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Introduction

The Institute of Food and Agricultural Sciences (IFAS) at the University of Florida (UF) produces and manages Web sites to communicate the teaching, research, and extension programs, following the land-grant mission of UF. 
With a view toward ensuring that UF/IFAS Web sites reflect the reputation and professionalism of our teaching, research, and extension programs, the following guidelines have been developed.  The purpose of this document is to assist faculty and staff in contributing to a consistent and professional Web presence, to ensure a positive experience for Web users, and to increase UF and UF/IFAS brand recognition among all clientele. 

The policies detailed in this document will change over time to adapt to new technologies and needs of faculty and staff. For more information about the guidelines provided in this document or other Web-related questions, please contact the IFAS Web Team at (352) 392-2411. 

IFAS and Affiliate Web Sites
All policies outlined in this document are intended for faculty, staff, and administrators in UF/IFAS who produce and manage Web sites and Web content.  UF/IFAS policies apply fully to sites which are hosted on UF/IFAS servers.  UF/IFAS affiliated sites include sites hosted on servers not owned and maintained by UF, such as county office Web sites. Affiliated Web sites must follow the UF acceptable use guidelines and state and federal laws.
UF Policies and Guidelines
All UF/IFAS Web sites must comply with both the UF Policy for Acceptable Use of Computing Resources and the other policies outlined in this document. The use of university computing resources, like the use of other university-provided resources and activities, is subject to the requirements of legal and ethical behavior. Users of UF/IFAS computing resources must comply with federal and state laws, university rules and policies, and the terms of applicable contracts including software licenses while using university computing resources. 
· Acceptable Use of Computing Resources Policy
http://www.it.ufl.edu/policies/aupolicy.html 
General rules for Web pages, e-mail, and University affiliation.
· Accessibility Recommendations for UF Web Sites 
http://www.webadmin.ufl.edu/policies/accessibility/ 
Under the ADA (Americans with Disabilities Act), the University is required to accommodate individuals with disabilities.
· UF Domain Name Policy
http://www.webadmin.ufl.edu/policies/domain_name/
Official University Web sites should use ufl.edu names.

· Link Registration Agreement
http://www.webadmin.ufl.edu/policies/link_register/
An agreement and form for submitting an official (ufl.edu) UF site to the Web Site Listing. 

· Graphical Standards Policy 
http://identity.ufl.edu/
Downloadable graphics, specifics of the University signature and colors, and acceptable use.

· Recognizing Corporate Supporters on the Web  
http://www.webadmin.ufl.edu/policies/corporate_support/ 

Guidelines to indicate our appreciation for contributions. 
State and Federal Laws

IFAS and affiliated Web sites, as well as users of UF/IFAS computing resources, must comply with federal and state laws.

· Copyright Law 
http://copyright.gov/

· Accessibility

http://www.access-board.gov/508.htm 
Oversight
An IFAS Web Team Advisory Committee will oversee this policy and recommend changes as appropriate. This Committee will include representatives from Extension, CALS, Research, the Office of Information Technology (IT), and IT District Support, among others.
When technical problems or policy violations are observed on any UF/IFAS Web site, the IFAS Web Team Advisory Committee will contact the Web site manager to explain the problems and ask that changes be made as soon as possible to comply with appropriate UF/IFAS Web policy. Failure to comply with the policies in this document could result in limitations on or termination of Web privileges for the individual(s) or unit involved.

The IFAS Web Team Advisory Committee has the authority to make changes to any UF/IFAS-branded Web site without prior notification in order to correct technical problems, resolve security issues, and correct policy or legal violations. Web managers will be informed as soon as possible where corrective action has been taken.
Identity and Branding
Based on feedback from focus groups of stakeholders and faculty members, UF/IFAS has chosen the tagline “Solutions for Your Life” for its Web sites.  To maintain consistent institutional branding for all UF/IFAS pages, cascading style sheets (CSS)  are available to standardize the text size, style, colors, and links within the various page elements (content, header, footer, and navigation). 
UF and UF/IFAS guidelines require that the following information be readily accessible on the main page of every Web site:

· The name of the unit or group represented by the page;

· A means of contacting the person(s) responsible for maintaining the page content;

· The date of last revision; 

· The university signature (Available at: http://ics.ifas.ufl.edu/wordmarks.html); and

· An active link to the UF home page.
Graphics and Identity
Where applicable, the "Solutions for Your Life" tagline should be used as a main graphic element or link from all UF/IFAS Web sites with an external focus. Several versions of the SFYL image or theme-line graphic are available from the IFAS Communications Web Site (http://ics.ifas.ufl.edu/). In order to always maintain continuity in UF/IFAS theme and appearance, the SFYL graphics cannot be altered or manipulated. 
Coding and Identity
Tags inside the HEAD section of an HTML document are used to supply information to browsers, search engines, and other tools used to discover, display, sort, and manage Web pages.  The TITLE tag must be included on all Web pages; it is used to generate the display name in the browser top bar, bookmarks, and in search results.  The description meta tag is recommended for all site home pages; many search engines include information in this field in their search results.
Web Site Maintenance
Content Review
Content on UF/IFAS Web sites must reflect current information. Each department, center, unit, or office must coordinate a review of Web site content at least annually for accuracy and timeliness.  The Web Advisory Committee may authorize the removal of content identified as out of date if it has not been updated after the matter has been brought to the unit’s attention.
Technical Review
The IFAS Web Team Advisory Committee may initiate technical reviews of selected Web sites. The committee will encourage administrators, faculty, staff, and various technology committees to bring to their attention any branding, maintenance, or other technical issues, so that corrective action can occur. 
New Web Site Requests 
A cohesive Web “architecture” streamlines management of IFAS Web resources and enables clients to find our resources. New UF/IFAS Web site requests should be in accordance to the UF and IFAS Domain Name Policy and will be subject to approval by the Web Team Advisory Committee. 
The following information will be required before server space will be provided:
· Faculty or staff person responsible for the site
· Approval of unit supervisor

· Names and Gatorlink IDs of contributors to the site
· Purpose of the Web site
· Web server features required
· How the Web site serves IFAS’ mission
The Web site request form is available at http://itns.ifas.ufl.edu/webhosting/getsite.aspx.
--------------------------------------------------------------------------------

Resources

Accessibility
Many people have disabilities that affect their use of the Web and the design or structure of many Web sites can make it difficult or impossible for people with disabilities to use those sites. Web accessibility means that people with disabilities can perceive, understand, navigate, interact with, and contribute to the Web. All state organizations and agencies that receive federal funding—such as UF—are required by law to follow ADA accessibility requirements. 
· UF Web Administration
Accessibility Policy
http://www.webadmin.ufl.edu/policies/accessibility/

· United States Access Board
Section 508 Homepage: Electronic and Information Technology
http://www.access-board.gov/508.htm
· UF Academic Technology
Accessibility Course
http://www.at.ufl.edu/accessibility/accessibility_cd/ 
Writing for the Web
Research indicates that people read Web pages differently from the manner in which they read printed pages.  Reading lengthy text on a computer screen can be difficult and even uncomfortable, so people tend to scan text quickly, looking for the main points of an article.  Consequently:

· articles should be as concise as possible and formatted in a manner that draws the eye.  
· Short, focused paragraphs can prevent readers from skimming over them, 
· bullets and other means of breaking up lists allow readers to find the important points quickly and clearly.
· AEC-378: How to Write for Your Web Site  
http://edis.ifas.ufl.edu/WC059

· Writing for the Web (Jakob Nielsen)
http://www.useit.com/papers/webwriting/

· SFYL Style Guides
http://solutionsforyourlife.ufl.edu/customer_service/policy_style_accessibility.html
Usability
Usability is a measure of how easy it is for a user to complete a task or find information on a given Web site. Web sites with lower usability face the risk of losing credibility and users. 
· useit.com: Jakob Nielsen’s Web site

http://www.useit.com
· US Department of Health and Human Services

Research-Based Web Design & Usability Guidelines
http://www.usability.gov/pdfs/guidelines.html.
· Advanced Common Sense
http://www.sensible.com/
“the online home of Web usability consultant Steve Krug”

Graphics
UF/IFAS must hold copyright for all images used on our Web sites unless permission is explicitly granted by the copyright owner.  Some Web sites provide stock images that can be used without credit. 
· Solutions For Your Life

Stock Photo Galleries
http://solutionsforyourlife.ufl.edu/customer_service/photo_galleries.html
All images are pre-formatted for use in SFYL templates 

· IFAS Communication Services 
Photo Database

http://ics.ifas.ufl.edu/pictures/.
· Wikimedia Commons

http://commons.wikimedia.org/wiki/Main_Page 

“A database of … freely reusable media files to which anyone can contribute.”

· Stock.xchng
http://www.sxc.hu/
· Microsoft Office Online Clip Art

http://office.microsoft.com/en-us/clipart/default.aspx 
· USDA
ARS Image Gallery
http://www.ars.usda.gov/is/graphics/photos/
· Forestry Images
http://www.forestryimages.org/
“A joint project of the University of Georgia and the USDA Forest Service.”

Templates

A consistent IFAS Web design will assist visitors in finding the content they need.  The UF/IFAS templates—which resemble the SFYL look and feel—can be tailored for each site, allowing each area to express its individuality but also making it easier for site visitors to navigate in and between UF/IFAS Web sites. 
Sample UF/IFAS template pages can be viewed at the SFYL Templates and Training page: http://solutionsforyourlife.ufl.edu/customer_service/templates_and_training.html#sample.
Training

The IFAS Web Team provides online and live training for any UF/IFAS employee who wishes to use UF/IFAS templates. Among other topics, the IFAS Web Team will offer training on optimizing images, optimizing Web pages for search engines, and using Web editing software. 

· Contacts:

· Jennifer Hugus (jhugus@ufl.edu) 
· Marion Douglas (mariond@ufl.edu).

· SFYL Templates & Training Help Web page
http://solutionsforyourlife.ufl.edu/customer_service/templates_and_training.html 
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