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Introduction

In May 2007, the Department of Education launched a major Web redesign project. The project had three core goals:

· Upgrading content so that information is current and easily accessible, and the language is easy to understand. 
· Creating a site that’s easier to use, particularly for parents and families. This meant reorganizing the site so that it was easier to find information and beginning to rewrite content to remove jargon and insider language.
· Creating a uniform design, look, and feel for all portions of the site and also drive the look and feel of other DOE communications (electronic and print) so that the Department conveys a consistent, professional public image.
The Web redesign project was divided into two main phases. 

During Phase I, the Department held focus groups with parents, teachers, and principals and surveyed key DOE offices to tap internal expertise. Based on these recommendations, the Department created a new homepage and a new look and feel; reorganized the site so it is easier to navigate; created new landing pages for all of the links off the homepage; upgraded the site’s search engine; created new features (detailed in this guide); and began to weed out old information.

In Phase II, the DOE will bring all parts of the site into the new structure; integrate DOE sites that are currently located on external servers into the new Web site and into compliance with the new site’s look and feel; add new, better content, and remove old, outdated content; create a mechanism that automatically eliminates outdated content; add interactivity (blogs, discussion boards); create a fully dynamic calendar, which incorporates key dates from different organizations and offices throughout DOE; and incorporate video and other new features.

As we embark on Phase II of this project, we created this guide to help you understand the new site and to help you begin thinking creatively about how you can use the site to convey key information about your program to the public.

If you have any questions about this guide, please contact Julia Levy (Director of Communications) or Ken Garcia (Director of Web Management Services). Both Julia and Ken look forward to working with you in the coming weeks and months to strengthen the DOE’s Web presence and make our Web site a powerful and useful resource for New Yorkers.

Who are we talking to and what are we trying to say?
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Many people—parents, students, teachers, principals, vendors, partners, researchers—visit the Department of Education’s Web site. 

Although we have many users, the core audience we are aiming to reach is parents and families. This doesn’t mean that we don’t have information that is pertinent to other audiences. It means that pages geared toward vendors, for example, should be less prominent than material that parents need, such as information about academics, enrollment, student performance and accountability, and student support services. It also means that all of the language on the site should be accessible to New York City public school parents. If we make the language understandable to parents and families, it will be understandable to educators, vendors, and others as well. Just as important, we always should aim to discuss our work in terms of how it serves students and families, rather than simply describing how our divisions or offices are organized. 

In the same vein, when we write for the Web site, we speak for the Department and its services, not for our individual offices. So, for example, the new Web site talks about what we teach students in math, not how Teaching and Learning is structured. While we can include information about conferences or professional development a certain office hosts, this information should always be less prominent than information that is targeted at our core audience, families.

Who oversees the DOE Web site?

Two offices—the Office of Web Management Services and the Office of Communications and Media Relations—are jointly responsible for overseeing the Department of Education’s Web site.

The Office of Web Management Services is in charge of building the tools and providing the technology and support that makes our Web site possible. It also establishes policies that ensure our site is of high quality, overseeing the Department’s Internet Acceptable Use Policy.

More specifically, Web Management Services is responsible for:

· Building pages and new features on the site.

· Supporting offices throughout the DOE to ensure sites work well and are of high quality.

· Communicating key messages about the site (maintenance, technology, etc.) with all DOE Web masters.

· Maintaining the content management tool, web code, graphic user interface, Web security, and geographic information system.

· Training the people who conduct Web site CMS training for DOE employees, as well as overseeing training materials and maintaining the training Web site.

The Office of Communications and Media Relations is in charge of Web content and how that content is displayed. To be more specific, Communications is responsible for:

· Overseeing the site’s overall organization and design.

· Updating content on the homepage and the pages that link off the homepage.

· Guiding and supporting offices throughout the DOE to ensure consistency of content, tone, and quality throughout the site.

· Maintaining the list of Webmasters for each office and communicating with them as needed. 

· Organizing bimonthly Web communications meetings, at which representatives from offices throughout the DOE will discuss key issues that impact the entire site. 
· Organizing training so that DOE employees are equipped to update their portions of the site.

Please note that “being in charge of content” does not mean that the Communications office will write all content on the site; nor does it mean the Communications office will be responsible for updating all content on the site. Communications and Media Relations’ role is to oversee the site and work collaboratively with people throughout the DOE to maintain and constantly improve the site. Indeed, other than the home page and the “landing pages” off the home page, other offices will take the lead in updating their own content. 

Tell me what’s new on www.nyc.gov/schools
Homepage
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The home page makes prominent the information and features that our core constituency, parents and families, want and need.

What follows is a short description of each feature on the homepage:

	Feature
	Description

	Logo
	This is a new logo that we will incorporate into all of our materials going forward.

	Rotating factoid
	Different facts and pictures will pop up in this box each time a user opens the homepage. If you have a good idea for a factoid, please e-mail Kerri Lyon (kylon@schools.nyc.gov) who is maintaining this feature.

	Languages 
	These are the eight languages other than English on which DOE’s Translation and Interpretation unit focuses. The words say “welcome” in the languages and link to a separate landing page in each language. 

	Search
	Our Google search engine has been upgraded so it is now more powerful. Please note that part of the reason our search has been ineffective in the past is that our site is clogged with outdated material. Please help us remove this material, and our search will become even more powerful.

	Spotlight
	This section will allow us to post announcements, reminding users about important events or milestones, including snow days, parent-teacher conferences, surveys, etc.

	In our Schools Today
	This section will allow the DOE and schools themselves to highlight great things happening at schools throughout the City. If you have a good idea, please e-mail Kerri Lyon (kylon@schools.nyc.gov), who is overseeing this section.

	News/Announcements
	This section will feature press releases that affect the entire school system, such as test scores and key appointments. Please note that offices and programs will be able to post their own news items on their particular part of the site. 

	Calendar
	The calendar is more dynamic, allowing users to click on days for information about key events. It also allows us to post an important event of the day. In the first phase, only the main school year calendar will be on the home page. PDF files of other calendars will be available to people who click on "more calendars." Going forward, we will incorporate other calendars into this main calendar.

	Find a School
	This upgraded Find a School search feature is more prominent, easier to use, and allows users to sort for different school features (grade level, location, focus, etc.). 

	About Us
	This section describes how we are organized. It contains information about and handy links to SSOs, ISCs, Community Superintendents, Community and Citywide Education Councils, the Chancellor’s office, the PEP, Children First, and school budgets. 

	Academics
	Users can find out about what students are learning in arts, ELA, fitness/health math, science, social studies, and world languages. Users can also get information about early childhood, English Language Learners, gifted and talented, and special education.

	Choices & Enrollment
	Users can learn about the kinds of schools and programs that are available to NYC public school students...and how to enroll in them. 

	Facilities
	Users can learn about the SCA, the ECF, and DSF.

	Offices & Programs
	This long list of offices and programs serves as a comprehensive directory to all DOE services, with links to each one. Please note there is purposeful overlap so that users will be able to more easily find what they're seeking.

	Rules & Policies
	This section includes rules (chancellor's regulations, discipline code) as well as rights (student and parent bills of rights) and policies (promotion policy). It also includes links to information on No Child Left Behind and our Internet Acceptable Use Policy, which governs how our Web site can be used.

	Student Performance & Accountability
	This section includes information about the many new accountability tools available to parents and schools as well as information about results (graduation rates, test scores). 

	Student Support & Activities
	This section includes links to the wide range of programs that support student learning, such as tutoring/SES, counseling, food, after school, health, sports, and transportation.

	Careers in NYC Schools
	Teachers and other potential employees can learn about job opportunities.

	Subscribe
	Users can subscribe to our monthly e-newsletter or other publications, including our weekly e-mail update and our press releases.

	Get Involved
	Parents can learn about opportunities to be more involved. Others can visit the Fund for Public Schools to give money or discover other ways to volunteer.

	Contact
	How to reach the DOE.

	Vendors
	Links to information about contracts and procurement. 

	Feedback
	This section provides opportunities for users to comment on the Web site.

	About this Site
	This section includes our privacy policy, commitment to equal opportunity, Internet Acceptable Use Policy, and a disclaimer about liability.

	DOE login
	Eventually, this is where users will log into all systems (ARIS, periodic assessments, etc.) For now, it's just an e-mail log in.

	Parents & Families
	This is one of three portals intended to direct users to the key parts of the site that they will need.

	Students
	This is one of three portals intended to direct users to the key parts of the site that they will need.

	Employees
	This is one of three portals intended to direct users to the key parts of the site that they will need.


Uniform Navigation

In the past, the Department of Education Web site did not have uniform navigation. This meant that users who clicked into a particular section easily could get “lost” within that section. There often was no clear way to quickly jump to another part of the site or even to return to the DOE home page. In the new site, our navigation eventually will be consistent throughout; as described elsewhere, we are rebuilding this site in phases so that some inconsistent navigation will continue until we finish updating every section and office. 

All pages will have the same column of links on the left hand page: About Us, Academics, Choices & Enrollment, Facilities, Offices & Programs, Rules & Policies, Student Performance & Accountability, Student Support & Activities, Our Schools, Careers in NYC Schools, Subscribe, Get Involved. 

Most inside pages off the home page will have the following features on the right: Contacts, News, and Key Documents—all relevant to that particular section of the site.

From anywhere on the site, users also can perform a search or enter the parent/family, student, and employee portals.

Consistent Design

Color, look, and feel also will be consistent. In the past, different offices chose their own design. We want the DOE to present one consistent, and coherent image. So, moving forward, we will all use the same colors, the same look, and the same feel. The only exception to this design guidance is schools themselves. We encourage them to customize their individual school Web sites with their school colors and mascots.

Consistent Editorial Standards

In addition, we are urging all offices to adopt our editorial style guidelines, which cover common issues around punctuation, spelling, use of acronyms, and the like. Again, this is part of our system-wide effort to present a more coherent, consistent, and professional description of our work to the public. (See Department of Education Language and Style Guide at the end of this document.) 
Content

Who’s responsible for updating content?

The Department of Education’s Web site can be a success only if it is the product of true collaboration. While the Office of Communications and Media Relations is responsible for overseeing content on the site, offices throughout the DOE are responsible for keeping their content up to date and making sure they are providing the information that users want and need. 

Communications will support offices as they seek to make major changes to content—and as they have questions related to regular changes to content. Communications has also established guidelines for maintaining the site, to ensure consistency of content, tone, and purpose. 

Each office must designate an office Web liaison who is responsible for maintaining Web content. Please submit your office’s liaison’s name to Stephanie Simon (ssimon11@schools.nyc.gov) by August 31. The designee should be someone who has authority to speak for the office—and who is the key decision-maker or has direct access to key policy makers. 

This person must be trained in how to use the DOE’s content management system so that he or she is equipped to regularly update the Web site. To learn more about getting trained in CMS, please e-mail Jane Pook (jpook@schools.nyc.gov). 

The liaison also should expect to attend bimonthly meetings beginning in September about Web content with other designees and representatives of Office of Communications and Media Relations, who are responsible for overseeing content on the entire site.

The following are some general rules for site updates:

· Homepage. Communications is responsible for maintaining all content on the homepage. If you have ideas for In our Schools Today, Spotlight, or the Factoids box at the top, please contact Kerri Lyon at klyon@schools.nyc.gov. 
· Landing pages. Communications is responsible for maintaining all content on the landing pages that link directly off the homepage. We will work with appropriate offices to ensure accuracy and timeliness of information on these pages. 

· Communications will support you. Communications also will check in regularly with offices to ensure that their content is appropriate and up to date.

· Meetings. Beginning in September 2007, Communications will hold bimonthly Web content meetings. Office Web designees should prepare to attend these meetings and any other sessions necessary to ensure that content is both consistent and of high quality. 

· Training. Communications will organize training sessions, which will show office designees how to update their part of the Web site. Please contact Jane Pook (jpook@schools.nyc.gov) for details.

· Routine updates. As office Web liaisons make regular updates to the site, they should contact Ken Garcia and his team for technical support and Julia Levy and her team for content-related support. 

· Routine weeding of old content. A key part of office liaisons’ responsibilities will be weeding out outdated content. If information or a whole Web page is outdated, please eliminate it, or contact Ken Garcia or Julia Levy, who will help you eliminate it.

· Major changes. If an office is considering major changes to portions of the Web site, it must consult both with Communications and with Office of Web Management Services. We will work together to support you. In addition to a general consultation, you’ll have to fill out a “Request for Services Form,” which can be accessed on DIIT’s Web site or by calling the DIIT help desk at (718) 935-5100.

Content Management on www.nyc.gov/schools
We are taking a number of steps to ensure that content is managed and maintained more effectively.

First, we are counting on DOE staff to maintain the portions of the site that relate to the services they provide. 

Second, we are providing more training so that DOE staff members are equipped to update and maintain the site.

Third, the site is going to be more tightly “monitored” by Communications and Web Management Services. We used to respond to problems. We will now be actively suggesting changes and working with you to ensure that sites are up to date and easy to use.
Finally, we are working to implement a new system, which will automatically expire content after 180 days of your last update to the site. This new content management capability will help us all ensure that our content is kept up to date. We will provide you with more information on this system in the coming weeks and months.
Moving existing content into the new site

In the first phase of the Web redesign project, we created a new structure and navigation and rewrote some content—mainly in the About Us and Academic sections, as well as all second-level pages and many third-level pages. But much of the site maintains the old look and feel, as well as old content. In the next couple of months, we will work with you to move all your content into the new structure and navigation. As we do this, we will work together to rewrite content so it is timely and consistent with our new parent-friendly approach. We also will work with you to eliminate content that is outdated. 

Steps to move you to the new site:

1. Rethink the way your content is structured

2. Rethink what you’re trying to say

3. Work with Communications to rework and rewrite content

4. Work with Web Management to move your site from the old world to the new world

Our goal is to finish transitioning all parts of the site from the old universe to the new in the next couple of months, so that by late October or early November, the entire site is consistent and coherent.

We will talk about these steps in our bimonthly Web communications meetings. Please also feel free to contact us to arrange a consultation.

Moving your site from external servers to www.nyc.gov/schools

The Department of Education is one agency and it must have one Web site—so that we are presenting a consistent image to the public and speaking to the public with a uniform voice. 

Over the next couple of months, in addition to transitioning pages that are already on www.nyc.gov/schools into the new site design, Communications and Web Management Services will work with offices that currently have sites that are hosted on different servers to bring them onto the main DOE Web site. 
This will mean:

· Changing the way sites look. 

· Moving sites into the DOE’s content management system.

· Offices responsible for these sites will have to adhere to rules to which other offices must adhere (designating Web content masters, attending content meetings, etc.)

· These offices will now be supported by Communications and Web Management Services.

Please contact Julia Levy with any questions about this new approach. 

Some, but not all, of the sites that will be affected by this change are:

· Division of Assessment and Accountability

· School Construction Authority
· School Facilities
· Public School Athletic League
· Pupil Transportation
· Division of Budget Operations and Review
· Board of Education Retirement System

· School Food 

· Educational Construction Fund

· Division of Assessment and Accountability

· Career and Technical Education

Department of Education Language and Style Guide

2007-08

Express school year in the above format.

Acronyms
All acronyms must be spelled out on first reference. On second reference, the acronym may be used. For example, on first reference the United Federation of Teachers should be written out. Subsequent references within the same document can be acronyms or abbreviations. If the acronym form is being used, it is always in capital letters. There should not be periods between the letters (USA instead of U.S.A.) Although it is acceptable to use acronyms on second reference, it is preferable to use as few as possible. The Department has hundreds of acronyms and the goal is to make ourselves as understandable as possible—that might mean translating lingo into plain English words.

a.m. 

a.m. consists of a lowercase “a” and a lowercase “m” (as in “School starts at 8:20 a.m.”)
Ampersand

Ampersands should be used only when they are part of a formal name.

Capitalization

In general, please avoid excess capitalization. (High schools are not capitalized, for example.) That said, we sometimes capitalize DOE phrases that become the equivalent of proper nouns (Progress Report, Periodic Assessment, Empowerment Schools). These words are capitalized for emphasis. Please be consistent. Other capitalizations include:
· Intellectual Property Titles of books, plays, movies, TV shows, artworks, songs, compositions are all capitalized (with quotation marks around them). (“Meet the Press,” “Catcher in the Rye,” “The Star Spangled Banner”)
· Government City Hall, New York State Assembly, City Council, Department of Education, New York State Legislature
· Titles Before the full name, but not after (Deputy Chancellor Marcia Lyles. Marcia Lyles, the deputy chancellor.)
· NYC Neighborhoods (Upper West Side, Gramercy Park, East Village, Financial District, East Harlem)
· Religion Capitalize holy books, holy days, and names of recognized faiths and denominations (Christianity, Orthodox Jew, Roman Catholic Church, Koran, Bible)
· Historic Periods and Events (Civil War, Industrial Revolution, Giuliani Administration, State of the City Address)
· Special Days (Independence Day, New Year’s Day, Memorial Day, Christmas, Mother’s Day)  

· All Languages (Arabic, Bengali, Chinese, Haitian Creole, Korean, Russian, Spanish, Urdu)
Chancellor
Schools Chancellor Joel I. Klein is the proper usage for first reference. References to “the chancellor” should be uppercase (as in “The Chancellor met yesterday with community groups,” not “The chancellor…”).

Children First

Should be two words, both capitalized. Never abbreviate.
City

Capitalize the word city when it’s being used to refer to New York City (The City is working with lawmakers in Albany. More families are moving into the City.)  Don’t capitalize the word city when it is referring to other cities (The mayor of that city visited New York. All of the city education officials gathered in Houston.)

Comma

Generally, commas are used to separate or set off words. They can separate multiple adjectives, for example, or separate clauses within a sentence. These are a couple of common comma rules we should all follow:

· When three or more items are listed in a series separated by commas, there is a comma before the final item. 
· Right: Students must not bring cell phones, weapons, or pets to school. Wrong: Students must not bring cell phones, weapons or pets to school. (This example uses the word or, but the same rule applies for “and” and “nor.”)

· Commas always go inside quotation marks (“Do your homework,” the teacher said.) 

· Commas are used after the words hence, thus, then, still, accordingly, also, besides, however, moreover, otherwise, and therefore when they are introducing an independent clause (Mrs. Reeves taught for 30 years; however, she doesn’t plan to retire. Besides, we couldn’t prepare because of the blizzard.) 

· Commas are used after digits indicating thousands (12,000, 4,000, 500,000)
Community and Citywide Education Councils

Should be written with “and” not an ampersand. Community Education Councils may be abbreviated to CECs after first mention.
Council of School Supervisors and Administrators

This is the formal name of the principals’ union and should be used on first reference. Second reference can be principals’ union or CSA.

Dash

There are three types of dashes—the hyphen, the en dash, and the em dash. None of them have spaces surrounding them.

· Hyphen (-): it combines words (well-being, decision-making) into a single adjective modifier that precedes the word being modified. Words ending in ly aren’t hyphenated. It is formed by hitting the hyphen key on the keyboard, which is located to the left of the equals sign. 
· The hyphen’s main purpose is to tell readers when combinations of two or more words are modifying one noun (hard-working principals, full-time employees, well-qualified individuals, low-income). 

· Hyphens are also used to link a prefix or suffix to a capitalized word (pro-New York City, anti-Bloomberg, pre-Empowerment Schools, Mayor-elect). Paired nationalities need hyphens (African-American, Chinese American) but Latin American does not. 

· Hyphens can provide clarity with verbs (re-structure, re-organize, re-direct).
· Numbers with hyphens (two-thirds, twenty-four, 20-20 hindsight, 10-1 decrease, 100-200 new teachers, third and fourth-highest scoring schools).
· Em Dash (—): what we think of when we think of a dash. It is longer than the en dash. It can substitute for a comma or for parentheses (The new law would hurt New Yorkers—and all Americans—so we must fight back.) The em dash is formed by typing a word, typing two dashes, typing another word, and then pressing the space bar.

· En Dash (–): longer than a hyphen but shorter than an em dash, an en dash means “through” (Read pages 4–6 or May 1, 2006–June 1, 2006). It is formed by pressing the spacebar clicking hyphen twice, pressing the space bar, typing another word, and pressing the space bar. 
Dates

Please write out the month and then use the date. Please don’t use a “rd” or “th” after the number. (August 23). All letters must have a full date (August 23, 2007) so that it’s clear when it was sent. A month and a year is not acceptable.
Department

Department should be lowercase when referring to the Department of Education on second or third reference (The department works closely with community groups).

Department of Education

The Department of Education should be spelled out on first reference. On second reference it can be “the department,” or DOE (not DoE).

E-mail

The word e-mail has a lowercase e (unless it’s at the beginning of a sentence), a dash, and a lowercase “m” for mail.
Exclamation Point

Please do not use exclamation points in DOE materials.
Hyphen

See dash.
Internet

The word Internet has a capital I, whether it falls in the middle of the sentence or at the beginning.
Joel I. Klein

Use the Chancellor’s middle initial.
MetroCard

MetroCard should be written like this.

Multiple-choice

Should be hyphenated when it modifies something (Multiple-choice tests are difficult for some students.)  These two words should not be hyphenated when they do not modify anything (On the test there are three sections: multiple choice, short answers, and graphing.)
Numbers

If a number is the first word in a sentence, it is always spelled out (Thirty-two students boarded the bus). If a number is in the middle of the sentence, it is generally spelled out if it is between zero and nine. If it is 10 or higher, it should be a numeral. The exception to this is if a number higher than 10 and lower than 10 are in the same sentence. In that case, just be consistent.

Right: Yesterday, five girls and fifteen boys remembered their homework.

Wrong: Yesterday, five girls and 15 boys remembered their homework.
If a number is more than 1,000, there should be a comma separating the thousands, except in the case of years (e.g. 2006).

Right: More than 8,500 students went on field trips yesterday.


Wrong: There are 3000 pencils in the supply closet.

New York City

New York City should never be abbreviated to “NYC” in formal documents, unless it’s in a direct quote or proper name (NYC & Company, for example). We should never be writing sentences like “If this program is effective in NYC, it can expand across the nation.” If you want to shorten New York City on second reference, you can write “New York” or “the City” or “the five boroughs.”

No Child Left Behind

No Child Left Behind may be abbreviated NCLB after first mention.
p.m. 

p.m. consists of a lowercase p and a lowercase m (School lets out at 3 p.m. for some students.)
Principal 

The word principal should not be capitalized unless it is the first word in a sentence.

Right: All middle school principals must reply by the end of September.

Principals help make schools tick.


Wrong: Next year Principals will have the option of hiring lead teachers.

PS

Public school should be abbreviated without periods between letters (PS 8).
Space

One space separates each sentence.

One space follows a comma.

One space follows a semicolon.

State

Capitalize the word state when it refers to New York State (The State must send us billions of dollars in additional education aid.)  Do not capitalize the word state when it refers to other states.

Telephone numbers

Use the following format: (XXX) XXX-XXXX.

Time

When the time is on the hour, it should be a single number followed by an a.m. or p.m. (Meet at Tweed Courthouse at 9 a.m.)

When the time is not on the hour, it should be a single number, followed by a colon, two numbers and an a.m. or p.m. (The meeting is called for 7:30 p.m.)
United Federation of Teachers

United Federation of Teachers is the formal name of the teachers’ union. The full name should be spelled out on first reference. The second reference can be UFT or teachers’ union.

Web

The word Web, when used in reference to the World Wide Web, should always have a capital “w” (You can find it on the Web at www.nyc.gov/schools.).

Web site

This is two words. Web has a capital “w,” and site has a lowercase “s.” (Please note that our Web site should always be written www.nyc.gov/schools.) 
Current is Critical!





In our spring 2007 parent, teacher, and principal focus groups, the complaint we heard most consistently was that our site’s content was very out of date. Outdated content is an embarrassment to us all—and it creates a credibility issue for our Web site and, indeed, for the Department of Education.





When some information on the site is not up to date, it makes users question the accuracy of all content. And it makes it difficult for users to find all the valuable content that is on the Web site. 





It’s better to have less information that is up to date than more information that is outdated. 





If you notice outdated content, change it or remove it immediately. If you don’t know how, please contact Julia Levy or Ken Garcia and we will help you.





Important Note: If you notice content on a page or an entire page that is outdated—whether it’s in “your” part of the site or elsewhere—please eliminate or update it immediately! 





If you don’t know how, please contact Communications or Web Management Services immediately.
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