University of Kentucky Libraries

Web Site Policy

Mission

The University of Kentucky Libraries web site supports the teaching, research, and service of the University of Kentucky through the gathering and organization of internal and external information resources.  The web site strives to present information about the library, its holdings, resources, and services in a way that is easy-to-use and efficient for users and that teaches users to find, select, and use appropriate materials.  The web site promotes the UK Libraries and provides ready access to the Libraries’ professional staff.

Guidelines

Content Managers are members of the library staff who are responsible for creating and updating the content assigned to them; content for which each manager is responsible is accessible via a secure login to a specially-designed input and revision interface. Web Administration librarians in the Information Technology Division will act as overall editors of the site and provide support via training, troubleshooting, and assistance with new page creation, graphics, and other specialized modifications, including automating aspects of Content Managers’ work, when possible. The Web Advisory Committee (WAC) works with Web Administration to update, administer and interpret web policies and procedures.

Some of the following guidelines are implemented automatically for those pages created via Content Managers’ logins. The Web Advisory Committee (WAC) and Web Administration oversee policy modifications and provide procedures for the various types of web pages on the site. Guidelines apply to both the public web site and to the staff intranet.

1) Any new projects that require assistance must involve Web Administration from the early planning stages in order to develop a timetable and establish an efficient methodology for incorporating the new material into the web site. This approach will assure Content Managers don’t do unnecessary work and are able to have their project completed in time for its intended use.

2) Content Managers creating new pages should write a short purpose statement for the page and specify the page’s audience. The purpose statement should reflect the part the page will play in fulfilling the mission of the web site.

3) Contact information displays on each web page for which Content Managers are responsible; this happens automatically for each assigned page.  Content Managers should respond to user comments and questions and make referrals to colleagues, when appropriate. Links must be checked on a regular basis (once per semester minimum) and page content revised for accuracy and timeliness.

4) Each web page will be dated to reveal when major content changes to the page are posted to the web. 

5) When available, templates are used for content display. The main library web site template includes the library navigational bar across the top and the left side of the page; specified layout controlled by cascading style sheets; and other design and navigational elements as designated in the web site procedural documents. The top navigation bar is retained on all pages. 

6) Each web page shall comply with http://www.usdoj.gov/crt/508/508home.html. This compliance includes provision of “alt” tags, i.e., textual alternative language for users not able to view images.

7) Each web page shall conform to XHTML standards in order to provide stable access for a wide variety of interface mechanisms. Content Managers should use the “Check Page Validation” link to validate pages; Web Administration will assist Content Managers in this process. In most cases, the staff input interface will provide standard XHTML coding.

8) Certain terminology on the web site is standardized. Web Administration will work with Content Managers to edit the site for standardization, accuracy and clarity.

9) All pages must conform to university web guidelines, including the use of approved graphics containing the UK logo.

UK Web Policy:  http://www.uky.edu/Regs/WebPolicy/
Approved Graphics: http://www.uky.edu/Libraries/Marketing/Material.htm
10) Content Managers should spell-check content in an appropriate application, then copy the content into the staff-interface. Web Administration will make corrections as necessary.

11) Content Managers must contact Web Administration to have non-XHTML pages and images uploaded and to have new content pages and tabs added to their area of responsibility.
12) When non-XHTML web page presentations (e.g., pdfs) are necessary, or when links to such files are necessary, the file format should be indicated to the user at the point of the link. Use pdf rather than Word or Excel for public pages—Web Administration can help you with conversion.

13)  When adding and/or suppressing content that is useful outside of a given subject area (e.g., many commercial electronic information resources), Content Managers should announce the addition/suppression so that other Content Managers may consider the product in relation to their content site(s). 
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