Suggested Guidelines for Effective Catholic School Web Sites
Level One Checklist
Design
· Cautious use of resolutions on graphics to accommodate constituents using dial-up internet access
· Easy web address

· Mark pages with field to indicate the date the pages were last updated

· Simple fonts and colors.  Design shouldn’t be overwhelming with color or too many images.
· Simple, clear navigation.  Information should be incorporated into levels to avoid cluttering the home page.  

Content
· Contact information including full address and phone on home page

· Descriptions of programs & activities

· Faculty and staff list with contact information

· Links to:

· Directions (Google maps if desired)

· Parish, if appropriate

· Office of Catholic Schools

· Mission statement

· Pictures of school/graphic/image – pictures of students tell the story

· Principal's welcome and/or newsletter

· Tuition and fees along with financial aid information, if applicable
· Up to date information – calendars, letters and memos should be current

· No dead links

Level Two Checklist
Design

· Access to commonly used school forms online

· All pages should retain the ability to reach the home page navigation for ease of use & access.

· Navigation and links organized in order of priority rather than alphabetical

· Simple design.  No scrolling needed on home page.  Tiered information within the site.

· Include tagline (if available) on every page

Content

· Alumni section within the site.  Include lost alumni list and list of alumni representatives.

· Catholic identity description

· Employment information (secondary schools only)

· Extracurricular activities list

· Facilities description

· Home and School Association contact information

· Identify ways to support the school (not only monetary)

· Links:

· Student access to classroom news or teacher email. (Note: schoolnotes.com has template for teachers to “fill in the blank.”)

· Family Handbook

· Current school newsletter link on home page
· School delay and closing information

· Link from home page specifically for alumni, parents, students

· Link to quick school facts from home page

· Link to school calendar from home page

· Link to uniform company 

· List of upcoming events 

· Separate information for middle school level, if applicable

Level Three Checklist
Design
· "Helpful links" list compiled from home page

· Ease of navigation

· Header/banner on main page/ professional design 

· Interactive

· Picture/slideshow on main page

· Simplicity

Content
· Annual report link

· Archives of newsletters and photos

· Faculty and staff credentials

· Homework helper sites

· Parent ambassador directory (current school parent liaisons for new school parents) 
· Parent section addressing prospective and current parent interests

· Photo gallery

· School terminology section for families new to the school that explains terms and guidelines commonly used in school (Dress Down Days/fundraising events)

· Testimonials supporting the school
· Virtual tour

Notes
· Schools who change their web sites or create new sites should communicate to all of their constituents what changes are occurring. Audiences need time to adjust to online changes and effective web sites are supported by consistent communication from school administrators. 

· A diocesan policy on the use of student names on a web site should be instituted, particularly in conjunction with photos.   Further, diocesan policy should require a photo release for all enrolled students.  Elementary school sites might restrict the use of student names to first name only.  Secondary school sites might use first and last names.  In both cases, student names should never be linked to a student photo.   

· Principals, or their appointed designates, are ultimately responsible for the content and the approval of content for the web site. Similarly, principals are responsible for the decision whether or not to allow advertising on their school site.  

(Continued)
· If advertising is approved for a site, a disclaimer should be included on the site indicating that the school does not endorse any advertiser on the web site. 
· Content submitted to the site should comply with state, federal and international copyright law and must have appropriate permissions as needed.
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