Websites
Purpose:
The intent of the following policy is to set parameters for the creation, maintenance, and content of CDS Websites (Internet & Intranet)
Policy: 
CDS Websites are official publications of the agency.  The Internet Site is intended to provide information to participants, stakeholders, staff, citizens, and visitors.  The Intranet Site is intended to provide information to staff and to contractual, licensing, and accreditation partners.
Procedure and/or Process:

Responsibilities:
· The COO and Outreach Specialist are responsible for the oversight of the Websites and have the authority and responsibility to remove material deemed to be objectionable, inappropriate, or detrimental to the goals of CDS.
· The COO, Outreach Specialist and  Systems & Network Administrator are responsible for the day to day maintenance of the websites and the enforcement of this policy.
· The COO will approve content changes, additions, and deletions from the websites.

· EMT members are responsible for the ongoing review of both websites for updates relevant to their programs/departments.

Page Standards:

· Pages must be developed for business purposes only.  By its nature, the Internet/Intranet is delivered on a public network; therefore, any information placed on the Web is considered public information.  The Web’s universal access will accordingly be considered when determining the appropriateness of information posted.  Any material placed on the public network that could be potentially damaging to CDS should be reviewed by the COO prior to posting.  Any material that enables others to gain unauthorized access to any of CDS’s internal systems would be inappropriate for Web publication and is strictly forbidden.

· Content must be approved by the COO prior to putting any new or significantly modified page out on CDS’s Internet or Intranet site.

· All web pages will use standard templates of the CDS site to assure that the look and feel of the Websites is consistent throughout.  Pages may use colors and backgrounds as long as they complement the colors used in the templates and are in “good taste”.  The determination of “good taste” rests with the COO.
· Pages will use the standard style-sheet of the Internet/intranet web sites.  Use of the standard templates will assure this.

· CDS’s logo shall be included on each Home Page and whenever reasonable on subsequent pages.
· Pages will include a link allowing navigation through pages and a link to the Home Page.

· Graphics should be used where appropriate but should not overshadow the actual content of the page.  CDS Websites should be more content-oriented than commercial Internet sites.

· CDS websites shall only link directly to pages of other community organizations, public sector (government) agencies, the non-profit sector, organizations with which CDS has a professional interest/relationship, and/or to events which are sponsored or endorsed by such agencies or organizations.

· The site will not link to any personal pages/sites. 

· Pages will not contain advertisements for commercial sites or products.

· Logos of vendors and manufacturers (e.g., vendors appearing in the Reference Guide) may be used as long as they do not attempt to influence the user to favor one over the other.       

· Copyright materials must not be used without the permission of the copyright holder.
· Exceptions to CDS’s Websites Policy may only be granted by the CEO/COO.
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