Policy for Managing (Adding, Modifying, Deleting) Content on the Congregation Beth Elohim Website

Purpose:
To provide a concise set of guidelines whereby the content of the CBE website (www.bethelohim.org) remains current and of greatest value to CBE congregants, prospective new members, and the greater metro-west Jewish community.

Scope:
This policy will apply to the current Congregation Beth Elohim website (www.bethelohim.org) until the next generation website is created and launched.  (The new website is the subject of considerable effort and will be reported on separately and at a later date.)  Currently, it is anticipated that the new CBE website (also at www.bethelohim.org) will be launched sometime prior to 12/31/09.

(Draft) Policy Guidelines:

1.
Responsible Parties:

a.
For Creating Content:  Certain CBE congregants, CBE Board committee chairs and their designees, and CBE professional staff are entirely responsible for providing new content in the form of text and images, and/or written instructions for updating or otherwise modifying any website content that each individual or group intends to have posted to www.bethelohim.org.  It is specifically not the responsibility of the "Website Administrator" [currently Vicky Morville (see below) or other individuals who are authorized to upload content onto the CBE website] to create, update, or otherwise modify content.

b.
For Updating, Adding, or Modifying Content:  Within one week of receipt of reviewed and approved updated, new, or modified content from certain congregants, CBE Board committee chairs and their designees, and CBE professional staff (see above), the Website Administrator [currently Vicky Morville (Victoria Morville <vmorville@yahoo.com>) and/or other authorized individuals] will upload the content onto the website.  All parties intending to have new, updated or modified content posted to the CBE website will - in addition to providing reviewed and approved content - also provide specific instructions regarding where the content should be placed (e.g., web page), what links (to other web pages and/or sites) need to be created, and for how long the content should be posted.  Vicky Morville's contact information will be posted on the CBE home page as the "Website Administrator" along with instructions (based on the approved policy) on how to post new, updated, or otherwise modified content.  In the event that someone other than Vicky will be responsible for updating, adding, or modifying content, that individual's contact information will be included on the home page (as well).

c.
For Deleting Content:  The Website Administrator will automatically delete all content from all current (as of the issuance of this policy) web pages that is obviously outdated.  "Obviously outdated information" is meant to include among other things, information that is no longer pertinent and information about events that occurred more than one year ago. (This process may take one or two months).  When new content is submitted for posting, it must be accompanied by a "date for deletion".  The Website Administrator will delete (new) content within a month of its "date for deletion". 

2.
Reviewing Content Prior to Posting

It will be the responsibility of the web page "owner" (normally the committee chairperson or organization president) to review and approve all content prior to posting (if the web page "owner" is submitting content, no additional review or approval is required).  The content of the home page and the "What's New" page will be overseen by the Congregation President and the Rabbi.  Currently, these web pages (and current owners) include:

· Home Page/What's New (Sue Wachter/Rabbi Mintz)

· Brotherhood  (Don Hoban/Andrew Gruskay)

· Sisterhood  (Susan Lerner/Katie Paikin)

· Religious School  (Leann Shamash) 

· Adult Education  (Deena Ferrara)

· Family Education  (Jill Shaya/Heidi Lovitz)

· Membership (Amy Leers/Karen Levy)

· Fundraising/Donations (Michele Barabash/Ellen Valade)

· Welcome (Sue Wachter, Rabbi Mintz)

Any content that will be posted on other web pages (e.g., Bookstore, CBE Policies, etc.) must be reviewed by a member of CBE's professional staff or by the Congregation President for review and approval prior to posting.

In no instance will it be the responsibility of the Website Administrator to review and edit content prior to posting.  Approved content may be reformatted by the Website Administrator to conform to space requirements or to assist in the longer-term goal of harmonizing the overall appearance (e.g., fonts, colors, graphics) of the website, but it will not be reviewed or otherwise edited by the person (e.g., Vicky Morville) who will do the posting.

