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PURPOSE

The AUArts website is the primary source of public information and content managed by
the university. It is available and accessible to the general public, with audiences including
students, prospective students, alumni, donors, other external visitors, faculty and staff. It
is a source of time-bound information related to university operations and functions. The
accuracy of information and its timeliness directly impact the reputation of the University.

This procedure establishes AUArts’ standards for acceptable and accessible website
content, ensuring alignment with the University's vision, mission, values and strategic
objectives.

SCOPE

This procedure applies to all individuals that are involved in AUArts’ website architecture,
coding, design, brand and content. Individuals involved could be creating, managing,
contributing to, or administrating content and information on or to AUArts websites or
microsites affiliated with and managed by AUArts.

Content includes: written, visual, video, and audio information and content; hyperlinks and
direction to other sources; architecture, coding and taxonomy attributes such as layouts,
menus and displays.

PROCEDURES
1.  INFORMATION ON WEBSITE

1.1 All content, information and visual presentation of materials on the website
must be in alignment and support of the University’s reputation, vision,
mission and values.

1.2 Content on the AUArts website:

a) Will meet Canadian website accessibility standards.
b)  Will be factually accurate and as current as possible.
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c) Is intended for specific audiences (e.g. students, faculty, staff, alumni,
donors).

d)  Will be concise and understandable to the intended audience.

e) Will have a singular visual and writing style that adheres to the Brand
Standards and Guidelines.

1.3 Content on the AUArts website must comply with all applicable laws,
regulations, and relevant legislation, and must not violate any legal or
regulatory requirements.

14 Use of external links except for legitimate academic/research content
requires approval from the Executive Director, External Relations;
unapproved links will be removed until approved.

1.5 Content that promotes or includes information involving a monetary cost
requires approval by the Executive Director, External Relations in adherence
to university policies and procedures.

2. RESTRICTED CONTENT

2.1 Web content which, by word or image, falls under the criteria below is
prohibited. This list includes, but is not limited to:

a) Displays or promotes material that is obscene, offensive or
pornographic.

b)  Promotes violence, or the use of weapons, alcohol or illegal drugs.

c) Contains abusive or threatening language or imagery that targets
individuals or groups.

d) Contains personalized attacks.

e) Ridicules or promotes stereotypes, discrimination, intolerance or
hostility towards any race, sex, colour, ancestry, place of origin, ethnic
origin, creed, marital status, gender identity, gender expression, family
status, sexual orientation, age, disability, or citizenship.

f) Publishes information, the purpose of which is to cause harm, or which
would reasonably be known to cause harm.

3. WEBSITE MAINTENANCE AND UPGRADES

3.1 Individual units are responsible for appointing Website Representatives who
will gather, create, and update information for the website regarding their unit.
a) Appointed Website Representatives will be trained by Website

Administrators.

3.2 Information posted on the website must be reviewed quarterly and renewed
as appropriate by the unit’'s Website Representative, with support from the
Website Administrators and Communications and Marketing.

3.3 Website Administrators and Communications and Marketing can make
information and content updates at any time. Communications and Marketing
can make edits to all webpages at any time, in support of the University
reputation.

3.4 Any changes to the AUArts website regarding taxonomy, architecture and
web coding will be determined by IT, in collaboration with Communications
and Marketing. Such changes will be recommended by either
Communications and Marketing or IT, focused on either or both the
university’s reputation and web functionality and security.
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4. HOME PAGE

4.1

The homepage of the AUArts website forms a visitor’s first impression of the
overall site and of the university itself. Homepage content is managed by the
Manager, Communications and Marketing, with endorsement from the
Executive Director, External Relations. Communications will collaborate with
IT in the homepage taxonomy, architecture and web coding.

5. MICROSITES

5.1

5.2

5.3

New Microsites: The building of new AUArts microsites is not permitted,
unless written permission has been obtained from the Executive Director,
External Relations. The Executive Director will ensure consultation and
endorsement from IT.

Existing Microsites: Existing official AUArts microsites with prior approval are
permitted to continue, subject to AUArts Brand Standard and Guidelines and
AUArts Policies and Procedures. Existing microsites are subject to change
should they not uphold the University’s reputation.

Defunct Microsites: AUArts microsites must be sustainable, up-to-date and
active. If a microsite is no longer active it will be decommissioned after 12
months.

6. WEBSITE PHOTOGRAPHY AND VIDEO/AUDIO

6.1

6.2

6.3

6.4

6.5

Photography, video and audio on the AUArts website are subject to the

Access to Information and Protection of Privacy Policy.

Capturing content of individuals that may be used for marketing or advertising

purposes requires written consent from the subject using the university’s

Photo/Media release form.

Captions are required for:

a. ldentifiable individuals that would have signed a release form.
b. One person is the focus. Name and association to AUArts is given in the
caption.

c. Photographer credit included on the photo.

Captions are not required for:

a. When a photo is placed in context with a message from the individual
so the person in the photo is implied through the placement and sign-
off on the message.

b.  Stock imagery owned by AUArts.

C. Individual in the photo is not identifiable.

Imagery used should be reflective of and consistent with AUArts Brand

Standard and Guidelines.

7. REPORTING INAPPROPRIATE WEBSITE USE

7.1

Any instance of inappropriate website use must be immediately reported to

Communications who will refer the issue as appropriate, and which may
result in disciplinary action.
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8. WEBSITE RETENTION

8.1 General web retention is set out in accordance with AUArts Records
Management Policy and Schedules.
a. Units are encouraged to indicate on websites when there are archives
available and include the contact information for how to obtain
documents.

9. ANALYTICS

9.1 Web traffic data functionality is restricted to Communications and Marketing
and IT. Information collected is used solely to improve user experience. In
evaluating and reporting on user experience, data will only be presented
outside of Communications and IT in aggregate and de-identified format.

D. ROLES AND RESPONSIBILITIES
10. INFORMATION TECHNOLOGY (IT)

10.1 Isresponsible for the vendor that provides the infrastructure and services for
the institutional website and is co-holder of the Website Responsibility Chart.
A minimum of one co-website Administrator is based in this area.

10.2 Is responsible for ensuring that User Access for the website is provisioned
and managed in compliance with the IT: User Access Procedure.

11. COMMUNICATIONS

11.1  Is accountable for the University’s institutional presence on the Website.

11.2 Is accountable for all information published on the Website and for approving
such information prior to posting, except where content has been approved
by the University’s governing bodies.

11.3 Is responsible for the University's reputation, monitoring, evaluating and
taking action when the Website Procedure is not followed.

11.4 Approves and oversees AUArts microsites and content on microsites in
collaboration with the Website Representative of the relevant department.

11.5 Is co-holder of the Website Responsibility Chart. A minimum of one co-
Website Administrator is based in this area.

11.6 Is responsible for website analytics and appropriate reporting.

12. UNIT MANAGERS

12.1  Are responsible for collaboratively liaising with Communications and
Marketing and IT regarding area Website needs.

12.2 Are responsible for ensuring accuracy, relevance and timeliness of content
provided to unit Website Representatives for posting.

12.3 Are responsible for designating staff as unit Website Representatives for
content creation and maintenance, and for sharing changes to staffing with
IT and Communications and Marketing.
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13. WEBSITE ADMINISTRATORS

13.1  These are approved, trained administrators within IT and Communications.
They ensure information upholds the university’s reputation, via the mission,
vision, values, brand and style, and is scope appropriate. They also ensure
that information adheres to the taxonomy, architecture, security and
functionality of the website. Website Administrators also provide initial
training for Website Representatives and are available resources to ensure
support and coordination across the University.

13.2 Are responsible for checking formatting of materials and uploading to
website.

13.3 Are responsible for ensuring the University’s reputation is upheld in all
information and content online.

13.4 Are responsible for ensuring the architecture, taxonomy, security and
functionality of the website are maintained.

14. WEBSITE REPRESENTATIVES

14.1  Appointed by Directors or Managers, these trained representatives are
responsible for updating website information pertaining to their department.
These Representatives are responsible for submitting information to the
Website Administrators and ensuring the information they are submitting
complies with the university’s vision, mission and values, and established
AUArts’ Policies and Procedures including Intellectual Property Procedure
and IT: User Access Procedure.

14.2 Day to day management as relevant to their unit.

14.3 AUArts website and AUArts microsites must be reviewed quarterly and
annually by the appointed Website Representatives to ensure information
online is current and complies with AUArts’ policies and procedures.

E. DEFINITIONS

Microsites: Microsites are official AUArts-branded websites external to
the main website that host information for a select
audience. Grad Show Microsite as an example
(auartsgrad.ca). As per the main AUArts website,
microsites have Website Representatives responsible for
updating and content.

Website Responsibility The website responsibility chart summarizes which

Chart: Departmental Website Representative is assigned to each
area. This chart resides with the Website Administrators in
IT and Communications.

F. RELATED POLICIES

e Access to Information and Protection of Privacy Policy
o Copyright Policy
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G. RELATED LEGISLATION

Canadian Copyright Law

H. RELATED DOCUMENTS

L. REVISION HISTORY

AUArts Brand Reference Guide
IT: User Access Procedure
Intellectual Property Procedure
Photo/Media Release Form

Person who Person who
Date Description of . o Authorized
Sections Entered Revision .
(mm/dd/yyyy) Change o A Revision
(Position Title) o .
(Position Title)
06/18/2024 Updated language All University Secretary | VP, Advancement
and template Assistant
07/14/2026 Updated to ensure All ED, External ED, External
consistency with Relations and Relations
current practices Manager IT Security
and processes.
Clarified roles and
responsibilities.
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