Purpose
As one of Lewis-Clark State’s primary means of external communication, the internet website is a vehicle for student and faculty recruitment and a vital resource for alumni, parents, donors, and other members of the general public interested in learning more about the College and its academic community.
Why a Web Style Guide?

LCSC’s web site branding relies heavily upon the consistency of the communication that conveys it. Messages that deviate from the web brand will be confusing to our audiences. Inconsistent messages and experiences weaken or damage the web site brand.

As people visit www.lcsc.edu they have access to over 50 departmental websites. A clear message delivered by a well organized Web site will ensure that they have an enjoyable, productive experience. Anything less erodes a visitor’s perceived quality of Lewis-Clark State.

Policy

The College's web organization is set up as follows:

College Home Pages: are the "main entrances" to the College's electronic communication network.  College Communications is responsible for look and content. 
Departmental Web Pages: are the pages for College academic departments and administration offices. They are the responsibility of the department/office heads and the home page must contain the correct College nameplate and other items. 

Centrally Supported Web Pages: are pages that run across department or departmental/office lines, which have direct impact on the mission of the web site, Admissions, news and events, and the like. These pages are under the direct supervision of the web communications office, the webmaster will be ultimately responsible for these pages; these home pages also must contain the College's visual identity elements.

Student academic clubs or interest groups under the auspices of a department or office must be monitored by a faculty or staff member. These pages reside on a separate web server and must also contain the College visual identity elements, and may—at the request of the mentor or College administration—include an additional clarifying statement.  The pages are monitored by the Coordinator of Student Activities.  Technical service is provided by the web development club.

Quality and Content

Faculty and staff may create electronic department pages, organizational pages and personal pages that conduct official College business or support the College's mission. Electronic pages, and all of their contents, are subject to existing policies as well as local, state and federal laws.   Appropriate use policies are available via electronic link included in the footer of all official web pages.  http://www.lcsc.edu/it/Policy_&_Procedures/AppropriateUse.htm 
Any electronic publication produced at LCSC is a reflection of the institution and thus must be of good quality and responsible content. All department and centrally supported home pages must use the approved web template, inclusive of the LCSC nameplate and/or logo and footer. These pages will be regularly reviewed by the Web Communications Office so that the College's electronic image reflects the same excellence as its print publications attempt to convey.

The central visual identity elements of the College that must appear on the College Home Pages, all departmental and centrally supported home pages and student organization home pages are the following: the LCSC web template, LC nameplate (in the approved navy blue color and in the left-hand upper corner); a link to the main LCSC Home Page; the name and e-mail address of the College office/person responsible for the page. It is recommended and required that subsequent pages contain the following common elements: 
1. LCSC nameplate with a link to the main LCSC Home Page; and the global navigation bar. (Header)

2.  LCSC Footer with a link to the main LCSC Home Page, Disclaimer, Appropriate Use Policy and page manager email address. (footer)

Templates for these visual identity elements will be available by contacting the Web Manager (at webmaster@lcsc.edu). Copyright laws apply to electronic publishing as well as to print publishing. Publishers must have permission to publish the information, graphics or photographs on their pages if the publisher is not the author or creator. Electronic publications are subject to the same College policies and standards as print publications.

Personal home pages are not required to have the above College identity elements. In fact, personal home pages published by students, or staff may not use the College nameplate, logo or seal anywhere on any page. 

All personal home pages must include the following disclaimer on its opening page: "The views and opinions expressed on this page are strictly those of the page author. The contents of this page have not been reviewed or approved by Lewis-Clark State College."

Templates and examples of approved web page design are found at: www.lcsc.edu/webdev 

Web Team Resources and Monitoring

The Web Team is made up of representatives from College Communications and New Student Recruitment offices, meeting under the direction of the President.  This team serves as a resource for all College community members and can be accessed through the internet at webmaster@lcsc.edu .

The primary focus of the Web Team is not one of policing the LCSC web, but rather to assist all College community members to use electronic publishing effectively. However, the Web Team will periodically monitor College-sponsored web pages for quality and identity issues. It will not review student organization or personal home pages. If alerted to objectionable pages by another source, the Web Team will discuss the page and may either make a contact with the person responsible. 

Web Publishing Services

The web communications group stays up-to-date on web content and design issues, offers consulting and training for College community members on the use of web technology and constructs web pages for College offices. This group has developed a web site with guidelines for faculty and staff to publish on the LCSC web server. The pages contains the more technical aspects of web publishing and also includes helpful resources such as HTML, templates for the College’s graphic identity elements, standard button bars and other tools so that web publishing can be carried out efficiently and web publications comply with the college's policies as stated above.
Faculty, staff and students who wish to publish on the web or who have questions about web content can inquire from webmaster@lcsc.edu about the most appropriate services for their intended use. Typically, training matters will be handled by IT Media Services; design issues, data collection, content and visual identity matters by the Web Communications Office.
In conjunction with the college’s Microsoft Licensing Agreement, the publishing/editing application supported on campus is FrontPage.  For help on accessing your website: http://www.lcsc.edu/demo/Opening-Site.pdf.  Beginning Front Page classes are offered to all Faculty and Staff on an as needed basis through IT Media Services.  
Contacts for Web-related Matters

Bert Sahlberg, Director College Communications, 792-2200, email bhsahlberg@lcsc.edu
Karla McCann, Manager, Web Communications, 792-2085, email kmccann@lcsc.edu

