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Updating and making changes to Student Access to Services websites

Service responsibilities

The Learning Resources web team (and SAS) aim is that all services will be able to do their own minor updating on the student web.  The student web is all web sites located at http://www.caledonian.ac.uk/student/ .
Examples:

· changing a date, cost or contact details; 

· amending a link;
· adding a new sentence, paragraph or bullet point or taking out the same kind of information.  Changing text.
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· The areas marked in blue cannot be edited.  Student web editors can only update the content in the main area of the page.

Who does this?

· Ideally, the person in your service/group of services who does basic editing of web pages.
·  If they are away and the change is urgent, e-mail the IT Helpdesk who log the call and pass it on to the web team.  

· If there is no-one in your service/service area with such responsibility yet:

· Until 23/12/05 – e-mail Carola Weller, SAS web developer

· From 1/01/06 - e-mail the IT help desk who will log the call and pass it on to the web team.

· 
How do I become a student web editor?
· Request that a student web editor’s account be set up for you by the IT Helpdesk. 

· The web team will get in touch with you to discuss software requirements and training available from ilearn
· They will arrange for the necessary software to be installed on your machine.

· Once the software has been installed you will be sent information to allow you to connect to the web server.

What information does the web team/student web editor need?
· Which page you want to change – give them the url

· The text you want to take off

· The text you want to appear

· The URL for any link you want to include

The text must be:

· Ready to publish – don’t say ‘add a note about special factors’.  Give the exact text.

· Sent electronically – in Word or an e-mail.
A really easy way to do this is to use the ‘track changes’ feature on Word.  Just copy the text of your web page into Word and use track changes for updates and changes.

If you are not sure how to use track changes, you could use this format instead:

Page: http://www.gcal.ac.uk/student/back2gcu/index.html
Change: 
Getting involved – develop your skills, become more employable, make friends, have fun with the Getting involved initiative 

To:
Getting involved – develop your skills and become more employable with the Getting involved [http://www.caledonianstudent.com/main/gettinginvolved] initiative

Web team responsibilities
The web team are responsible for all bigger changes.  You should discuss your ideas with them.  Here are the main things they handle.  Services should not tackle these things:

· The structure of each site.  Top links, navigation etc.  You can discuss how this works with the web team but they are responsible for setting it up and making any changes

· The template or overall design and look for each site.  We are using a student variant of the university template for all student sites.

· Adding a new page

· Taking off a page which isn’t needed any more
· Adding more complex pages e.g. forms, tables, images, video, audio
Service web page responsibilities in general
Your service is responsible for any web page which has your service name in the footer.

What does this mean?

Content should be:
· Accurate and current.  Students, the base and staff in Schools will take what is on your pages as correct.  See SAS Quality Expectations 24-35.  Think ahead a bit too – when will current students and prospective students need information about next year? Are you aware of regular changes of fees or regulations?
· In continuous development:

· are you getting a lot of queries on specific topics?  Is that information on your website?  If yes, is it easy to find?   (
· Have you introduced anything new or changed the way you do things – is that information on the web? 

· Have you sent a GCU All email – is that information on the web?

· Is there anything you could take off the web as it is no longer relevant?

· In plain English (PE).  If you add a new page or change a page substantially, please contact Eileen McKee for a quick PE check.

· Written for the web.  It doesn’t work to put a leaflet straight on to the web.  It works much better if you put the web text into a leaflet. 
· Specific to GCU – don’t rewrite information which reputable outside bodies provide.  Just link to them – they are responsible for updating then, not you.  (You will still have to check the link from time to time)... Example: Information on student railcards – just link to the relevant site.
Review all your pages at least once a year.
·  It would be good to involve students in this.  

· You will need to check and update some pages more often.  Examples:  pages with dates, opening hours or information about start of the year events.  The SAS quality expectations 31 and 32 give guidelines.

Things to look at when you review a page:

· Links – do they work?  Are they still relevant?  Is there a better link?

· Any specific information – dates, times, prices, contact names

· Developments - are there new areas you could develop?  Do you need to change links?

Writing for the web
Write for the web.  It doesn’t work to put a leaflet straight on to the web.  It works much better if you put the web text into a leaflet.  See SAS quality expectation 26 – hardcopy information derives from the web.

· Cut words down to a minimum, possibly about half what you would use in a written document.  Try and keep to no more than 500 words per screen. 

· Use plain English  - see the plain English Guidelines (appendix 1)
· Use short sentences and about 9 words/40 characters maximum per line.  (Plain English recommend 15-20 words maximum per sentence for written documents, so less for the web).
· Use clear headings – people scan web information.  They don’t read it all.
· Inverted pyramid – put the most important information at the top and work down.
· Lists are good – bulleted or numbered.
· Use short blocks of text only

· Don’t assume students have read other pages on your site.  Write as though it is the only page they have seen.
· Think of the audience – SAS aims at students who are:

· New to GCU – assume they know nothing

· At most part-time on campus – have you included information for people who aren’t on campus?

· Possibly not first-language English – think plain English – can users get the message on one reading?

In general 
· Don’t repeat contact information or opening hours for your service.  Put it on one page and link to that page
· Link to other GCU pages wherever possible – don’t repeat text or images.  For example
· Information which other services provide - 

· Campus maps – http://www.gcal.ac.uk/student/about/maps.html
· Regulations – http://www.gcal.ac.uk/student/about/regulations/
· Your views http://www.caledonian.ac.uk/student/feedback/ - this will be part of the standard template for student pages anyway.
· Always state when a hyperlink will open a new application (eg minutes (Word) or guidebook (PDF)). 
· Indicate if links go to areas that are password protected or viewable only from within Caledonian – mainly links to my.Caledonian.  Jonathan Mitchell has direct links to some my.Caledonian pages.  You need to ask him the  specific URL 
· Use meaningful link titles.  For example, don’t say “click here” but “guidelines for students”.  This is because people with visual difficulties often use a screen reader, which converts the text on a website to speech. When somebody uses a screen reader to choose one of the links on your page, they will only hear the words used for the link. Just hearing 'click here' will not give any idea what the link is for.
· If a link is going to be an email address and not another webpage, you should make this clear.  For example
· To apply for this service email Examinations Office (exams@gcal.ac.uk) for further information, or call us on 0141 331 3336.

Plain English guidelines    -    SAS standards
Here are five key principles for written communication.  All examples are from the GCU website.

1) A good average sentence length (about 15-20 words).  Sentences for the web should be shorter
Example

Go to the support point on the second floor of the library with your matriculation card, a member of staff on the Electronic floor who will phone the helpdesk and request that your password be reset to the original (they will also be able to give you a copy of your original password).  (Original - 53 words)

Take your matriculation card to the support point, library second floor. (11 words)  The member of staff on duty will phone and ask the helpdesk to reset your password to the original. (19 words)  They can also give you a copy of your original password. (11 words)

2) Use verbs rather than nouns  

Examples:  

Access to the library is possible if you fall into any of the categories listed below (Original (O))
You can use the library if you are in any of these categories: (Plain English (PE))
It is our aim to eventually provide seamless access to… (O)
We aim to eventually provide seamless access to… (PE)
3) Use words like 'we' and 'you' instead of 'the university’, 'the student’.   

Examples

Students not on City Campus may telephone… (O)
If you are not on City Campus you may telephone... (PE)
4) Use everyday words

Examples

If you require a printout of your original password… (O)  If you need a print out… (PE)

In the event of a fire (O)     If there is a fire (PE)
therefore it is imperative that you check that you can login… (O)

so you must check that you can login… (PE)
The office is located on the third floor of… (O).    The office is on the third floor of… (PE)
See the Plain English Campaign’s list of alternative words - www.plainenglish.co.uk/A-Z.html
5) Plenty of 'active' verbs (instead of 'passive' ones)

Examples

When producing slides, 8-10 lines of text is recommended.   (O)

We recommend 8-10 lines of text for slides.   (PE)
Appointments can be arranged by calling into the office and making an appointment with… (O)
You can make an appointment by calling into the office and talking to… (PE)

(Or  To make an appointment, call into the office and talk to…)

Further information can be obtained from Learning Services.   (O)
You can get more information from Learning Services.   (PE)
For more information, go to: How to write plain English   www.plainenglish.co.uk/plainenglishguide.html.

The Plain English tutor revised this paragraph for the first course at Caledonian
Original:

If you feel you wish to withdraw from your programme of study, you must first inform your department and speak to your Programme Organiser or adviser who will be able to advise you. If you do not wish to speak to your Programme Organiser or adviser regarding problems which are resulting in you wishing to withdraw, please speak to a councillor in the Department of Student Services who may be able to help.  The department is located on the 1st floor of the George Moore Building.

Plain English 

If you want to leave your course, you must speak to your programme organiser or tutor who will be able to advise you.  If you don’t want to do this, please speak to a counsellor in the Department of Student Services who may be able to help.  The Department is on the first floor of the George Moore Building.  

(On a website, SAS would change the last sentence to: Here are the opening hours and location [link to Student Counselling Service’s home page])
