Kitsap Unitarian Universalist Fellowship

Internet Web Site Policy

I. Purpose:

A. Background:

The Kitsap Unitarian Universalist Fellowship (KUUF) web site (the Web Site) is the presence of our Fellowship and its mission on the World Wide Web. The mission of KUUF is to build a liberal religious community of love and justice, enriched by diversity that nurtures spirituality and inspires us to act on our beliefs.

B. Primary Purpose:

The primary purpose of the Web Site is to provide information about KUUF and its activities to our members, friends, and all interested Kitsap area persons. This information is provided to enable or enhance participation in KUUF and promote nurturing of individual spirituality.  In essence, the Web Site is our electronic welcome mat.

C. Other Purposes:

The Web Site may serve as a resource for persons who may never physically visit KUUF.  In other words, it can also be viewed as a ministry of outreach to anyone in the world with a web browser and access to the Internet seeking the kinds of inspiration, connection and information the site provides.

II. Guidelines for Publishing:

A. Background:

Information placed on the KUUF Web Site is available to anyone in the world with a web browser and access to the Internet. KUUF respects the privacy of its members, friends, and visitors. Privacy policies enacted must respect the wishes of KUUF members, friends, and visitors and be clearly available to all who might be affected by them.  Access to the Web Site to publish material should be limited to facilitate the respect of privacy while allowing consistent promotion of the Web Site purposes. 

B. Privacy:
1) Contact Information:

a. General Policy:

No personal contact information will be placed on the Web Site unless prior permission is obtained from the person the contact information describes.

b. Exceptions:

KUUF Staff full names and office contact information may be placed on the Web Site.

First names (only) may be placed under pictures. Pictures of adult KUUF members engaged in routine events sponsored by KUUF may be placed on the Web Site without prior consent. 

c. Opting Out of the Exception Policy:

If a member wishes picture(s) of him or her not to be used, then s/he may contact the Minister, Administrator, or Web Master to opt out. Opting out means that a person’s name will be placed on a list of members and friends for whom absolutely no public information will be displayed on the Web Site.

d. Promulgation of the Opt Out Policy:

Item II B 1) c. above will be promulgated to all KUUF members upon joining and at least annually thereafter. 

2) Posted Privacy Policy:
a. General Policy:

The following general policy will be posted on the Web Site:

“Kitsap Unitarian Universalist Fellowship (KUUF) Privacy Statement

KUUF respects the privacy of its members, friends, and visitors.  We understand that there are those who feel uncomfortable about having personal information, or information about their personal preferences disclosed; accidentally or otherwise. At no point does the KUUF web site capture or intend to capture personal data. If you email an official contact on the KUUF web site, you will NOT be added to a mailing list unless you explicitly request it or grant permission.”

b.  Linked Content Policy:

The following general policy will be posted on the Web Site:

“KUUF does not take responsibility for, and does not necessarily agree with or support the opinions expressed and information provided at other web sites which can be accessed by following links from the KUUF web site.”

C. Content Guidelines:
Information published to the Web Site should be consistent with the Mission of KUUF and the purpose of the Web Site as stated in this policy.

D. Consistent Look and Feel of the Web Site:
Information published to the Web Site should have a consistent look and feel and allow for consistent navigation from page to page.

III. Administration of the Web Site:

A. Overview:

Web Site promulgation is a process that utilizes many skills and is generally beyond the limited resources of one volunteer. Where groups are involved, clear responsibilities and guidelines enhance the morale and productivity of those affected. Duties and responsibilities of Web Site volunteers are outlined below. This allows for sharing of the work of web site promulgation and encourages maximum participation.  Additionally, authority for conflict arbitration is provided to prevent small misunderstandings from impeding the mission of the Web Site.

B. Duties and Responsibilities:
1) President of the Board of Trustees
a. Shut down the Web Site if extreme circumstances warrant.

b. In the absence of the Minister:

i Designate the Webmaster and Developer(s) and submit for approval to the Board of Trustees, and propose removal or replacements similarly.

ii Approve persons who have write access to the Web Site.

iii Arbitrate conflicts between the Webmaster and other Web Site volunteers, should any arise.

iv Direct removal of information on the Web Site that is deemed inappropriate.

2) Minister
a. Shut down the Web Site if extreme circumstances warrant. This authority may be delegated to the Administrative Assistant or Sabbatical Coordinator if desired. If authority is delegated, it must be in writing, and the President and Webmaster must be informed.

b. Designate the Webmaster and Developer(s) and submit for approval to the Board of Trustees.  Propose removal or replacements similarly.

c. Approve persons who have write access to the Web Site. 

d. Arbitrate conflicts between the Webmaster and other Web Site volunteers, should any arise.

e. Direct removal of information on the Web Site that is deemed inappropriate.

f. Promulgate the Web Site privacy policy to new members.

3) Administrator
a. Include Web Site Budget information in the Administrative budget.

b. Approve Web Site expenditures.

c. Maintain a list of persons who wish to opt out of pictures on the Web Site consistent with section II B 1) c. of this policy. Provide a copy of this list to the Webmaster.

4) Webmaster
a. Role:

One KUUF Member, designated by the Minister (or in his/her absence, the President) and approved by the Board of Trustees, shall act as KUUF Webmaster and have authority and control of Web Site administration consistent with this policy.

b. Duties and Responsibilities:

i Administer the Web Site consistent with the mission of KUUF and the guidelines in this policy.

ii Act as technical liaison to the Internet Service Provider currently hosting the KUUF web site.

iii Act as a technical liaison to the Domain Name Service currently providing access to the KUUF domain name (www.kuuf.org).

iv Administer access to all parts of the Web Site.

v Coordinate development and delivery of content to be placed on the Web Site.

vi Shut down the Web Site if extreme circumstances warrant.

vii Develop and maintain guidelines for the look and feel of the Web Site so that its appearance is consistent and access to information on the Web Site is logical.

viii Ensure that KUUF web site policies contained in this document are adhered to.

ix Promulgate the Web Site privacy policy to all KUUF members at least annually.

x Ensure that the Web Site is backed up at least monthly.

xi Review this policy at least annually and recommend changes (if any) to the Board of Trustees.

xii Ensure that the Web Site respects the rights and wishes of KUUF members, consistent with this policy.

xiii Coordinate with KUUF Council members to allow opportunities for any committee to provide web content consistent with this policy.

xiv Maintain a budget for the Web Site and provide this information to the Administrator.

xv Maintain a list of persons currently granted write access to the Web Site and make this list available for review by the Minister and Board of Trustees.

xvi Remove write access from persons who are no longer serving the interests of the Web Site. The Minister (or in his/her absence, the President) will have final appeal authority concerning removal of write access to the Web site.

xvii Remove content on the Web Site that is deemed inappropriate. 

xviii Act as Developer for those portions of the Web Site that are common, or have no other Developer.

xix Solicit and recommend Developers. There should at least one but less than 5 Developers.

xx Solicit and recommend Reviewers There should be at least one but less than 5 official reviewers.

5) Developer:
a. Role:

One or more KUUF Members (and/or the Administrator if s/he is not a member), designated by the Minister (or in his/her absence, the President) and approved by the Board of Trustees, shall act as KUUF Developer and develop and place content on the Web Site consistent with this policy.

b. Duties and Responsibilities:

i Understand the areas of the Web Site for which they are responsible (designated by the Webmaster, approved by the Minister or in his/her absence, the President).

ii Develop web content consistent with the guidelines promulgated by the Webmaster and consistent with this policy.

iii Respect the privacy policy outlined in this policy.

iv Deal with technical details of placing content on the Web Site. 

v Gather existing brochures, reports, pictures and histories for content, as appropriate.

vi Act as liaison to Council and Committee members as appropriate. 

vii Design the page layout for his or her area of responsibility, consistent with look and feel of the Web Site as decided by the Webmaster. The minister (or in his/her absence, the President) will arbitrate disputes should any occur in this area.

viii Maintain dynamic information current. 

ix Create graphics as necessary (ensure copyright laws are adhered to). 

x Work on continuously updating, expanding and enhancing the Web Site. 

xi Consult the Minister (or in his/her absence, the President) concerning content intended for the Web Site that is of a questionable nature.

xii Have e-mail that will usually be accessed daily and have convenient access to the web. 

6) Reviewer:
a. Role:

One or more KUUF Members designated by the Webmaster shall act as reviewers of Web Site content. A person who is a Developer or the Webmaster may not be an independent reviewer of content that s/he has developed. 

b. Duties and Responsibilities:

i Look at the Web Site at least weekly or upon request of the Webmaster or a Developer. Make suggestions on how to improve new content. 

ii Comment on drafts of the policies that guide how the site works.

iii Have e-mail that will usually be accessed daily and convenient access to the Internet. 

