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Introduction

The website is the gateway to all of the Library's online products and services.  The Dartmouth College Library Website is decentralized.  There is a web manager for each library and departmental website; the Web Steering Group is responsible for the overall library website.  The Web Support Team responds to problems and is responsible for development and maintenance of site-wide (shared) files, content and features.
There are a number of guiding principles for the Library web environment.

· Support the mission of the College through the provision of resources and services. 

· Connect users to the Library's resources, services, and personnel. 

· Serve diverse communities with diverse needs, expectations, and learning and information-use styles. 

· Facilitate the discovery, finding, research, and learning processes. 

· Provide tools that respond to changing user needs. 

· Support the Library's external collaborations. 

· Be continually evolving - new designs, features, content and functionality should be introduced constantly.

· Functions as an important component of the Library’s marketing initiative.


Section 1. Web Management Structure

Describes overall web management and the committees and other groups and reporting structures for website decision making and future development.




Web Steering Group 

The Library website supports the Library's mission.  The Web Steering Group (WSG)  provides leadership for the continuing oversight and development of the library's web presence, both our public web pages and the staff intranet ("Staffweb"). 

The Web Steering Group works with the Web Roundtable and the Library Management Group to define and prioritize projects for the Library website.  The Web Steering Group is the committee in which management decisions concerning the web are made, while the Library Web Roundtable informs the WSG of needs, and implements decisions within their sites.  The Web Steering Group defines new features, tools, and design elements for the Library website based on ongoing needs.  The Web Support Team and DLTG implement site-wide content and functionality.
More detailed information can be found in Appendix A, Web Steering Group.

Library Web Roundtable

The Library Web Roundtable (LibWebRT)
 represents libraries and departments from throughout the library. While the overall Library website is the responsibility of the Web Steering Group and the Web Support Team, the members of the LibWebRT are responsible for the majority of the content on the Dartmouth College Library website through maintenance of their individual websites, both public and staff-focused (intranet).  RT members maintain their departmental website via the content management system (OmniUpdate
), and evaluate how their departmental website overlaps with and fits into the overall library website.

LibWebRT implements changes to the website based on the recommendations of the Web Steering Group.  The members of the roundtable communicate their development needs and suggestions for the broader web development effort to the Web Steering Group, and they bring information on current web developments back to their departments and libraries.  Roundtable members adhere to web guidelines developed by the library and the college.

It is essential for the robustness of the website that the individual members of the roundtable be given adequate time to maintain their departmental websites, and that their responsibility be acknowledged and reviewed accordingly.  Members of the roundtable are responsible for the maintenance and development of their departmental website; are encouraged to attend and participate in roundtable meetings and tool-based training sessions .  To ensure the success of future web development projects LibWebRT members will be encouraged and recruited to participate in web working groups initiated by the Web Steering Group.  LibWebRT members (and all library website maintainers) are expected to comply with future project implementation and web initiatives to ensure a consistent and successful experience on the part of users of the library web site.
More detailed information can be found in Appendix B, Library Web Roundtable.
Web Support Team

The Web Support Team is comprised of Special Collections Technology Coordinator (25%), Access Services and Web Technology Coordinator (50%) and Web Support and Graphic Arts Specialist (50%) who are supervised in their Web Support roles by Head, Digital Library Technologies Group.  The Web Support Team is responsible for: training and assisting library staff in the use of OmniUpdate; maintaining library website content that is general to the whole site (as opposed to the specific responsibility of a library department or group); implementing changes requested by the Web Steering Group (which may be joint projects with the Digital Library Technologies Group); and ensuring the day-to-day operation of the library website.

See a complete description of duties in the job descriptions for the above positions.
Library Management Group (LMG)

The Web Steering Group may discuss any upcoming issues or concerns with LMG.  The WSG brings prioritized lists of projects to LMG for discussion and feedback, especially concerning resources in respect to library goal setting. Their recommendations for major web site initiatives are presented to LAG who help to set final priorities.  

Library Administrative Group (LAG)

Ultimately, LAG has final say in priority setting; budgeting; and approval for projects, especially those projects where additional staff resources or funding is required.
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Appendix A: Web Steering Group

Charge for the Library Web Steering Group

Charge

The Web Steering Group (WSG) provides leadership for the continuing oversight and development of the library's web presence, both our public web pages and the staff intranet.  The group makes recommendations for major website initiatives to the Library Management Group (LMG), coordinates working groups for the research and development of new initiatives, and coordinates the implementation of any web-related projects. 

The Steering Group helps to create and approve web related policies, and suggests usability and assessment projects.  In collaboration with the Library Management Group, the Steering Group prioritizes new projects and suggests appropriate members for task-based working groups.

To keep the Library website accessible and vital to new student, faculty, and staff populations and making good use of new technologies continuous assessment and evaluation will be performed.  This is achieved via observational studies, focus groups, surveys, and direct person-to-person discussion; assessment is done in collaboration with the User Assessment Group.  

WSG will interpret input from assessment activities and user feedback, and modify the function and design of the website to reflect user needs.  

The WSG creates working groups to devise solutions to address needs.   The WSG approves proposed changes to the library website, especially those that affect user experience (such as design changes, navigational changes, etc.); they also monitor and guide the integration of external tools that comprise major sections of our website
 (such as wiki, LibGuides, Search360, etc.).  

In general, WSG should remain aware of dominant themes for good library website design. Some of these include:

· User-centered, integrated interfaces for fast and easy information retrieval

· Structured websites with minimum clicks for user-desired tasks 

· Information content and services packaged to meet user needs

· Information seeking is the central focus of website design

· Integration of more user-centered resources into web design

· Structured website and tools for better integration with other information portals

· Conform to current information standards
· Appropriate incorporation of new information technologies
Some of the tasks that WSG will address include:

· Ongoing assessment of the website. 
· Identify and integrate standard web tools and functions (e.g., sitemap, mouse-overs, online glossary, Web 2.0). 
· Identify and prioritize desired enhancements to existing tools (e.g., staff directory, phone lists, hours).  

· Identify needs for new tools, services, and functions; create functional specifications for their development.

· Minimize browser problems and incompatibilities. 
· Maintain printer-friendly and accessible pages. 
· Create self-evident and coherent error messages. 
· Eliminate library lingo as much as possible. 
Members


The Web Steering Group membership will be drawn from public services.  It  will also include the Head, Digital Library Technologies Group to provide a link to the Web Support Team and the DLTG programming staff. 
Reporting Structure 

The group is chaired by William Garrity who, in this role, reports directly to the Deputy Librarian.  The Web Steering Group gives regular updates to the Library Management Group (LMG).

Communication

The group will communicate and work closely with Library departments and any web-related working groups. The group will also communicate with both internal (staff and librarians) and external (Dartmouth College community) library users, and remain aware of any changes and requirements of the college web   The group will periodically meet with the working groups for the major library ‘tools’ that are integrated into the library website.
 

The library website is one part of a complex information environment within Dartmouth College and DHMC. To ensure that the website operates and interacts effectively, the Web Steering Group needs to monitor and engage with existing related working groups and projects operating within this environment.  Some of these include:

Dartmouth College:

· Dartmouth College web (re)design group ("HomeTeam")

· Public Affairs

Computing initiatives:

· Computer and network security initiatives

· Authentication and authorization

· Courseware (Blackboard)

· Media Server, streaming server, etc.

Computing departments:

· Dartmouth College Web Publishing

· Academic & Curricular Computing

Graduate and professional schools: 

· DMS

· Thayer

· Tuck

· Arts & Sciences
Dartmouth-Hitchcock Medical Center

The WSG will maintain systems to archive minutes and other documentation and to track project management.

Appendix B: Library Web Roundtable

Charge for the Library Web Roundtable
Statement of Purpose

The Library website is a decentralized system, some of which is maintained via a content management system (currently OmniUpdate), and is organized by subsites.  Each department and library has a subsite within the library website.  The Library Web Roundtable (LibWebRT) is a communications and skill-sharing venue for those responsible for the content and design of the Library web subsites. Each member of LibWebRT is responsible for the maintenance of a public subsite section, and may also be responsible for any staffweb/intranet for their departments.  While there are key web contacts in each department, committee, or project who are expected to attend the roundtable meetings regularly, all library staff involved in the maintenance of library web pages are welcome to attend.  The group will be chaired by one of its members, and will utilize an agenda committee to plan meeting agenda.
Tasks & Responsibilities

Departmental Web

· Serve as point of contact for the department in the use of the content management system.

· Implement library-wide changes to subsites as directed by Web Steering Group.
· Verify content of information on subsite is up-to-date and perform ongoing updates and maintenance
· Schedule a periodic review of subsite web pages within the department.

· Monitor web analytics for your department.

· Adhere to Library Style Guide for subsite.

· Ensure website adheres to current accessibility standards and is XHTML compliant.

· Ensure that any restricted documents or folders are secure.

· Verify web searching for your departmental subsite is working correctly.

· Verify all subsite pages have current meta-tags and keep meta-tags current.
· Eliminate library lingo as much as possible, especially so for public services departments.

· Verify pages are printer-friendly.

Library Website

· Contribute suggestions for centralized web services.

· Collaborate for image sharing to leverage work and minimize duplication. 
· Suggest new features for current staff tools.

· Participate in project working teams as needed, including tool evaluation, testing, and writing documentation.
· Be aware of how your subsite fits into the overall library site.  Be proactive about sharing information within LibWebRT.

· Verify and maintain your subsite entries in the A to Z list.

· Contribute to and help define any appropriate web policies. 

· Contribute to and verify any shared documentation for library web managers (such as the "style guide" and "best practices document").
Communication

· Communicate any web changes and/or updates to your department.

· Communicate major changes about your website to library group via staff news.

· Communicate new services and web enhancements needed by your department back to LibWebRT.

College Website

· Comply with  current authentication methods in use at Dartmouth to ensure adequate security for staff-only content.

· Be aware of web developments and tools at College-wide and DHMC-wide levels.

Membership

Web personnel and contacts as designated by library departments and services.
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� Note: As of August 2008, we do not have a ‘formal’ library intranet.  Information is stored on a combination of multiple web servers (Webster, cobweb, giza/library), an internal library wiki (twiki), the LibGuides system (libguides.dartmouth.edu), and Blackboard.  There may be some people using outside services for blogging and web 2.0 services as well.





�Can't we call it WRT of something that's simpler? More aligned with the form of "WSG"? 


�Not all? Feldberg??


�Too many choices!! Don't make the user think so hard!


�I think this understates that the site must have good, integral general design sensibility. 


�Is this the case, actually? 


�But not "the Catalog." 


�I don't know. 


�I think it's presumed there's an image bank/archive… 
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