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1. Introduction

This policy covers the Kent Governor Association (KGA) web presence, postings on the web, updating, and maintenance. It includes agreed KGA/KCC responsibilities and communication routes for efficient operation. It also covers some strategic aspects. 
The KGA and the Head of Governance (KCC) agreed at it’s inception that initially the KGA web site would actually be web pages within the KCC Clusterweb, thus inherently complying with standards and legislation.

The site address, section links and document naming conventions are given in Appendix 1.
2. Role of the KGA Web Site
The KGA web site should be a one-stop source of information for visitors and it should serve the following roles:
· strategic line of communication between KGA and the community at large; 

· means of information exchange with governors, teachers, parents, others
· accessibility of KGA Executive, County Assembly and Cluster meeting dates (calendar), agendas, minutes and documents
· provision of KGA contacts, links and discussion forum

3. Information Policy
The information on these pages will be relevant, timely and accurate. We will try to indicate who is responsible for each item of information we place on this site, and we will identify our sources wherever possible.
4. Communication Policy
We want this site to enable two-way communication between the KGA and any interested parties. As well as providing general and specific information in an efficient and transparent manner, we will include contact, feedback, calendar and survey facilities enabling consultations.
5. Editorial Policy
Source material for this site is provided by Executive Members of the KGA. Each Executive Member is responsible for provision of information to the KGA Clerk as per the procedure given in Appendix 2.  

This Web site has been developed using relevant communications technology to support and enhance the activities of the KGA. The development of the Web site is overseen by the KGA Web Site Coordinator, advised by colleagues. The ultimate responsibility for the site rests with the Kent Governor Association.
6. Design Principles
To make visits to site as fruitful as possible, the entire site has a consistent 'look and feel'. In order to ensure speedy and trouble-free viewing, we have included only a modest number of relatively small graphical images. We have generally opted for a simple page layout.  

7. Privacy and Confidentiality
Any information visitors submit through this site will be treated in confidence and, unless explicitly agreed between us, will not be passed to a third party.  

8. Legal Issues and Disclaimers
Every effort will be made to ensure that the information on this Web site is up-to-date and accurate. However, this information is issued in good faith. The KGA cannot accept any responsibility for loss or damage that might be caused by its use.

APPENDIX 1
Web page addresses - Navigation from Cluster Web home page http://www.clusterweb.org.uk/home.cfm to http://www.clusterweb.org.uk/Communication/kga_home_2006.cfm is by a button.

	Clusterweb
	http://www.clusterweb.org.uk/home.cfm

	KGA Home
	http://www.clusterweb.org.uk/Communication/kga_home_2006.cfm

	About KGA
	http://www.clusterweb.org.uk/Communication/kga_about_2006.cfm

	Contacts
	http://www.clusterweb.org.uk/Communication/kga_contacts_2006.cfm

	Documents
	http://www.clusterweb.org.uk/Communication/kga_documents_2006.cfm

	Links
	http://www.clusterweb.org.uk/Communication/kga_links_2006.cfm

	Calendar
	http://apps.clusterweb.org.uk/cgi-bin/calendar.pl?calendar=kga

	KGA Executive
	http://www.clusterweb.org.uk/Communication/kga_meetings_2006.cfm

	County Assembly
	http://www.clusterweb.org.uk/Communication/kga_countyassembly.cfm

	KGA / Clusters
	http://www.clusterweb.org.uk/Communication/kga_clustermeetings.cfm

	KGA Forum       
	http://apps.clusterweb.org.uk/forum/messages/11741/11741.html?1156928266


Dedicated email address – kga@kent.gov.uk emails are automatically forwarded to KGA Clerk for processing.
Document naming convention
It is the responsibility of each contributing Exec Member to comply with document naming guidelines given in the table below. This will ensure that any document sent is correctly identified for linking with minimum of errors. It also has the advantage that you do not need to open the document to know what it is.
	Cluster Agenda
	kga_cl_as1arc_agenda_100506.doc
	Ashford1/Rural cluster agenda 10 May 2006

	Cluster Minutes
	kga_cl_as1arc_minutes_100506.doc
	Ashford1/Rural cluster minutes 10 May 2006

	Assembly Agenda
	kga_assemb_agenda_180607.doc
	Assembly agenda 18 June 2007

	Assembly Minutes
	kga_assemb_minutes_180607.doc
	Assembly minutes 18 June 2007

	Exec Agenda
	kga_exec_agenda_161006.doc
	Exec Agenda 16 Oct 2006

	Exec Minutes
	kga_exec_minutes_161006.doc
	Exec Minutes 16 Oct 2006


APPENDIX 2 - Postings on the KGA web, updating, responsibilities and communication routes
KGA EXEC RESPONSIBLITIES
	Navigation link
	Content
	Update freq.
	Content provider
	Comment
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 HYPERLINK "http://www.clusterweb.org.uk/Communication/kga_home_2006.cfm"   Home
	OK as is at this stage
	Annual
	KGA Chair
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 HYPERLINK "http://www.clusterweb.org.uk/Communication/kga_contacts_2006.cfm"   Contacts
	OK as is at this stage
	As required
	KGA Clerk
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 HYPERLINK "http://apps.clusterweb.org.uk/cgi-bin/forum/discus.pl?pg=topics"   Discussion Area
	OK as is at this stage
	As required
	Each Exec Member
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 HYPERLINK "http://www.clusterweb.org.uk/Communication/kga_documents_2006.cfm"   Documents
	OK as is at this stage
	Annual
	KGA Vice Chair
	

	
	To be populated
	As required
	KGA Clerk
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 HYPERLINK "http://www.clusterweb.org.uk/Communication/kga_meetings_2006.cfm"   Meetings
	To be populated
	As required
	KGA Clerk
	Exec/County mtgs.

	
	To be populated
	As required
	Each Exec Member
	KGA/Cluster mtgs.
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 HYPERLINK "http://www.clusterweb.org.uk/Communication/kga_meetings_2006.cfm"   Newsletters
	To be created
	2 per year
	KGA Chair
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 HYPERLINK "http://www.clusterweb.org.uk/Communication/kga_meetings_2006.cfm"   Poll/Survey
	To be created (future)
	As required
	KGA Web Coord.
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 HYPERLINK "http://www.clusterweb.org.uk/Communication/kga_links_2006.cfm"   Useful Links
	To be populated
	Annual
	KGA Web Coord.
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 HYPERLINK "http://www.clusterweb.org.uk/Communication/kga_links_2006.cfm"   About KGA 
	To be created
	Annual
	KGA Vice Chair
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 HYPERLINK "http://www.clusterweb.org.uk/Communication/kga_links_2006.cfm"   KGABLOG
	To be set up (future)
	As required
	KGA Clerk to provide calendar dates of meetings
	EACH Exec Member to agree dates in advance 


KGA/KCC Interface & Communication Process for Web Updating/Posting

	KCC Main Contact
	KGA Main Contact
	Documents & e-bulletins to

	Senior E-Communications Officer 

sophie.williams@kent.gov.uk
Tel: 01622 696691
	KGA Web Coordinator
arshad.haque@kingswayquest.co.uk
Tel: 0845 2605049 
	communicationcfe@kent.gov.uk
Tel: 01622 221201





*Example: Please post the attached kga_assemb_agenda_180607.doc to the http://www.clusterweb.org.uk/Communication/kga_countyassembly.cfm page
Adopted by KGA Exec and KCC:

Jack Keeler






Sophie Williams
__________________________                             ____________________________

Chair Kent Governor Association



E-Communications Officer KCC

17 September 2007






18 September 2007




Document posting is initiated by:





KGA Clerk


KGA Exec Member


KGA Web Coordinator





Web change request initiated by:





KGA Exec / Member


KGA Web Coordinator


Other





KGA Web Coordinator





Ensures compliance


Does not vet content


Decides when to do


Requests E-Comms*











KGA Web Coordinator





Arranges for KGA Exec Member, Clerk and any other agreed personnel to receive username/password with a very simple and quick procedure for uploading documents to a web holding area. This automatically notifies E-Communications and they will upload files to site.


Monitors that all those with username/password are serving members. Any who cease to be serving will have username/password revoked


KGA Clerk minutes who does and who does not have password access for uploading








NOTES





Each Cluster / Trust should have one ‘content’ manager – currently it is the KGA Exec Member


Current posting process (Sept 2007) is manual, works well but has high time overhead


Automated process has yet to be developed. It also needs to be agreed with KCC. It will have enormous benefits if all Clusters were to post documents.
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