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The Faculty's Policy in Context

In September 2000, the University Marketing Office, Public Affairs issued a Visual
Identity Manual. In explaining why the Guide was established, its introduction states:

As Monash has expanded internationally, there has been growing
recognition of the need to develop a consistent visual identity to
communicate Monash's key themes to a broad international
audience.

The new logo reflects a continuing process of consultation and
market research throughout the Monash community and in target
markets.

The international education environment is highly competitive.
Positioning Monash with a simple, effective visual identity is crucial
to the university's long-term success.

This Manual was approved at Council level such that variations to its requirements
can only be adopted by areas of the University that have received the vice-chancellor's
written approval.

Monash University Identity Manual can be located at
http://www.adm.monash.edu.au/pa/pubs/idmanual/

This policy was in place December 2001 with full accordance with Priority 1 of the
accessibility initiative — (see Attachment IV) as well as accordance to the Monash
University Visual Identity Manual. If it does not meet the requirements of this policy
the result will be that the web site would be shut off until full compliance is met.

Section E (http://www.adm.monash.edu.au/pa/pubs/idmanual/E-TheWeb.pdf) of the
Visual Identity Manual covers the development of Faculty and department web sites.
The introduction to Section E states:

Monash University's Web Site is an important window to the world.
Users may come from other cultures and language backgrounds so
content must be concise and the design easy to follow.

Like any other form of official communication, material on the Web
should adhere to branding guidelines outlined in this guide.
Monash's logo and official colors should be used consistently on
every Web page so that visitors, regardless of what page they visit,
know they are on the Monash University Web Site.

Monash University Logo can be downloaded from:
http://www.adm.monash.edu.au/pa/logos/
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However, while individual Web Sites must adhere to the branding guidelines set out in
the Visual Identity Guide, Section E continues:

Templates have been developed to ensure consistency while enabling
individual faculties and departments to develop their own Web
presence. Templates can be viewed at:
http://www.its.monash.edu.au/web/resources/templates/

Public Affairs has designed these templates to assist faculties and departments to
create their own Web Sites by providing a framework that can be used to build
faculty and department Web pages.

The Faculty’s web development team supplies templates for all areas of the Faculty.
Please contact the Manager of Web development on 9905 2640 or alternatively be
email webteam @med.monash.edu.au

It is in this context that the Faculty of Medicine Web Policy and procedures has been
developed.

Background to Faculty Web Development

Prior to 2000, the Faculty's Web presence was very small. Some areas of the Faculty
had developed a Web presence, however, much of the information was out of date.
We did not have a coordinated approach, with the result that it was not providing a
professional and user-friendly database for our external clients.

In mid 1999, The Faculty Web Development Team was established by the Dean, with
the aim of providing a high level of service to assist the Faculty and its associated
schools and departments in the design, development, implementation and evaluation
of educational related online multimedia. Visit http://webdev.med.monash.edu.au/

The Faculty's IT Executive Committee recommended that the Faculty's Web structure
should be established as follows:

) Faculty level information;
* Undergraduate
¢ Research
* Postgraduate
* International
¢ Research
e Research Centres, Institutes & Units
¢ Schools
o Departments
o Research Centres, Institutes & Units

(For details of information refer to Attachment Il & Attachment VIII)
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The major responsibilities of the Faculty Web Team were considered to be the
development and maintenance of the Faculty level information and degree course
content.

Funding and Responsibilities of the Faculty Web Team

In 1999, funding for the initial establishment of the Faculty Web Team was via the
Faculty IT Executive Committee, as the Committee identified Web development as a
high priority area.

In 2000, the Dean progressed the development of the Faculty Web site via an
allocation from the Dean's Contingency Fund, with the IT Executive Committee
recommending continued central funding of the Group from off-the-top costs in 2001.

This funding has continued through 2002 and enabled the Faculty Web Team to:
* Assist in the development of programs which increase the quality and efficacy
of teaching and learning;
* Encourage local expertise through training and awareness;
* Provide a resource base for instructional and graphic design in relationship to
the Internet;
* Enable access to educational multimedia evaluation programs.

As the Faculty provides the funding for web development centrally, the Faculty Web
Team is primarily required to aid in the delivery of educational online multimedia.
This is expected to include course notes, lecture materials, presentations and research
information, that is the development and creation of online material forming part of
the course curriculum. (Refer Attachment IT)

While due care will be taken by the Faculty Web Team, Heads of Departments or
their nominee will be required to sign off as "projects" are completed. Accuracy of
information is the responsibility of content providers. (See Attachment VIII)
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Access and Directory Creation

To assist departments, and to facilitate a uniform approach across the Faculty, the
Faculty Web Team will require administration rights to all areas within the Faculty of
Medicine website. This includes web servers that reside on and off campus.

Directories can be created at three levels:

) To create a directory under the Faculty of Medicine web
structure, departments are required to contact the Faculty Web
Team. (Refer Attachment I)

(i1) Under the Faculty web structure the Faculty Web Team will
create directories and assign appropriate rights, in relation to
departments, centres and institutes. (Refer Attachment I)

(iii))  Within the departmental web structure, departments have the
ability to establish and maintain their own directories and
structures. (Refer Attachment I)

Policy Issues

Corporate Image
(http://www.its.monash.edu.au/web/policy/publications.html)

The University's Visual Identity Guide requires all faculties and departments
to adopt the University's new visual identity.

Monash University visual identity enjoys high recognition in a world crowded
with competing company logos.

Consistent use of the visual identity helps extend community recognition of
the range of teaching and research undertaken at Monash. Our University
community benefits from use of this identity.

The rules governing use of the Monash logo are included in Attachment II1.

As stated above, departments seeking an exemption from these rules require
the formal approval of the vice-chancellor. Application for exemption is the
responsibility of the Schools, Departments, Centre or Institute and should be
addressed to the Executive Director, Public Affairs. However, the Dean's
endorsement can be sought prior to submission to the vice-chancellor.
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Official Monash Copyright

Intellectual Property Issues for the Internet and Multimedia
http://www.its.monash.edu.au/web/policy/copyright.html

Copyright Act (1968) (Commonwealth)
http://www.adm.monash.edu.au/unisec/pol/itec12.html

Approval to Publish

Groups wishing to place facsimiles of existing or new Monash publications on
the Web, or any other media such as CD-ROMs, should follow the normal
processes established for printed works; specifically, documents must be
'signed off' by the owner before publication. For Web pages this means the
name (or email link) of the university officer (Dean, Head or nominee)
responsible for approving the document must be included in the page's Meta
tag before the page is published. It should be noted that there might be
constraints under copyright on the publication of documents in other than print
form. (See Attachment VIII)

We have been advised, however, that approval/authorization processes in this
area at Monash are currently under review.

Legal Issues

The following legal issues are relevant in all web development:

* The page must conform to Monash policy related to Intellectual
Property Issues for Internet and Multimedia,
(http://www.its.monash.edu.au/web/policy/copyright.html) which
covers such areas as to Copyright, rules regarding the inclusion of
personal information, and defamatory, objectionable and restricted
material. - see attachment 7

* The page must not be unlawful. That is, it must conform to the
Australian Crimes Acts 1914,
(http://www.austlii.edu.au/au/legis/cth/consol_act/cal91482/) with
particular reference being made to Part VIIB - Offences Relating to
Telecommunications Services.

* Faculty staff who create web pages as well as content for the web
must be aware of the implications and comply with The Disability
Discrimination Act 1992; Sections 11, 22 and 24 (1) - see
attachment 4
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In essence, web access is important from two perspectives - from the
marketing perspective and for equity reasons.

Monash refers to the issue of access in both its web policies and its Disability
Action Plan.

All web pages must comply with the University's legal requirement to provide
accessible web pages with all information systems accessible to disabled
students.

Web Page Appearance

As stated above, University Marketing has developed templates to assist
faculties and departments to create their own web sites by providing a
framework that can be used to build faculty and department web pages.

The templates are primarily the responsibility of ITS and managed and
distributed by the Faculty of Medicine Web Team.

The Monash logo, global navigation bar and footer navigation bar are
mandatory components of the templates.

The content in between the header and the footer is primarily the
responsibility of departments.

Templates can be obtained from the Faculty Web Team upon request. These
templates will be specifically developed for your area. The Web Team can be
contacted on webteam@med.monash.edu.au ext.2640

File Names

Whilst the Monash web server allows for file names of up to 256 characters
this in not generally recommended. Long file names tend to make the URL
lengthy and unworkable.

It is best practice that file names should be logical and reflect the nature of the
content of the website. (Refer to Attachment V)

Quality of Information

In accordance with the University's overall web policies, the Faculty has
established minimum standards for the content of Faculty level and
departmental web pages.

In the same way, and to ensure a uniform approach, policies have been
developed and agreed in terms of color, font size and images. (Refer to
Attachment VI)
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Commercial Activity, Fundraising and Advertising

Note: The following comments do not yet constitute official Monash
University policy. They are of an advisory nature only.
http://www.its.monash.edu/web/policy/reasonable use.html

Commercial activity on the Monash network is permitted only for business
conducted on behalf of Monash University or its approved organizations.
Fundraising and advertising material may be included on the Monash network
only under the supervision of officially recognized campus organizations, and
in accordance with Computers for coursework and research regulations and
AARnet acceptable use guidelines.

Groups may discreetly acknowledge sponsorship, including a discreet link to
the sponsor's web pages if desired.

While departments or individual groups may record public lists of approved
commercial contractors or suppliers, (including price lists) and reasonable use
of the network for purposes of raising funds from charitable institutions, they
need to be mindful of the distinction between acknowledgement and
endorsement, noting that the latter is not sanctioned by the University.

For commercial activity generated by the Faculty and its departments,
application can be made to the Dean for approval to incorporate this activity
within the Faculty or Department web structure or outside the Faculty web
structure.

All Faculty Web Development Activity

Schools, Departments, Centres and Institutes may develop their individual
areas content with the Faculty Web Development Teams assistance as
required.

Any application and database rewriting or major project development work
must be done at Faculty level (Faculty Web Development Team). Doing so
prevents duplication of resources, money, staff, students and honoraries.

Unsanctioned Web Servers within the Faculty

Any Web Server and or personal computers, broadcasting on the Monash
network and that resides on the Monash network and not sanctioned by
University ITS, is liable to be turned off. These web servers pose as a potential
network security risk. Please refer to Attachment VII for hosting of web sites
on the Faculty Web Server.
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Conclusion

The Faculty of Medicine web site is becoming more popular and the number
of "visits" is increasing significantly, due to improvements in presentation and
standards. Maintenance of a professional, up-to-date and University approved
web site is, therefore, crucial.

In recognition, however, this policy is in evolution and improvements can
always be made, a feedback form is included on the Faculty's web site and

both staff and "visitors" are encouraged to provide comments.

Appendix:
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Attachment I: (Directory Structure)
The Faculty of Medicine website is structured as follows:

Faculty: - http://www.med.monash.edu.au/

Faculty areas e.g.
Conferences - http://www.med.monash.edu.au/conference
Committees - http://www.med.monash.edu.au/committees
Faculty Newsletters - http://www.med.monash.edu.au/faculty/newsletters
Commercial Activity - http://www.med.monash.edu.au/commercialname/

Degree Course Areas
Medicine - http://www.med.monash.edu.au/medical/
Nursing - http://www.med.monash.edu.au/nursing/
Biomedical Science - http://www.med.monash.edu.au/biomed/
Radiography - http://www.med.monash.edu.au/BRadMedImag/
Nutrition & Dietetics - http://www.med.monash.edu.au/nutrition-dietetics/
Paramedics - http://www.med.monash.edu.au/paramedic/
Social Work - http://www.med.monash.edu.au/social/
Behavioural Neuroscience - http:/www.med.monash.edu.au/neuro/

Subject information
http://www.med.monash.edu.au/degreecourse/courses/subjectcode

Departments
http://www.med.monash.edu.au/departmentname/

Department Areas e.g.
Staff - http://www.med.monash.edu.au/departmentname/staff/
Seminars - http://www.med.monash.edu.au/departmentname/seminars
Research - http://www.med.monash.edu.au/departmentname/research/
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Attachment II: (Responsibilities Chart)

Attachment 2

Responsibilities Chart

Faculty

Faculty pages are located on the top level of the Faculty of Medicine web server

Responsibilities

Content "
Maintenance

Content

Policy

General Faculty Information Web Team Faculty Administration
Prospective student information| Web Team Prospective Student Coordinato
Current student information Web Team U i
Indergraduate Coordinator
Each Page on this level must abide b;
Postgraduate Informati_n Web Team Postgraduate Coordinator Monasthnlverslty Visual Identity M:
Conferences & Seminars Web Team Conference/Seminar Coordinatar and Publications Policy as well as 4
Faculty of Medicine Web policies ar}
Research Pages Web Team Research Committee Y Guidelines P
Faculty Committees Web Team Committee Chairman
Faculty owned Degree Courses Web Team Course Convenors
Faculty Initiatives & Developmepts —web Team Director of particular area
Faculty School Pages
Faculty pages are located on the top level of the Faculty of Medicine web server
Responsibilities R
Content Policy

Maintenance

Content

General Information Web Team

Head of School

Participating Departments details Web Team

Head of School

School Related Projects Web Team

Head of School

Each Page on this level must abide b

Monash University Visual Identity M:;
and Publications Policy as well as 4

Faculty of Medicine Web policies ar

Maintenance

Guidelines
Faculty Research
Faculty Research pages are located on the top level of the Faculty of Medicine web server
Responsibilities
Content Policy

Content

General Information Web Team Associate Dean of Research
Participating Research details Web Team Associate Dean of Research
Research Related Projects Web Team Associate Dean of Research

Each Page on this level must abide b

Monash University Visual Identity M:

and Publications Policy as well as {
Faculty of Medicine Web policies al

Guidelines
Department Pages
Faculty pages are located on the top level of the Faculty of Medicine web server
Responsibilities )
Content - Policy
Maintenance Content

General Information
Departments details
Staff Profile pages
Research Pages

These areas are
developed and
maintained by a

departmental
Resources appointed web
Faciities administrator or i
nomi
Centres & Units within the of Medicine Web
department Team.

Departmental Related Projects

£ Head of Department
ted the Facull Head of Department

Head of Department
Head of Department
Head of Department
Head of Department

Head of Department

Each Page on this level must abide b
Monash University Visual Identity M:
and Publications Policy as well as 4
Faculty of Medicine Web policies ar
Guidelines

Head of Department

Cooperative Research Centres

Cooperative Research Centres pages are located with in their respective area of Cooperation on th eFaculty of Medicine we

Responsibilities

Research Pages maintained by a

departmental
Resources appointed web
Facilities administrator or if

nominated the Facul

Content - Policy
Maintenance Content
General Information Department
Departments details Department
_ These areas are
Staff Profile pages developed and Department Each Page on this levBO NOT HAVE]|

TO abide by the Monash Universit;
Visual Identity Manual and Publicatid
Policy as well as the Faculty of Med

Web policies and Guidelines. Thesg]

areas shoud still abide by the

of Medicine Web
Related Projects Team.

General Information

guidelines as well as g
web presentation guidelines.

Student Project Pages

Faculty pages are located on the top level of the Faculty of Medicine web server

Responsibilities

Content - Policy
Maintenance Content
General Information Student Course Convenor
Project details Student Course_ Convenor
Web Page Construction Student

Be approved by the Faculty of Medicine Web Team.

Include a link to the Faculty of Medicine Home Page.

official Department Web page

Monash University Coursework disclaimer

Provide an indication of the date the page was created or uploaded.

Include details of the creators.

Meet with Disability Access Guidelines.

Be validated as HTML 4.01 compliant - http://validator.w3.or,

Each Page on this level must abide b
Monash University Visual Identity M:
and Publications Policy as well as 4
Faculty of Medicine Web policies ar

Guidelines
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Attachment III: (Monash Logo Usage)
Rules governing the use of the Monash corporate logo
http://www.its.monash.edu.au/web/policy/publications.html

The rules governing the use of the Monash logo on the WWW are essentially
the same as those governing its use on official printed university publications.
The Monash logo must be used on all faculty, departmental and centre home

pages.
The Monash logo may be referenced using:

<IMG SRC="http://www.monash.edu.au/assets/monash_logo.gif"
ALT="Monash University">

This method is preferred, rather than copying the logo, as any detail changes
in the logo from time to time will be automatically reflected in your pages.

The shield is used to authenticate the university’s highest official documents,
such as degrees, diplomas and legal documents. It should not be used instead
of the logo as a brand on publications, advertising, websites, signage and so
on. It should be used in conjunction with the Monash logo on official Monash
stationery in the approved stationery layout. In all other instances it may be
used only with the approval of the vice-chancellor. When the use of the shield
is permitted, Monash University faculties, campuses, divisions, departments or
centres must use the shield as specified. Do not distort or modify or use it
abutting other organisations’ logos or shields.

The Monash logo must always appear in either Monash Blue or black. The
text in the panels must reproduce only in white. The logo cannot be recreated
substituting individual faculty or departmental names in place of the existing
text.

No other personal logos may be used in conjunction with the Monash logo on
sites by a department of the university without prior written permission from
University Marketing.

When incorporating buttons, paragraph dividers etc into page development,
there is a selection available within the Monash University WWW_Graphics
Library. (http://www.its.monash.edu.au/web/resources/graphics.html)

Further information on the Corporate Image

For further information and guidance regarding the usage of Monash’s Visual
Identity on electronic and non-electronic reproduction in university publicity,
please email the University Marketing office on
monashid@adm.monash.edu.au or view the Visual Identity Manual at
http:/lwww.adm.monash.edu.au/pa/pubs/idmanual
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Attachment I'V: (Accessibility)

The Federal Disability Discrimination Act of 1992, Sections 11, 22 and 24 defines
direct and indirect discrimination in relation to the World Wide Web.

Disability Discrimination Act 1992
Section 11: Unjustifiable hardship

For the purposes of this Act, in determining what constitutes unjustifiable hardship,
all relevant circumstances of the particular case is to be taken into account including:

(a) the nature of the benefit or detriment likely to accrue or be suffered by any
persons concerned; and

(b) the effect of the disability of a person concerned; and

(c) the financial circumstances and the estimated amount of expenditure required
to be made by the person claiming unjustifiable hardship; and

(d) in the case of the provision of services, or the making available of
facilities—an action plan given to the Commission under section 64.

Section 22: Division 2 Discrimination in other areas Education

1. It is unlawful for an educational authority to discriminate against a person on the
ground of the person's disability or a disability of any of the other person's
associates:

(a) by refusing or failing to accept the person's application for admission as a
student; or

(b) in the terms or conditions on which it is prepared to admit the person as a

student.

2. It is unlawful for an educational authority to discriminate against a student on the
ground of the student's disability or a disability of any of the student's associates:

(a) by denying the student access, or limiting the student's access, to any benefit
provided by the educational authority; or

(b) by expelling the student; or

(c) by subjecting the student to any other detriment.

3. This section does not render it unlawful to discriminate against a person on the
ground of the person's disability in respect of admission to an educational
institution established wholly or primarily for students who have a particular
disability where the person does not have that particular disability.

4. This section does not render it unlawful to refuse or fail to accept a person's
application for admission as a student at an educational institution where the
person, if admitted as a student by the educational authority, would require
services or facilities that are not required by students who do not have a disability
and the provision of which would impose unjustifiable hardship on the
educational authority.
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Section 24: Goods, services and facilities

1.

It is unlawful for a person who, whether for payment or not, provides goods or
services, or makes facilities available, to discriminate against another person
on the ground of the other person's disability or a disability of any of that other
person's associates:

(a) by refusing to provide the other person with those goods or services or to
make those facilities available to the other person; or

(b) in the terms or conditions on which the first-mentioned person provides
the other person with those goods or services or makes those facilities
available to the other person; or

(c) in the manner in which the first-mentioned person provides the other
person with those goods or services or makes those facilities available to
the other person.

This section does not render it unlawful to discriminate against a person on the
ground of the person's disability if the provision of the goods or services, or
making facilities available, would impose unjustifiable hardship on the person
who provides the goods or services or makes the facilities available.

What are the implications if you do not meet the accessibility requirements?

Legal requirements

Under the Disability Discrimination Act, it is a requirement that any web
pages published on Monash's servers be accessible to the disabled. A
discussion of this is available on the Human Rights and Equal Opportunity
Commission's web site. http://www.hreoc.gov.au/

The recent court hearing of the Olympic Web Case exemplifies an example of
possible ramifications: Maguire V SOCOG

[ HREOC Commissioner Carter QC awarded $20,000 damages in the SOCOG
website accessibility case ]

In August 2000 the Sydney Organising Committee for the Olympic Games
was found to have engaged in unlawful conduct by providing a web site which
was to a significant extent inaccessible to the blind. The Australian Human
Rights and Equal Opportunity Commission ordered the web site be made
accessible by the start of the Sydney Olympics.
http://www.hreoc.gov.au/disability_rights/Maguire_v_SOCOG2.htm

Webmasters and web server administrators are expected to monitor
compliance of all pages within their domain, and may remove or disallow
web pages, which do not comply.
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All Monash web pages must comply with our legal requirement to provide
accessible web pages. Note that Monash's Disability Action Plan
(http://www.adm.monash.edu.au/ssd/seab/dlo/policy/dap.html) also requires
all information systems to be accessible to disabled students.

Refer to the Monash University Accessibility Policy
http://www.its.monash.edu.au/web/policy/accessibility.html

Why is "Web accessibility" important?

From a marketing point of view we are potentially eliminating 20% - 30% of our
market. In addition accessibility issues relate to all people, this needs to be kept in
mind in all Web page design.

For those unfamiliar with accessibility issues pertaining to Web page design,
consider that many users may be operating in contexts very different from your
own:

* They may not be able to see, hear, move, or may not be able to process
some types of information easily or at all.

* They may have difficulty reading or comprehending text. (ie dyslexia,
A.D.D.)

* They may not have or be able to use a keyboard or mouse.

* They may have a text-only screen, a small screen, or a slow Internet
connection.

* They may not speak or understand fluently the language in which the
document is written.

* They may be in a situation where their eyes, ears, or hands are busy or
interfered with (e.g., driving to work, working in a loud environment, etc.).

* They may have an early version of a browser, a different browser entirely,
a voice browser, or a different operating system.

What actions are useful in promoting Web accessibility?
The Faculty Web Team recommends the use of the Page Authoring Guidelines

(http://www.w3.org/TR/WCAG10/) published by the W3C's Web Accessibility
Initiative (WAI) (http://www.w3.org/WAI/) working group.
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The WAI Page Authoring Guidelines provide a discussion of various issues
related to accessible web page design and describe techniques for ensuring that
web pages are accessible.

Guideline 1. Provide equivalent alternatives to auditory and visual content.
Guideline 2. Don't rely on color alone.

Guideline 3. Use markup and style sheets and do so properly.

Guideline 4. Clarify natural language usage

Guideline 5. Create tables that transform gracefully.

Guideline 6. Ensure that pages featuring new technologies transform gracefully.
Guideline 7. Ensure user control of time-sensitive content changes.
Guideline 8. Ensure direct accessibility of embedded user interfaces.
Guideline 9. Design for device-independence.

Guideline 10. Use interim solutions.

Guideline 11. Use W3C technologies and guidelines.

Guideline 12. Provide context and orientation information.

Guideline 13. Provide clear navigation mechanisms.

Guideline 14. Ensure that documents are clear and simple.

These 14 Guidelines can be located at "Techniques for Web Content Accessibility
Guidelines 1.0" ( http://www.w3.0org/TR/WCAG10-TECHS/ ) , the current
document, which is the gateway to the other documents.

What are the Priorities?

Each checkpoint has a priority level assigned by the Working Group based on the
checkpoint's impact on accessibility.

[Priority[]
A Web content developer must satisfy this checkpoint. Otherwise, one or
more groups will find it impossible to access information in the document.
Satisfying this checkpoint is a basic requirement for some groups to be able to
use Web documents.

[Priority2]
A Web content developer should satisfy this checkpoint. Otherwise, one or
more groups will find it difficult to access information in the document.
Satisfying this checkpoint will remove significant barriers to accessing Web
documents.

[Priorityd]
A Web content developer may address this checkpoint. Otherwise, one or
more groups will find it somewhat difficult to access information in the
document. Satisfying this checkpoint will improve access to Web documents.

Some checkpoints specify a priority level that may change under certain
(indicated) conditions.

The web site must at least meet Priority 1 level of accessibility. One such
program that checks accessibility is Bobby (http://www.cast.org/bobby)
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What are the conformance levels?
A conformance claim must indicate what conformance level is met:

* Conformance Level "A": all Priority 1 checkpoints are satisfied

* Conformance Level "Double-A": all Priority 1 and 2 checkpoints are
satisfied

* Conformance Level "Triple-A": all Priority 1, 2, and 3 checkpoints
are satisfied

Note: Conformance levels are spelled out in text (e.g., "Double-A" rather than
"AA") so they may be understood when rendered as speech.

Quick Tips To Make Accessible Web Sites
For Complete Guidelines & Checklist: http:/www.w3.org/WAI

* Images & animations. Use the alt attribute to describe the function of each
visual.

* Image maps. Use client-side MAP and text for hotspots.

*  Multimedia. Provide captioning and transcripts of audio, and descriptions of
video.

* Hypertext links. Use text that makes sense when read out of context. For
example, avoid "click here."

* Page organization. Use headings, lists, and consistent structure. Use CSS for
layout and style where possible.

* Graphs & charts. Summarize or use the longdesc attribute.

* Scripts, applets, & plug-ins. Provide alternative content in case active
features are inaccessible or unsupported.

*  Frames. Use NOFRAMES and meaningful titles.

* Tables. Make line-by-line reading sensible. Summarize.

*  Check your work. Validate. Use tools, checklist, and guidelines at
http://www.w3.0rg/TR/WCAG

Web Policies and Procedures -18 -
Web_Policy&Procedures_2.0.doc
Version 1.1 9/26/02



MONAS

Web Policies, Guidelines and Procedures U N IV T Y

Attachment V: (File Names)
Whilst the Monash web server allows for file names of up to 256 characters this is not
generally recommended. Long file names tend to make the URL lengthy and

unworkable.

It is best practice that file names should be logical and reflect the nature of the content
of the website.

* Please note that no file names should ever have spaces separating words. *
What not to do
file name.html
and for images
banner bar.gif
This file will become something like - file%20name.html or banner%20bar.gif
This makes links confusing and possibly inaccurate.
What to do
File_name.html or filename.html
and for images

banner_bar.gif or bannerbar.gif
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Attachment VI: (Quality of Information)
DOCUMENTS (HTML PL PHP ASP CFM CSS)
Frames are not recommended within the Faculty of Medicine web site.
* Frames break the back 'button' on a web browser
* Frames reduce accessibility
* Frames interfere with search engine indexing
* Frames make navigation difficult
* Frames are not accepted within the Monash web policy.
(http://www.its.monash.edu.au/web/policy/frames.html)

Use of Header and Footer

The Monash logo, global navigation bar and footer navigation bar are mandatory
components of the templates.

The second level navigational elements are determined by the Faculty Web Team to
provide a uniform and consistent look and feel across the entire Faculty.

Casscading Style Sheets

Cascading stylesheets http://www.w3.org/Style/CSS/ (to CSS level 1) should be used

Colors

The University's Style Sheets provide standards for all colors across the web site as
well as meeting the accessibility initiatives. These standards cover:

* Fonts

*  Web page Backgrounds

* Table Backgrounds
Fonts Usage

The University's Style Sheets provide the standards for all fonts across the web site as
well as meeting the accessibility initiatives. These standards cover:

Images
It is ill advised to refit an image to fit on a HTML page. In any image editor an
image can be resized to the appropriate HEIGHT and WIDTH. Image Size must

contain their exact height and width. (a performance issue)

All images MUST include a descriptive alternate source tag example: (ALT="Faculty
of Medicine Image Strip")
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Attachment VII: (Faculty Web Committee) As of June 2002

Craig Wetjen (Faculty Manager of Web Development) Chair

Michael Foy (Faculty Manager of IT & Multimedia)

Chris Browne (Faculty Teaching/Learning Committee)

Mibel Aguilar (Faculty Research Committee)

Arthur Wall (Manager of Photographic, Graphic & Multimedia Services)
Bernard Hornblower (School of Nursing)

Mal Boyle (School of Primary Health Care)

Colin Fee (Central & Eastern Clinical School)

George Kotsanas (School of Biomedical Sciences)

Steve Kirkbright (School of Rural Health)

No Representative (Southern Health)

Alex Czerwinski (School of Psychology, Psychiatry & Psychological Medicine)
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Attachment VIII: (Faculty Web Responsibilities Chart)
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