Gamma Sigma Sigma National Service Sorority

Web Site Guidelines

Note: For the purpose of this document, the terms “web site” and “web page(s)” are used interchangeably.

As the internet continues to experience significant growth, and more web sites join its vast network, The National Board of Directors (NBD) of Gamma Sigma Sigma considers it appropriate to establish guidelines for the creation and maintenance of Gamma Sigma Sigma related web sites and pages. 

Members of the sorority are encouraged to expand their PR program by creating a web presence that reflects the purpose and professionalism of Gamma Sigma Sigma, while showcasing local, district and national sorority activities.  The internet is an interactive and dynamic communications medium that can assist our organization in educating our membership, and the public, about us and our activities in the community.

Where can we create a web page for our chapter?

Many companies offer free web space for organizations and individual (like colleges and Yahoo), and most private ISPs include some space with connection subscriptions. If you have an opportunity to create a web page for your group on ‘free’ space, terrific!  You’ll be up and running in no time.  If your institution does not provide space, and you have no free space anywhere, contact the National Webmaster – there is space allotted under the National web site for chapters who need space for their pages! 

We also recommend your chapter sets up a contact email account which can be passed down from year to year, rather than using an individual’s email address – this way, if your contact person separates from your chapter, your email address remains the same. Lots of chapters have Yahoo accounts, for example, using their chapter name (like gsschapter@yahoo.com). Some schools will also allow their organizations to have standard email addresses.

WEB CONTENT

Good web sites should:

· Provide credible, original content

· Provide timely information

· Be interactive and well-organized

· Be well-planned to load quickly on all computers

Appropriateness: Gamma Sigma Sigma web sites should strive for high quality content – material that is accurate, current, and suitable for public posting. Keep in mind that unless your site/page is password protected, anyone browsing the internet can see it. Not all material is suitable for posting on a web site. The substance should be of a nature that is not embarrassing or offensive to visitors, or detrimental to the mission and goals of Gamma Sigma Sigma.

Current Content and Accuracy: Be sure that the content you post on your site is accurate and up-to-date, and remember to review it often for updating. Outdated material should be removed regularly, and replaced with current content. 

Loading Speed: While those little animated graphics, lots of pictures, and neat backgrounds look really cool on a web page, keep in mind that they are all memory hogs – the more you put on your page, the longer your page will take to load on older computers, or those on slower connections. Too many also make your pages look crowded and disorganized, or too ‘busy’.  Use these graphics in moderation, and try to keep your file size small enough to load quickly on the majority of machines.  If you want to have pictures and graphics, choose those that have been optimized for web sites and are smaller in size.  If someone needs to wait too long to load your page, they will probably not wait for it.

Good design: It is important to be aware of how visitors use your site. Check your pages for clear, easy to follow headers, which help your visitors find information easily.  Check out other chapter/district pages for ideas on design and content.  Web creators should have a few people test the site prior to posting, and act accordingly on feedback received.  Making necessary changes before posting saves a lot of updating time later.  You should place your web’s contact email address on all pages of the site for continued feedback, and indicate when pages have been updated.

Saving Space:  You can save a lot of space on your own page by using hyperlinks to link to relevant content on other web sites (by permission if the information is copyrighted). For example, rather than posting all the information about National Convention on your own page, consider creating a hyperlink that connects to the Convention pages on the National web site.  Not only will you save yourself some time and space, but you will always be assured of connecting to the most up-to-date information available. Our National site changes frequently.

Reports, Forms, and other Publications: Another good example of linking to existing content would be for publications. There is a page on the National site offering downloadable report forms, applications, and other publications unique to the sorority (Perspectives, Guides, etc).  These are liable to change without notice, so linking to this page from your chapter site is the best way to get the most recent revisions.  We are also working on converting even more publications to downloads, so check regularly for new offerings.

Web pages may include:

· Photographs and descriptions of chapter activities

· Chapter and National histories, goals and plans

· Officers and contact information (we do NOT recommend posting any phone numbers or addresses on ANY web site – use names and email addresses by permission only)

· Links to the National web site and other chapter/district sites

· Calendars of events

· District/Chapter newsletters (again, watch out for contact info)

· Other relevant information

Web Pages may not include:

· Any copyrighted material without permission

· Photographs or descriptions of activities not authorized or condoned by Gamma Sigma Sigma and our Bylaws and standing rules.

· Downloadable copies of National forms and publications

· Links to unauthorized or unsanctioned web sites

· Any material that is contrary to, or inconsistent with, the Gamma Sigma Sigma National Bylaws, or any rules of the sorority.

Note – while many chapters feel it is not proper to post Gamma Sigma Sigma symbols, bylaws or rules on their sites, it is the position of the NBD that Gamma Sigma Sigma is an open organization and as such, has no hidden mysteries that should not be revealed. If your chapter wishes to use our symbols, their meanings, or quote from our publications, there is no prohibition against this.  Due to strong feelings concerning this issue, the National web site will place this information behind a passworded page, but not because the information is considered ‘private’.  We are simply responding to the wishes of our membership.

REGISTRATION AND APPROVAL PROCESS

The National Board of Directors (NBD) and their designee(s) are responsible for the content and maintenance of the National Gamma Sigma Sigma web site, www.gammasigmasigma.org.  Any questions or comments concerning this site should be directed to the National Webmaster at webmaster@gammasigmasigma.org. 

Links to individual district and chapter web sites are set up on the National web site in the Organization pages, provided the links are valid and have been approved by the NBD for posting.

When you have created your chapter/district web site, please send the National Webmaster an email with the following information:

· Chapter name

· Your contact person’s name 

· Your chapter’s email address (an address that can be handed down is preferred over an individual’s address - which can change frequently)

· The URL address of your new site/page

The National Webmaster will review your site for appropriate content, and seek approval from the NBD, before linking your site to your Chapter name on the National site.  When posted, you will also receive an email contact link by your chapter name so other members can write to you.

Chapter/District URL links are reviewed regularly as part of the National site maintenance program.  Any site found to contain questionable content, to be seriously outdated, or to be out of line with the professional integrity of the organization will not be linked, and will be referred to the National Board of Directors for review and action.

Quality and Copyrights

The quality of all Gamma Sigma Sigma web sites is important to the sorority as a whole. These web sites are accessible to anyone, and reflect on us all.  Each District or Chapter choosing to publicize the organization through a web site must take full ownership of the site, and be responsible for its maintenance. Proper maintenance includes assessing your site regularly for information that has become outdated, working hyperlinks, and continued appropriateness of your material.  Sites displaying incorrect or out-of-date information will have their links on the National site removed, and the chapters alerted to either update, or shut down, the sites. Remember that with your web presence, you are representing Gamma Sigma Sigma.

Inappropriate use of Gamma Sigma Sigma symbols or information on other sites should be reported to the National Marketing Director immediately. Please provide complete URL information when reporting an offending site.

Web creators are responsible for the content they post on their pages. Be aware of copyrights and rules for clip art, graphics, photos, text clips, special fonts, video, sounds, background designs, web templates, and other owned creative materials.  If needed, obtain written permission for the use of copyrighted material and intellectual property, or provide links to the owner as requested.

Do not list anyone’s name or contact information on a site without their permission. Again, it is not recommended that you EVER post a personal phone number or address on a public site.

Your pages should contain a disclaimer stating your site is the property and responsibility of ____________ Chapter, who hosts and maintains the site. Contact information should be provided for comments and feedback.

Always remember that through your site, you represent Gamma Sigma Sigma National Service Sorority. Strive for high ideals when creating and presenting your site.  Happy web creating!!

