Redlands Girl Scouts Service Area
Web Site Application for Service Area, Troop, Girl Project & Other Sites 

Web site type: Troop: _______ Girl Project: _______
_ Other: ______
____ 

Troop #: 

 Level: 

 Leader: 

 Phone: 


Name of web site contact: ______________________________________________________ 
Address:________________________________________________________________ 
Daytime phone: _____________________ Evening phone: _______________________ 
E-mail: _______________________________________________________________________ 

Brief description of the content of your web site: ______________________________________________________________________________________________________________________________



Please provide a brief description of your maintenance plan, including: 

(1) Web site launch date









(2) Planned length of time for web site to be up






(3) Individual assigned for maintenance







(4) Back-up individual in case of an emergency






I have read and understand Redlands Girl Scouts Service Area “Troop Web Site Requirements & Guidelines.” 
_____________________________ 
_____________________ 
Signature 



Date 
Return to: Cindy Chapman, Web Site Manager
Redlands Girl Scouts Service Area
905 Ashley Way, Redlands, CA 92374
(909) 792-1650
percmomgsld@aol.com

Redlands Girl Scouts Service Area 

Web Site Requirements & Guidelines for Troop, Girl Project & Other Sites 

Process: 
· Fill out the Web Site application. A copy of the application or online form can be accessed from our web site at http://redlandscagirlscouts.org. You may also call Cindy Chapman, Web Site Manager at (909) 792-1650, or e-mail her at percmomgsldr@aol.com 
· We highly encourage you to include a link in your site back to the Redlands Service Area Website. The Redlands Service Area  web site offers numerous resources for leaders, as well as information on Council events, trainings and girl programs. Note our URL address is: http://redlandscagirlscouts.org.
· If you wish, Redlands Service Area can provide a link from the service unit site to your web site. 
· Read and follow the requirements, guidelines and suggestions outlined below. Read the 2005 Guidelines for Creating Your Own Troop or Group Web Page (see attached) from GSUSA (pdf, Feb 2005).
· Keep Redlands Service Area informed on any significant changes in the web site with regards to troop maintenance and application information.
Submission:

· You may develop your website using any software you desire, except Microsoft FrontPage. I highly recommend using Macromedia Dreamweaver, but you will find many different development tools out there including Microsoft Publisher, Adobe Go-Live, and Netscape.

· When you are ready to publish your website you will need to submit your entire website to Cindy Chapman for review and approval. You must submit your entire website, files, images, documents, etc. You can submit your website in the following formats:

· Burned on a CD (preferred)

· Email of zipped files and folders to percmomgsldr@aol.com 
· Website will be updated on the following schedule:

· Submission of website to Cindy for review and publication no later than Service Area meeting each month will have website published (if no changes required) no later than two weeks later (first Tuesday of the month, with exception when there are 5 Tuesdays in the month)

· If there are urgent updates, contacting Cindy by email is the best way to see if a special arrangement can be made. Typically 48 hours is the minimum amount of time required for an update.

· As this is new for all of us, expect that these guidelines for submission may change over time as we see what works and what doesn’t…

 Requirements: (subject to change as necessary) 
· Be sure to follow the guidelines in the Online Safety Pledge from GS USA - http://www.girlscouts.org/internet_safety_pledge.asp. 

· No private home addresses, phone numbers or e-mail addresses of any girls. 

· No e-mail links to any girls. 

· No full names of any girls. Reference to a girl’s first name and last initial only may be used. 
· Do not identify any adult by full name, address, or phone number without his or her express written permission. If possible use the signed photo release (http://www.girlscouts.org/program/gs_central/forms/) or something similar.

· No inappropriate photos. 

· Dated materials should be carefully monitored. 

· If you use photos, be conscious of the need for a photo release for all girls pictured. Do not use identification of girls (even by first name) in conjunction with any photos. 

· Use caution when creating or storing web site pages that you do not intend to publish or have available for the public eye. Note that search engines (i.e., MSN, yahoo, google, etc.) will pick up any web site pages that you have stored in your web site files, even if a given page is not linked to your main site. 

· Do not list the location or addresses of troop meeting places, program event sites or facilities (i.e. Girl Scout camps or program centers, churches, schools, community centers, etc.). Instruct viewers to call the event organizer for further details and location information. Provide an approved phone number to call.

· Do not list private home meeting locations, nor site a private home meeting by the name of the homeowner (i.e., Jane Smith's house). 

· The only time it is acceptable to indicate the location of an event is if it meets either of the following criteria: 

1. The event is open to the general public (i.e., Halloween face painting at a citywide Halloween celebration, mass registration event, trip to see a community play at a local theater). 
OR 
2. The event is defined by the venue AND the venue is generally open to the public (i.e., overnight at the Tech Museum, crafts at the San Jose Museum of Art). 

Please Note: Do not EVER list the location for an event such as a Camporee at a local park or overnight at a community center, etc. Even though the venue is generally open to the public, it is not open to the public at the time in which the event is held (#1), nor does the venue define the event (second requirement for #2). In general, use discretion – remember the safety of our volunteers and girls is always paramount! 
Guidelines and Suggestions: 
· Encourage girls to be active participants in the planning, creation and development of your web page. 

· If your site is interactive, it should be monitored by an adult and checked periodically for responses and to ensure that there are no inappropriate messages. 

· Be sure to include on your home page the date in which the page has last been updated, as well as an e-mail address for the web site contact. 

· Include a link to the Redlands Service Unit website at http://redlandscagirlscouts.org. 

· You may also want to include a link to the “Scouting Links Web Page.” The URL address is http://www.scoutinglinks.com. The site offers a wide range of information on Girl Scouting in general, including directories to Councils and troops across the country. You can also e-mail that site to have your Girl Scout Web Page included in their listing. 

· Girl Scouts of the U.S.A. symbols cannot be used without authorization from Girl Scouts of the USA. Permission may be granted to Girl Scout groups wishing to use the Girl Scout logo on their Web page only after a written request has been submitted. There are rules for use of the GSUSA logo. For example, the logo must appear on a solid colored background, it may not be put into another graphic or used as background “wallpaper” or watermark, or be made into buttons.
· There is a gallery of Girl Scout graphics available for use on the national Girl Scout website, http://www.girlscouts.org/program/gs_central/graphics/. 

· Remember, privacy should be a major concern! Unless it is a private site, anyone and everyone has access to the information you include in your web page. Given an individual’s full name and general location, Internet search engines allow anyone to easily obtain home address and phone numbers for that individual. So, use all names with discretion! When using an adult volunteer’s full name in your web site, it is recommended that you get written permission to do so (either on paper or via e-mail). 

· Most importantly – have fun! Creating a web site can be a great way to express yourself and your group artistically and creatively. At the same time, it is a great tool to get information immediately out to your girls, volunteers, parents, and others who may be interested in joining your Girl Scout troop, service unit, or other group! 

· Page Format - It is recommended that a design format be established for Web pages and that the logo be positioned and repeated uniformly on each page to maximize its impact and create a "running head" that will tie together all the pages of the site. If you have questions on how to do this, contact the council's graphic designer. 

· General Web Design Procedures - Your Web site should be attractive, informative, and kept current. The following tips will help you create a successful site. 

· Keep diverting or unnecessary graphics to a minimum. The appearance of your Web pages should serve to enhance the delivery of information, not detract from it. 

· Plain, light-colored backgrounds work best and make your information easier to read. Avoid patterned backgrounds. 

· Large files (pictures and graphics) take longer to load; the wait time often distracts from the flow of your message. The optimum page size should not exceed 30K. 

· Navigating your site should be kept easy and consistent for users. 

· Too many links can be confusing—and potentially harmful (see legal guidelines). Check links you do maintain on a regular basis to make sure they work. 

Legal Guidelines for Web Sites

· All of the symbols owned by GSUSA are protected by trademarks and must be identified as such. The following copyright line should appear at the bottom of main menu pages, home pages, and utility pages: Copyright 2005 Girl Scouts of the USA. All rights reserved. 

· Check to see whether drawings, photographs, or other graphics are copyrighted; you must obtain permission from the copyright owners before incorporating these images in your Web site. There are many copyright-free graphics available for free on the Web and on disk for purchase. 

· As with photos used for printed material, you must have a signed permission slip (http://www.girlscouts.org/program/gs_central/forms/ - Photo, Press, Audio, and Electronic Media Release for Minors) for those who appear in images on your site. 

· Links to other sites should be checked and monitored very carefully for material and/or advertising that may be unsafe or inappropriate for the visitors of your site. 

· Your site should not request names, addresses, e-mail addresses, or other information from people visiting it, nor should it automatically post messages that have not been carefully screened by a responsible adult. 

Please remember the following when designing your site: 

· The council's correct name is Girl Scouts of San Gorgonio Council and their website is www.gssgc.org.

· The correct name of the national organization is Girl Scouts of the USA (GSUSA), not Girl Scouts of America or GSA.

· Always use Brownie Girl Scouts, Junior Girl Scouts, etc., not Brownies, Juniors, etc.

· Use Girl Scouting and Girl Scouts, not Scouting and Scouts.
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