given page, no other content manager can make modifications to that page.  The only pages available for editing when you log into the staff side will be those pages associated with your ID.  In addition, there are certain kinds of editing of updating (e.g., uploading images or other external files) that cannot be performed directly by Content Managers.  Contact Web Administration for these kinds of changes.  (See the Staff Side Policy for more information.)

Content Manager Decisions

This section provides some guidance in making decisions about Content Manager issues.  

1. Should I manage this page?  If you are the primary person responsible for the intellectual content of a page, you should be the Content Manager.  This task does not require special technical skill.  It should not be considered as “separate” from your responsibilities but as an integral part of representing your work to your patrons.  Creating the content (the intellectual work) and representing the content in the website should be handled by the same person.  Responsibility should generally not be delegated to someone else.
2. Are my current Content Manager assignments correct? If you are assigned to a page the content of which is no longer your responsibility, please let Web Administration know.  If there is a page within the site that is not assigned to you but should be, please also contact Web Administration.
3. Should I create a new page?  When deciding to create a new page within the site, the Content Manager should have a well-defined purpose of the new page.  The Web Advisory Committee (WAC) is charged to oversee the site and may ask for more information about a new page if it appears that the new page (1) duplicates an existing page, (2) is outside the scope of the UK Libraries website, etc. Creating a new page is a two-step process.  Web Administration must create the blank “holder” page before the Content Manager can add the content.  See the Staff Side Guidelines for more information.
4. Is this page still needed?  Taking a page down can affect others in the system.  If you are considering removing a page, please get feedback from people who might be affected by the change.  If you do decide a page is no longer needed, please communicate the change with other Content Managers, the WAC, or the entire library system as appropriate (see below).  Periodic Review.  Review the pages you control regularly as part of your site maintenance.  Review pages to see that they are:  Still accurate, still current, still needed in the public site.  Most pages should be reviewed at least twice per year, although some pages (e.g., Information Resource records) should probably be reviewed more frequently to make sure the information includes any updates provided by the resource vendor.  We recommend that you set up your own review schedule based on the content you manage.  The WAC may also send periodic requests to review a specific page or set of pages.
Communication among Content Managers

Although you have responsibility for specific individual sections, please remember that the website is a unified whole representing the UK Libraries system.  Changes you make will affect other content managers as well as others within the system who use the site for reference and other work, and certainly changes will affect our patrons. 

If you are considering a change within the site that might affect others, please use the following mechanisms to communicate:
1. LIBWEBCONTENT@LSV.UKY.EDU Listserv – Everyone who has received content manager training has been added to this list.  The list is the best way to reach Content Managers about new or deleted pages.
2. all-lib  – Communicate significant changes to the entire library system.  
3. Create a News Announcement – Creating a staff-side announce to have a news bulletin show up on the main page in the staff side.  Consider creating a public news item if you want to promote a new, modified, or deleted page to patrons.  (See the News Guidelines document – doesn’t exist yet – for more information)
4. Plan large-scale projects with Web Administration – Contact Web Admin early when planning a large new project or a major revision, to avoid wasted time and to get help.  Contact Web Administration any time for consultation or help
Page Maintenance

Content managers are responsible for making sure page content is accurate, current and functional.  For “functional” issues, your responsibility is to identify a problem if there is one.  If you need help correcting any functional problems, contact Web Administration for help.  The Content Manager for a given page will be listed in the footer of the page. 
Requirements:

1. Update intellectual content as needed.  This includes adding current information and deleting outdated information.

2. Check your links.
3. Review all the other guideline documents for specific requirements. 

4. Set up a schedule to review pages regularly.  Make small changes regularly, rather than waiting for an accumulation of changes.  Your page will be more accurate and getting into the system regularly will insure that you don’t forget how the staff-side works.  

5. Use the website.  Becoming familiar with the entire Libraries’ site – not just your own pages – will give you a better perspective for your own pages.

6. Search before you create.  Look through the site before you create a new page.  A page may already exist that does what you need.  One goal of the new site is to reduce duplication of effort.

7. Announce significant changes, as appropriate.
Web Administration Role

Contact Web Administration for help anytime you have a question about how to make an update, or if you have trouble or a particular challenge.  Just because you have been trained to make updates in the site doesn’t mean you’re totally on your own!  
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