Website Review Checklist

The website review checklist is a tool for the website owner to use with the site webmaster and web
publishers to ensure the website and web content is created and maintained in compliance with the laws,
regulations, policies, and other directives related to DDESS websites.

If you have questions or need assistance with your website you may contact the DDESS Webmaster,
Cyndi Hoberg at: cynthia.hoberg@am.dodea.edu or (678) 364-8048.

Yes

No

1. Does your website include common content and use common terminology?

Common content:

Contact Us

About

Site map or index
Forms/publications

Jobs

Regulations, policies, procedures
Required policies and links

Common terminology:

e Use common expressions, generally used terminology.
¢ Refrain from using acronyms or technical terms without defining them in context.
e Acronyms must be spelled out the first time they are used on each page.

a.

2. Do you comply with information quality guidelines?

Establish a content review process to keep content current - it is critical for providing accurate and
timely information and services to the public.

Write for the Web — The Web is inherently different from any other medium, in terms of getting your
message across, especially print. To write good Web content, you need to learn some new rules (that
probably contradict what you've been taught about writing in the past). The new rules are easily
summarized:

o Simple is good. No more padding, complex sentence structures, fancy vocabulary.

e Be brief and clear.

e Getrid of pompous, stuffy language.

e Eliminate unnecessary verbiage.

See Writing for the Web on the DDESS Intranet for additional information.
(http://intranet.am.dodea.edu/Visuallnformation/WebPublishingHelp/WritingfortheWeb.htm)

Provide context on each page.

Each separate Web page must make sense in its own context because you don’t know whether or not
your reader will have the context of surrounding material to help them make sense of it, particularly since
you don't know just where they're entering your site. They may start on your home page, a search
engine may drop them in the middle of the site (per your frame of reference) as the result of a search
query, or they may have book marked an internal page during a previous visit to your site.

"Under Construction™ Web pages are not to be published.

Contact Us Page Includes mailing address, phone number, email or web contact form, and direction on
how to report errors.

About Us Page Includes full name of organization, name of leadership (Superintendent, Principal, etc.),
information about parent organization, description of your mission, link to CSP, SIP.
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g. Provide links to other pages in the Website with related content.

h. Page Titles. Each web page should have a descriptive, unique, concise, and meaningful page title.
The page title is the text that appears at the top of the web browser when you view a page.

a DDESS Community Locations - Microsoft Internet Explorer

| Fle Edt View Favorites Took Help
J Qeack ~ ) ~ [x] B] » | ) search ' Favorites €| v L w] v
J Address I@ httpe: ffwnini . am . dodea edu/ddessasc/districts/com munitylocations.html

3. Do you avoid posting information only employees are interested in?

4. Do your web publishers avoid duplication of content on other websites?
Avoid duplicating or recreating content that already exists on your own or another federal public website.
Your audience can become confused if they find overlapping or inconsistent information on the same
subject, either on your own website or on another DoDEA website. By focusing your efforts on creating
content related to your own mission — and using links to related content — you save time and resources.

Examples of ways to avoid duplicating content:

Jddess

T B 1 B 148 WY S

i - S .
Welcome to Patrick L. Kessler Elementary School Welcome to Diamond Elementary School

> of the Gators

fFort Stewart

cCalendar (POF) | Lumch Menu (PDF) | Class Webpages | Clubs & Ac
Calendar (PDF) | Lunch Mena (PDF) | Class Webpages | Eag

Moot B Schedl Diamond Elementary School Vision Statement
About Our School Principal's Page
Principal's Pags "Education and Goals Let Everyone Soar" Mun':l-m-k(ﬂ:n "DHameed 15 & CORAEOrYR COmAUnEy engaging in meaningh Iglong baening whils peomaoting respects
Btrect anchack Gator Trait for February - Fairmess
“chonl Improvemant Newrpr botion
IS Eagle Character Trait et — .
March Eagle Character Trai
Curiculumn i Instrsction 4 I
Special Services _ Ermplayrsnt Opportunities
Emplayment Opportunities - F C_ Smvern Weather
T Bavars Wasthar PR Honesty (POF) :::‘::hw
- 0 ]
PeSang Families =
Employes Resources [ el
W aramk s Winhodn snd Core Belis(s (POF} o -~
Shadent Resources Fort Stewart 310
Mimsion 5isermend (POF]
Fort Stewart Brd 10 . ! Libarty Caunty Schosls
Uberty County Schools Sehwod Profile (POF) HMallng Address
Mailing Address Cuaenend Elareestary Boheol

40T Davis Avw
Kapsher Elemantary Schood

1127 Austin Rd p—
Fort Stawart, GA 31313 o= Hame] SC/IT Stemart District W
Principal: erpl les Kigp —
Sabderall

s il gl felcome to Fort Stewart Schools

Fams (913) 368-3048 narFort &
wafFort &

Drittin £ page | Diamond page | Eessler £l

e ) Severe Weather and Emergency Procedures
amnich Menu (POF)
fransportation Severs Storms Dismissal
vicubum & Instruction
ipciad Survicms Shasents will be hald in o o light Pargeits mary pick up Studants in e

Wasthar et line ©f piek and come into Tee Schosl e wialhes % 5afe and only Iight rain, Sludents with apprograte rain
= goarwill bo 2 walk homa.
e e——
3¢ Sirg Farvili Please be sure o discuss with your child |:1Ilvr c:_r procedures you \va_m them 8o lb:q:«_’.u(l' as walk home, wall
‘Ragis tration) Tor ¢4¢ pickup, wie, This will hedp e SCH000 FIRT 10 delerming whess eBch Sudant $5oeld Qo durineg rainy diy
e = dismissal
Irrpayrent Opporturties. Map of $h008 for Shos! SISmEE 3 DIOCESTes
et t e
AT6 Davic degnue Emergency Procedures

Avoid duplicating or recreating content that already exists on your own or another federal website. The best practice
to ensure accurate and quality web content is to create it once = by the organization having the greatest expertise —
and use it many times through links.

Page 2 of 13




Website Review Checklist

Link to District or Community website
ddé"é’% Contact Us Forms

St T Sy L T o

Welcome to Faith Middle School

glendar | Food Service (Menus ) Lam Web Pages | Clubs & Activities | Student Resources | Teacher Resources

Abaut Our Schaal Mews and Announcements Faith iddla £ |2 | of 62
Principal's Page @

Policies & Procedures ALERT! ALERT! Faith Mickile School's muain lirea phore namber (708
weorking. Plaase coff 70658 50390 if you are atampling to call e Seho

Schoaol Improvement
Transportation @
Curriculum & [nstruction ral OppOFtURes: for students in grades 6+ 8 Spate Camp infol Call for thie Arts Info,

PTO Information

= @-nenu Miw Phiot Galieres: AVID Photo Gallerd
Employment Opportunities

ding Phato Gallern
Sovara Wagthor Bowling Pholo Galle:
High School Information

PCSing Families @ | Mark Your Calendars!

Malling Address 2007 Partnership of the 2 irs boding slasts ths b ¢4 Fab. and wall be gaing fo0 12 dugs
Faith Middle Schoal Faith Migdle Schioel, The Military Policg meliyity and Troy University astis iebuds Tukbdigt Dosalsgd Lali 8 Soaniss

1375 Ingersoll Street - 2rin Frasidents Dy (Mo Sehaot)

FE, Benning , GA 31905 What is PIE? Watch this video to Iuamhm“ﬂ s

Mistteim, Fragress Rapars
s

4 1 -1 Foceal Bagira
E:Ez‘::; D Julio &' HH"“—» 05 430 PM
eekly Activity Calandar e Teis Neva Achigvemant Tasting
Phone: {706)-545-0310 —
Fax: [706) 545- 7800 @ T
D load the Prlﬂtlp al"s Newsletter for O_LraﬂlrQ .

6 Y .
Link to DDESS website

Acasstiel] Prioncy Poley | o Faar Act | Fresdom of inormstion Ace | QROEA H QLEST: Aren Service Canter | District Wskate
This docysd s i i P 5t Webmastar mm quEtiond o1 commants about this webdite

ety files My ieauive the ASatie FOF Keader or Flash Flaysr, Both playem are fiee and may be Soenieaded Sraugh the foloming links

Do 102 Apha Apipbat PEF Bsader | Dosrdsad Adobs Flagh Flyves

Links to DoDEA’s website

5. Does your website use the approved domain?
The approved domain for DDESS web sites is am.dodea.edu. All public web content is published to this
domain.

28l FRES Home - Microsoft Internet Explorer

J File Edit “iew Fawvorites Tools Help

J Qsack ~ @ ~ [x] 8] @ | ) search <\ Favorites {‘}| I :i w v |
J Address I@ bt e, am . dodea.edurucker Elermentary findesx . htm

6. Do you show U.S. sponsorship on every page?
This can be accomplished by using text or a logo. The DDESS Webmaster can provide you with DDESS
logos like the examples below.

DOMESTIC DEPENDENT ELEMENTARY AND SECONDARY SCHOOLS GOMESTIC BIFIMDENT ELOMINTRRY AHS FECONGARY SCHOOLS

7. Do your links follow the linking requirements:

a. Notification that visitors are leaving, - Hyperlinks to non-Government web pages must include a
notification letting the customer know they are leaving your web site.

[IMicrosoft Internet Explorer ll

i ’E Yol are now visiting a site outside of Fort Rucker Primary Schocl. Fort Rucker Primary School takes no responsibiity
L] for the content or validity of information contained within this site.

Example:
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Disclaimers for non-federal sites

Pages with external links to non-government sites should contain a disclaimer that neither the DoD,
DoDEA, DDESS nor the District or school endorses the product or organization at the destination, nor
do they exercise any responsibility over the content at the destination. (The previous example also
meets this requirement.)

Example:

The links on this page are provided as a service to DDESS students. The appearance of hyperlinks does not
constitute endorsement by the Department of Defense, DoDEA, or DDESS of the linked YWWeb site or the
information, products or services contained therein. DDESS does not exercise any editarial control over the
infarmation you may find at externally linked locations.

Neote: If there i5 a site you would like added to this page, please contact the DOESS Webmaster .

Established link review schedule

External links should be routinely reviewed to ensure their continued suitability. If the content of a linked
external site becomes questionable or objectionable, remove the link. (This can be accomplished as
part of your regularly scheduled content maintenance. See item #5)

Required links to be included on your homepage and all major entry point in your website: DoDEA's
Privacy Statement, FOIA, No Fear, Accessibility statement, DODEA Homepage, DDESS Homepage.
Example:

Accessibility | Privacy Policy | Mo Fear Act | Freedorn of Inforration Act | DoDEA Headduarters | DDESS Area Service Center | District Website
This document was last updated February 22, 2008 2:53 PM Contact the site Webmaster with questions or comments about this website.

Sorme files may require the Adobe PDF Reader of Flash Player. Both plavers are free and may be downloaded through the following links

Down load Adobe Acrobat PDF Reader | Download Adabe Flash Player

Hyperlinks to non-government Web sites must support your mission.

Avoid links or references to Web sites with security and access controls. Under certain
circumstances, however, it may be appropriate to establish a link to a log-on site provided details as to
the controlled site’s contents are not revealed.

Hyperlinks to large documents or graphics must specify the file type and size in parenthesis at
the end of the hyperlink.

Example:

Welcome te the DDESS Area Service Center where we committed to success for

ALL students.

New and Moteworthy Around DDESS
Gerstner Hamed New YorkAirginia Assistant Superinte)
December 14, 2007

Mr. Gary Gerstner has bean named assistant sy
Rico Distriet. Read the full story (PDF 5005 Kh)

ritendant of Mew Yorkhirginia in the New YorkVirginialP uero

Hyperlinks to file types that require a separate browser plug-in or helper application (e.g., Adobe
Acrobat (.pdf)) must include a text only hyperlink to the location of the plug-in or helper
application.

Dower [oad Adobe Acrobat PDF Resder | Downlosd Adobe Flash Player

Example:

Note: This is also a requirement of Section 508. See item 27 m below.

Use link labels that are meaningful, understandable, and easily differentiated by users.
e Hyperlink text should brief but descriptive, not just "Click Here."

¢ Use text rather than images for links.
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o Textual links should be blue and underlined (exception: navigation menus when the page design
clearly indicates the area's function. Users typically understand a left-hand navigation rail with a list of
links on a colored background, assuming it resembles the navigation areas on most other sites.

¢ Don't underline any text that's not a link.

¢ Use different colors for visited and unvisited links. The color for unvisited links should be more vivid,
bright, and saturated than the color for visited links, which should look "used" (dull and washed out).
As always, when using color to signal information, you should provide redundant cues for color-blind
users. Making unvisited links brighter and more luminous than visited links will usually accomplish this

goal.
e Don't use blue for non-link text.

e Don't use tiny text for links. (Exception: it's okay to use small font for links that few users will need
(such as copyright info), as long as you place those links in a secondary location (such a footer) so
users don't feel obligated to read them.

o Don't place links so close together that users with reduced motor skills will have difficulty selecting
them.

Is your website written and organized for citizens and intended audiences (topics,
audience groups, location)?

The target audience for school websites is parents or students (both are audiences, in which one becomes

the primary or target audience will depend on the goals you set for your website.) What information are
parents most frequently looking for? (What do they call the office about most frequently?)

Example of content organized for audiences:

COrganized for intended audiences {topics, audience groups,
location) Topics frequently viewed by the school's target audiences
(parents & students)

About Our Organization
District Profiles
Community Websites
School Websites
School Calendars
Press Room

Policies & Guidelines
Parents & Students & __
Homework Help 1
College & Career Planning {

Curriculum

bt Al endars | Nutrition Program & Cafeteria Menus | Ti
Emdronment
Assessment | About OurSchool Blackfoot Troop, 4/7 Cavalry, ¢
Principal’s Page
e Policies & Procedures
More for PARENTS >> School Improvement
More for STUDENTS > Transportation
Teacher Homework Pages
Department of Defense Education Curriculum & Instruct
Activity (DODEA) Links Student Services
DoDEA Headguariers PTA
DoDDS-PacificDDESS-Guam Emplayment Opportunities
DaDDS-Europe Severe Weather
For DDESS Employees >>> Crisis Management
. PCSing Families
Non-DoD Schools Program Malling Address
Americas Fart Rucker Elementary School

Do you evaluate customer satisfaction and usability to improve your website?

10.

Do you provide common access to a broad range of visitors?
You should routinely evaluate your website to be sure you're giving your visitors an equal chance to get the
information and services you offer.
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a. Design for commonly used screen resolution. As of June 2006, 1024x768 was the most common
screen size.

b. Use an appropriate page layout to eliminate the need for users to scroll horizontally.

Note: Itis a best practice is to use a fluid design that changes based on the viewer's screen size.

Check it out yourself:

=15Ix]  click the appropriate button in the
BT = upper-right corner of the window to
£ minimize or maximize a window.

Click @ to maximize and B! to minimize

Welcome to the DDESS Area Sorvice Conter where we are committed (o success

Abst Qur Crganizasen for ALL shudents.

[——
T New and Notswaorthry Around DDESS
Bchas! Webatten ‘Carnar Kamad Kew TorLVirgni Asentant Supsnmesdent
Senost Calendirs o
Press meom
[ —
Parants & vy +
emawart Halp ol UL SORAETWENT OF DEFDIIE EOUCANOR ACTWTT
::u:::":)rurﬂmn' vt P i S : dese
- WA s P R Yo hbes. 5 > 5 " AT A, Y A" 1 SRR Fortn]
Envirenment - Tl
[re— DOESS in the Nows:
antr
facanve mamtrt. LIKGWIMCnasd knadas [ Peeel | T Welcomefo the DDESS Area Service Center where
—— T T / Pande=c ™8| Organization w committed to success for ALL students. f_‘;:::'z't'o“;'
/ tdrs e District Profiles -
e o Campt Vi Ry Pociink Tach Baras o romagl o Lk Tom ; ./ rovsrea 3| commun New and Noteworthy Around DDESS .
s = s e o o P e, 4F sk Eam AL ke, £ / Websites Gerstner Named New YorkVirginia Assistant Superintendent OV ont Vacancies: —
For DORES Empleyans 52 e n / hool Websites  DScsmber 17, 2007 ; gg::::ﬂ?“m
b / [ e e i e
s f . Press Room Bull bl Taachar
= / oDEss o ntorten
. R R Guidelines Arroye Named Puerto Rico Assistant Superintendent Lina: (579) 364 - 6619
Resize your browser window to simulat Parents & Decerer 10, 2007 [Division Webpages |
- ; Stodues o Cam yo0 hias been named assistant superintendent of pr——
dlfferent screen sizes TR F'!'.;]'P" F’JE‘!“J R e:-jm\ orkMiIginiaPusno Rico District. Bead the Fiscal
. College & Career - - Human Resources
. . . Planning wisit [ for . Inf! T
Can you still access all the information? cumuhm HourBrars Rosmtarmers. 2> ottt
Instruction DDESS in the News Procuramant =
E & Intemet. HI0% v
H H 1] H L] - H
11. Is your content written in “plain language?” http://www.plainlanguage.gov/ o
12. Do you provide access to your content in appropriate file formats? o

e Whenever possible content should be presented in standard HTML, XHTML, etc.

e Only use Portable Document Formats (PDF), such as Adobe Acrobat, as an alternate format when there
is a clear business need to use this format. For example, PDF format is an appropriate format when it is
important to retain the original formatting of a document, such as forms or brochures , or if the document
is very long (more than 5-10 print pages) and it is likely that readers prefer to print out the document for
later reading rather than read the text on-screen.

e Avoid making documents available only in proprietary formats that require purchase or licensing of
commercial software (for example, MS Word, MS PowerPoint).

e Include Text Descriptions: When linking to a document in an alternative format (such as PDF or MS
Word), include a text description of the document, including the name, file type, and file size. This will
ensure that visitors have a reasonable understanding of what to expect when they view the material and
that search engines can easily find it.

13. Does the site use consistent navigation throughout? =

e Put navigational items that appear on every page (such as the link back to the homepage) in the same
location on each page. Make sure they have the same appearance and wording.

e Use the same layout, appearance and wording for pages that are logically grouped (for example, by
topic, audience, or organization).
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Examples of consistent navigation schemes:

Welcome to Fort Rucker Elementary School

L I T oy ese———
—

Laldaddars | barties Fragras b ssten Teaikir & Seal Wik Fa

Blackfoot T 47 Cavalry, Greets FRES Students
P, A e Welcome te Fort Rucker Elementary Scheol
-
€ stmmtrs | Remiritien Pragram & C shvtnris Maspy | Tosikar & S wek fages | isks & Asteas | Sdras Rrpsees

Ut pha pomrnd Be gamrs on P Food Service Information
Fia Fruses g sTs Pagr
Frmglopmeat pparieadien e

bt pre st
Arwere Wrathas raagen s
s e s i e
Piiing Famiies L
Mating Addrein
Fort o oe Hlmemapesiary oo
Bigg & o ot Wl
LN st durve) Braaitasliu

Fort Buckae, AL 3340
Lo

s Barkars CEAEMT
Fhone: | 1341 Yl 424
Py (334 H0-4T84

Use consistent navigation continued . . .

[Ty .:-pr VAT O PSR EDUCATION ATTIVITY

[COMEITEC OO REVENTATY AND 1BCONDARY 52

Use the same layout, appearance and wording
for pages that are logically grouped
(for example, by topic, audience, or
organization).

Hemawsrk Halp - Math

Mat com

Catnar Paneing

Wibmath cam

Colege Pnning snd
As Mum Dosignad to holp students improv thoir math skils interactvely Praparation DDESS Area Service Center Logistics Division - Student
Financial Aid ea Transporiatio
1 Wath Games On e Wob: Baseball Goometry | Math Bassbad | Baters um . Transportation Area Transporiation
. e e Erirance bram

Contact
Proparation Tips L

Hormaswronk heip by
| Sutjoct

Seiern

School bus transpostation s an imporant facet of e educational expenence. The
schaod bus is the first and last thing many of our students expedience and i shapes.
b their day begins and ends

MaT & Money from Fact Monster Prheorve: (678) 3648050

Sek 0, Nnh Logistics Functional
METpOwRr oo - Msh hilorale My of Gur SEhools dne certrally located in Filitany housing areas: within easy Areas
walking digtance for Mmost Shedents; nowser, FanspOMation i< ovailable for students

Facilities
outside the walking radius. Matorisd managoment
DDESS School Bus Transportation Eligibility Policy (property accountsbilty
Child Hutrition

Studerds are eligibie for DDESS school bus bans porfation ifthey meet the foliowing
criferia Logistics Homepage
e

search[ R

Homework Help - Forsign Languags Resources
] DDESS Area Service Center Logistics Divisien - Facilities
B Pinebick's Forsgn Langusge Homéwrk Malper Links [Diseowry com)

Facilities Contact

Caamimasnity Websiles e Forsign Langusges Career Planning Typical of mos1 public school systems with aging infrastructune inthe Unded Stales,
[Fr— College Planning s DOESS faces the daity challenge of providing safe, healthy and effective educational  Phone: (E78) 3845035
irwitick Hilpae Foisign Langubges Bucpardtion facilities
“Seteoeod Caleretars Fineecil Aid Logistics Functional
Thi ks on thid page are pecvided a6 & Senace 1o DDESS studants, The _
L=l SPPAAFAACH O FDaNlinks 1095 Not Consstule endorseenant by the Depanmant of College Entrance Exam Property anagemant Areas

Preparation Tigs

[ree—— ]

Policies & Guidelnes
Paeets b Sudents

Oefense, DODEA, or DDEES of e linked VWish sie or th informiad
sinites containgd Mevein DOESS doks nol eneecise any edilo
PRORAtoN you ey Snd stedemall linked locatons:

, prodiucts or

Student Transportation
conkol dwis thi

Material managemant

W ane responsibbe for management of evir § million sguane feet of real property,
eonsisting of eighty school and School Gslric) facilities 1o¢ Mid on buenty militan

= fisture facility replacement requirements

Hererercs b Helg instalkations in e United Slates, Pusdd Rieo and Cuba, (property accountability)

o Motec Hfthere i a Site you would like adced bo this pege, pleass contacthe DDESS  Math Chilld Hutrition
Celloge & Cateer PN 1005 ipd Seience Qur buildings provide the physical requirements and aimospne re conduche 10 e Logistics Homenege
Crmsicaburn ResdingEnghshiLangusge delbvery of our comprehensave education program and focus on highes! student - e
livetruction Arta achievemen Relatod Links

‘ Sotial Studes |
Lo Vieusd e Master Planning DoDEA Loglstice -
Awsossimerd Facilitios Branch
‘Shsderd Tranacripls - W are also responsible for master planning efforts to determine aDEA FY 2007-13 MILCON
Morn for PARINTS == Heemwnrk Holp Homepagn

14. Does every page have a link back to the homepage (except homepage)?

15. Does your site comply with privacy requirements?

Do not post information, the release of which would be a clearly unwarranted invasion of personal privacy.
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This includes the following categories concerning U.S. citizens, DoDEA or DoD employees, and military

personnel:
e Social Security Account Numbers;
e dates of birth;
e home addresses;
o telephone numbers other than duty office numbers;
e personal electronic mail addresses;
e names, locations, and identifying information about family members of U.S citizens, DoDEA or DoD

employees, or military personnel.

16. Does your site comply with security requirements?

a. Examine and verify Web pages for sensitivity and distribution/release controls, including sensitivity of
information in the aggregate/disaggregate, prior to being posted on a publicly available Web site.

b. Web pages may not contain any of the following:

First, middle, or last name of any DoDEA employee, student, parent, or family member with the exception of
first and second tier Component Heads (e.g., Superintendent, Principal, Assistant Principal).

The physical location of a Component overseas. Use only official APO/FPO mailing addresses.

Detailed building description, depiction (e.g., floor plan, school map, blueprint), or photographic layout of
complete exterior.

Any telephone number other than the Component’s official telephone or facsimile number, or a telephone
number for a DODEA employee’s position, generally know to the public (e.g., "Principal,” "Athletic Director").

An electronic mail address that matches a current log-in account or name of a DoDEA employee. If this
condition exists, an electronic mail address alias (e.g. "webmaster@am.dodea.edul") should be created and
used.

c. Do not post individual student pictures. Pictures with groups of three or more students are
permitted.

d. Web site visitors must not be permitted to enter and/or post information directly into Web
content (e.g., Web forums, message boards, chats)

17. Do you avoid the appearance of conflicts of interest?

In accordance with the Joint Ethics Regulation, product endorsements or preferential treatment of any
private organization or individual shall not appear on any official DoD publicly accessible site. Commercial
sponsorships and advertisements are also prohibited.

18. Does your site use images, video, animation, and audio appropriately?

Only used to help convey, or are supportive of the website's message or other content.
Background images are simple and used sparingly.

Large images that fill the screen are not used on the first screen of a multi screen webpage.
Images should reflect a consistent theme and support the messaging on the website.

The use of images should reflect a professional design strategy consistent with an academic
institution.

Images should be smaller than 35K

Page 8 of 13




Website Review Checklist

e

2750 Forest Parkway, Ellenwood, Georgia 30294

Phone: (404) 362-3885 Fax: (404) 362-8895

Connie Tyler, Principal
'ﬁl"fan Hogan, Assistant Prl’ncip.tl
Melanie shead, Counselor

e TR LTSTES SRR T =
Abeut Our Schaol |~ School - M‘F"—q&
ggle_n' ar of Evénts Bt E I : - et i P
B | P—.m.' . Education”
| -.- -.- l.--l......l.-.-.-.--..-...--....-.. _'_51“?'- l.
Sdocalomallinke | LV | et

19.

Do you provide access for people with limited English proficiency?

20.

Does your site comply with the Paperwork Reduction Act (OMB approval on
forms/surveys)?

Requests for information or surveys of the general public must conform to DoD and Federal Government
(e.g., Office of Management and Budget) policy. Forms for general solicitations of comments that do not
seek responses to standard questions, such as the common opinion-based feedback forms and e-mail links,
are allowed.

21.

Do all web publishers comply with digital rights, copyright, trademark, and patent
laws?

e Copyrighted information or trademarked material cannot be used without the written permission of the
copyright or trademark owner.

e All non-Federal government information, to include student works, should be considered copyrighted
until proved otherwise.

e While most Federal government information is not copyrighted or trademarked, information from some
Federal government agencies such as the National Aeronautics and Space Administration (NASA) may
be copyrighted or trademarked, and written permission must be obtained before it can be used.

e A statement must appear near the copyrighted information stating it is used with permission.

Student Works. Before student works may be published on a Web site, permission must be obtained
from the individual or, in the case of minors, parent/guardian.
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22. Do you ensure you website is accessible to people with disabilities (Section 508)?

a. A text equivalent for every non-text element shall be provided (e.g., via "alt", "longdesc", or in
element content).

Alternative text can be presented in two ways:

* Within the a/t attribute of the images tag (HTML).
* Within the context or surroundings of the image itself.

You can see the contents of an image’s a/t attribute using Internet Explorer.

Instruction

Assessment

|4 Keys to Si

Use your mouse to hover the
cursor over the image. The
contents of the a/t attribute will
display.

strategies usec

curriculum.

Assessment
student achiew

Curricuium, nstruction, environment, and assessments
help students achieve academic standards

ogn

ETTVIr

physical surroL
allotted time, a
which instructic
place

nation Act | Site Map | Contact Us | Site Tools: Plug-ing and Viewers

2DESS Public Affairs and technical errors to the DDESS Wabmastar

You can also turn off images to see an image’s alf attribute using Internet Explorer's Internet Options.

1. Select Internet Options from the Tools menu.

2. Selectthe Advanced tab of Internet Options

3.  Uncheck the show pictures checkbox

scroll to the Multimedia sectionto see it)

&>
|

-
)

™~

e ZI\'G':H"'-’PWE'.;'T‘XK':

~ - Delete Browsing History...
Fop-up Blocker E
Phishing Fiter v
Mariage Add-ors U
RE 1.6.0_03 for <applet> ) WS D
N ::?uﬁ 1601 <applet> (roquires restart) E‘ sy 600 stud e
Abways use ClearType for HTML® Jolned by  FulScreen Fi1
i Ensble automatic image restzing ¥ Merii Bar
| Play animations in webpages* Toobars *
| ey sourds in webpages
mage downlad placehakiors Sun Java Console
o 1
0 St e T
| & Erinting
O Frint background colors and images
| 7~ Search from the Address bar
g O o not search from e Address bar
| O Just display the results in e main window AKe
fh seariy = ; Stuc
| 4| | 3 & Curiculum, instruction, emvironment, and essessments help students achieve academic standards
' “Takws offect after you restart Intermet Explorer Curri
1 " { ot progr
| B o used
| Resat Intermet Explorer settings meet
Deletes all ternporary files, disables browser Reset.. Instn
adid-ons, and resats all e changed settings. - - - - strate
You should only se ths f your Erowser | in an urusabe stake. ‘ The contents of the alf attribute displays in place of the image. curric
Asse
. stude
i evalu
| oK I Cancel | Apply I goals
2 N
Envil
physi

Apply the change.

LI

Refresh the web page.  +

Press OK to close the Internst Options
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b. Equivalent alternatives for any multimedia presentation shall be synchronized with the
presentation.

Turn on captions or subtitles in Windows Media Player to see if videos meet this requirement.

1. Pointto Captions and Subtitles on the Play menu.
2. Select On if Available.

Rip Bum Sync Guide

B ¥ ¥ Bars and Waves : Scope

DVD, ¥CD or €0 Audio

Off Cirl+Shift+C

3
» = Onif Avalable
» Defauts...

) — Ready ity

c. Web pages shall be designed so that all information conveyed with color is also available
without color, for example from context or markup.

This standard requires that you use color only as a secondary indicator of meaning. The primary means
for conveying information should be text within the context of the page or embedded within the graphic
(using, of course, appropriate alt text!). The instructions in the following example are clear whether or not

you can see the colorful buttons.

[ Bt b 20 e it et e ALOLES

P P ol ey [ ]
- D D Qeet fewie | Jouiny o § R |

P ] |

Click the green button to win a car or the red !
i button to erase your hard drive . . .

e

Y Gimme
‘ the car’

3 P

d. Documents shall be organized so they are readable without requiring an associated style sheet.
e. Redundant text links shall be provided for each active region of a server-side image map.

f. Client-side image maps shall be provided instead of server-side image maps except where the
regions cannot be defined with an available geometric shape.

dg. Row and column headers shall be identified for data tables.
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h. Markup shall be used to associate data cells and header cells for data tables that have two or
more logical levels of row or column headers.

i. Frames shall be titled with text that facilitates frame identification and navigation.

j. Pages shall be designed to avoid causing the screen to flicker with a frequency greater than 2 Hz
and lower than 55 Hz.

k. A text-only page, with equivalent information or functionality, shall be provided to make a web
site comply with the provisions of this part, when compliance cannot be accomplished in any
other way. The content of the text-only page shall be updated whenever the primary page
changes.

I.  When pages utilize scripting languages to display content, or to create interface elements, the
information provided by the script shall be identified with functional text that can be read by
assistive technology.

m. When a web page requires that an applet, plug-in or other application be present on the client
system to interpret page content, the page must provide a link to a plug-in or applet that
complies with §1194.21(a) through (l).

n. When electronic forms are designed to be completed on-line, the form shall allow people using
assistive technology to access the information, field elements, and functionality required for
completion and submission of the form, including all directions and cues.

o. A method shall be provided that permits users to skip repetitive navigation links.

p. When a timed response is required, the user shall be alerted and given sufficient time to indicate
more time is required.

You can be relatively sure your site meets Section 508 standards e, f, |, and n above if you can navigate
your website using keyboard commands.

Simply access the page and make sure that you can navigate through the entire Web page using the tab
key (or equivalent). Ensure that every link and form item is accessible and that all forms can be filled out
and submitted via the keyboard. If any content is displayed based upon mouse actions, make sure the
content is also available using the keyboard.

To Do This Press This
|Move forward through the items on a webpage, the Address bar, or the Links bar [TAB

|Move back through the items on a webpage, the Address bar, or the Links bar SHIFT + TAB
[Follow a Link Enter

About Us

Common keyboard accessibility problems to watch for: ;‘:::I':lftratb"
School Information
e "Popup” or "fly out" menus (menus that appear when you move the mouse Policie[attendance
over a link) Food §osct
e Pages that change dynamically in response to user actions (not all of these -
cause keyboard accessibility problems, but they have the potential to cause Curricium
problems) Reading
. . . Sy . . Classrooms
« Flash objects not designed with keyboard accessibility in mind el Seies

PTO

Links
Community
FCS
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References
The following links are to the Webcontent.gov website where you will not only find the law or regulation that applies but also
resources and examples of how to implement a compliant solution.

Federal Laws and Regulations

Access for People with Disabilities (Section 508)
Digital Rights, Copyright, Trademark, and Patent Laws
E-Government Act of 2002

Freedom of Information Act (FOIA)

Government Paperwork Elimination Act (GPEA)
Government Performance Results Act (GPRA)
Information Quality

Lobbying Restrictions

No Fear Act

Paperwork Reduction Act (PRA)

Priorities and Schedules for Posting Content
Privacy Requirements

Security Protocols to Protect Information

Small Business Paperwork Relief Act

Web Records

Executive Orders

Other Languages

Policies and Guidelines

OMB Policies for Federal Agency Public Websites

DoD Web Policies and Guidelines

DoD Webmasters Technical Information

DoDEA 1005.1 DoDEA Administrators’ Manual (October 2007)

DoDEA Regulation 6800.1 Domain Registration

DoDEA Al 1060.1 World Wide Web Site Administration

DoDEA Web Publishing Guidelines (I purposely have not linked to this document because it has not been updated to
reflect changes in related laws and required Federal and DoD regulations and in some cases directly conflicts with
direction from higher authority. There are no requirements in the currently published version of this document that are
not covered by higher authority in one of the other linked reference documents.)
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http://www.usa.gov/webcontent/reqs_bestpractices/laws_regs/accessibility.shtml
http://www.usa.gov/webcontent/reqs_bestpractices/laws_regs/copyright.shtml
http://www.archives.gov/about/laws/egov-act-section-207.html
http://www.usa.gov/webcontent/reqs_bestpractices/laws_regs/foia.shtml
http://www.usa.gov/webcontent/reqs_bestpractices/laws_regs/gpea.shtml
http://www.usa.gov/webcontent/reqs_bestpractices/laws_regs/gpra.shtml
http://www.usa.gov/webcontent/reqs_bestpractices/laws_regs/info_quality.shtml
http://www.usa.gov/webcontent/reqs_bestpractices/laws_regs/lobbying.shtml
http://www.usa.gov/webcontent/reqs_bestpractices/laws_regs/no_fear_act.shtml
http://www.usa.gov/webcontent/reqs_bestpractices/laws_regs/paperwork_reduction.shtml
http://www.usa.gov/webcontent/reqs_bestpractices/laws_regs/priorities_reqs.shtml
http://www.usa.gov/webcontent/reqs_bestpractices/laws_regs/privacy.shtml
http://www.usa.gov/webcontent/reqs_bestpractices/laws_regs/security.shtml
http://www.usa.gov/webcontent/reqs_bestpractices/laws_regs/small_business.shtml
http://www.usa.gov/webcontent/reqs_bestpractices/laws_regs/web_records.shtml
http://www.usa.gov/webcontent/managing_content/specific_websites/other_languages.shtml
http://www.usa.gov/webcontent/reqs_bestpractices/omb_policies.shtml
http://www.defenselink.mil/webmasters/index.html
http://www.defenselink.mil/webmasters/technical.html
http://www.dodea.edu/foia/iod/pdf/1005_1.pdf
http://www.dodea.edu/foia/iod/pdf/6800_1.pdf
http://www.dodea.edu/foia/iod/pdf/1060_1.pdf
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