[image: image1.png]


[image: image2.png]



Lochac Web Ministers Handbook

[image: image3.png]



Kingdom of Lochac

Updated: September 2008

1.0
  


































Requirements for Web Ministers
The office of the Kingdom Web Minister shall serve as a Lesser Officer of the Kingdom and shall be responsible for the maintenance and updating of the Kingdom Website.

Requirements include, but are not limited to:

· Capabilities in Website page creation, HTML, graphics manipulation, FTP and associated site management.
· Access to the Pegasus, the Kingdom newsletter.
· Reliable email/internet access.
· Timely responses to inquiries and communications.
· Advising and assisting Group and Guild Web Ministers.
· Quarterly financial reporting to the Kingdom Exchequer or their appointed deputy.
· Annual submissions to the Society Chronicler for the Master William Blackfox Awards.

The Kingdom Web Minister is required to be conversant with the governing documents that pertain to the office.


1.0 Duties and responsibilities 

1.1. Responsibility for oversight

The Kingdom Webminister shall: act as the recognising authority for the Kingdom's internet sites; be responsible for overseeing the kingdom-level internet site; maintain a roster of recognised group sites for the kingdom; monitor those sites for compliance with applicable SCA and Kingdom policies; and report on such to the Kingdom Seneschal and Society Web Minister.

As such, the maintainer of any Kingdom website MUST report to the Society Web Minister. The office also reports to the Kingdom Seneschal. It is vital that the maintainers of Kingdom websites remain in the reporting loop as modern electronic publication policies and laws evolve; it is also desirable that they also be able to escalate issues through the Office of the Society Webminister.
1.2. Duties
The Kingdom Web Minister is responsible for maintaining the Kingdom web site, determining web policy for the Kingdom, warranting and working with local Web Ministers to advise if pages are accurate and appropriate for the SCA. The Kingdom Web Minister reports to the Kingdom Seneschal and the Society Web Minister. 

The Kingdom Web Minister is responsible for all Web Ministers of the Kingdom, monitoring their web sites for compliance with these policies and other applicable governing documents. These duties may be delegated to a deputy, but ultimate authority remains with the Kingdom Web Minister.

1.3. Responsibilities

1.3.1. Update and Maintenance

The Kingdom Web Minister is responsible for updates and maintenance to the Lochac folders website, as required and letting key mailing lists (e.g. lochac-announce@sca.org.au) know about significant additions or changes, and updating of the Web Ministers handbook.

These pages include, but are not limited to:

1.3.1.1. Lochac Kingdom site
· Regnum: corresponding with the Pegasus Regnum Editor maintaining officer changes and updating Regnum as required

· Calendar: when the latest (downloadable) version of Pegasus is published. This includes the Royal itinerary at the bottom of the Calendar when changes to that are needed. 

· Guilds Guide

· Links

· Newcomers

· Arts and Sciences Archive

· Mailing Lists Guide

· Kingdom Mappe

1.3.1.2. Royal Web pages

The Kingdom Web Minister is responsible for corresponding with Royals, creating, updating and maintaining the Royal website, http://www.sca.org.au/royal and under.
These pages include, but are not limited to:

· Royal and court pages

· Crown Heirs page

· Keeper of the Regalia site

1.3.1.3.  Office of the Kingdom Chronicler website 

The Kingdom Web Minister is responsible for creating, updating and maintaining the Office of the Kingdom Chronicler website, http://www.sca.org.au/lochac/info/chronicler and under.
These pages include, but are not limited to:

· Index page
· Pegasus page
· Webwright page
1.3.1.4. Web Minister Email account

The Kingdom Web Minister is responsible for using the webwright@sca.org.au email address to ensure timely responses to inquiries and communications, The webwright@sca.org.au email account can auto-forward to your current email address so you are able to login anywhere to read webwright mail. Please note: You WILL get spam via this account.

1.3.1.5. Lochac Web Ministers mailing list

The Kingdom Web Minister is responsible for subscribing to, and moderation of, the Lochac Web Ministers mailing list (http://www.sca.org.au/mailman/listinfo/Web Ministers) to actively engage with, and ensure timely responses to inquiries and communications. Please note: You may get spam on the Web Ministers list.

Please note: The Group listing page is maintained in a database by the Kingdom Seneschal. Requests to change information must be passed onto the Seneschal. However, the header (Australia/NZ section) and footer can be maintained by the Web Minister.
2.0 Group Web Ministers

The Group Web Minister is the warranted Web Minister for a local group, and is responsible for the Group’s web site. 


2.1. Appointment of Group Web Ministers

The following items must be received by the Kingdom Web Minister before the person's name is added to the roster: 

· A letter from the group's seneschal confirming that the applicant is acceptable to the group. This may be either hard copy or electronic. 

· A letter from the applicant expressing their desire to be warranted. This may be either hard copy or electronic. 

3.0 Kingdom of Lochac Web Site

3.1. SCA (Australia) Homepage

3.2. The address for the site is http://www.sca.org.au
3.3. Lochac

3.4. The address for this site is http://www.sca.org.au/lochac
3.5. Kingdom Officer Pages 

All Kingdom Officers are encouraged to create a web presence (See Appendix I). Officers’ pages should adhere to Society and Kingdom web policy. Officers will designate which page is their official page. 

3.6. Local Group and Guilds pages 

All groups and guilds as an additional resource to the members of the group that have Internet access and for the purposes of public awareness (See Appendix I).



3.6.1. The Web Minister as Editor

It is important to remember the site represents the SCA as a whole. When designing a page, keep the ideals and tenets of the SCA in mind: courtesy, honour and chivalry. 
A good page supports the individuals who are viewing it. These people may be local members, SCA members from around the world, or non-members looking for more information about the Society. 

3.6.2. Group web sites are encouraged to meet the following criteria:

· Minimally, a list of officers necessary for their branch level per Corpora. A complete officer list is encouraged. 

· Have dates, locations and detailed information of events and meetings. 

· Have information for the obtaining the group newsletter. 

· Have information for joining the group discussion list. 

· Have information for newcomers. 

· Be accessible as possible to all persons as stated in the Electronic Publication Manual  (http://www.sca.org/officers/epm/EPMPolicies.pdf).
3.6.3. Group web sites must not contain:

· Advertising, unless it is part of the agreement with the hosting company (i.e. banner ads on free hosting sites). 

· Links or references to obscene, lewd, or illegal material including pirated software. 

· Links or references to slanderous or libellous material. 

· Links or references to information that is disparaging to the SCA or is in conflict with official activities that promotes the SCA. 

· Copyrighted material without express permission. 

3.6.4. External Links

Links off of recognised web pages should be for sites that pertain in some manner to the Society and its educational or research goals. 

3.6.5. Content

Content of the site should:

· Be grammatically correct and readable, avoiding poor wording, incorrect spelling, and vague, inaccurate, or hard to understand sentences. 
· Clear, concise, and to the point. 
· Colour scheme: The colours used on a web site should be easy to read and print out. 

· It is the responsibility of each Web Minister to ensure that they have permission to publish the items on their web site.

3.6.6. Tone

The content of a web site is primarily of an informational nature and should represent facts only. Sections that represent a group or activity should be in a positive light, avoiding deception, derogatory comments, and distasteful content. 

3.6.7. 

3.6.8. Inappropriate Material

A group’s web site must not contain any material that is forbidden or inappropriate in newsletters or web sites, as detailed in the Corporate Publications policy. 
3.7. Historical pages

There are pages listed within the folder directories that are kept as-is for historical reasons.

Appendix I
Hosting on sca.org.au and sca.org.nz server
Kingdom Officers

All Kingdom Officers are entitled to a web site.
To obtain a web site, all contact should go directly to Master Del (for sites hosted on the sca.org.au server (See Appendix II)) or Don William de Cameron (for sites hosted on the sca.org.nz server). Any information they request must be forwarded in a timely manner.
Groups and Guilds

All groups and guilds in Lochac are entitled to a web site.

To obtain a web site, all contact should go directly to Master Del (for sites hosted on the sca.org.au server (See Appendix II))  or Don William de Cameron (for sites hosted on the sca.org.nz server). Any information they request must be forwarded in a timely manner. 

Mail Lists

All Web Ministers hosting sites on the sca.org.au and sca.org.nz server are required to subscribe to the Web Ministers mailing list and Site mailing lists.

Appendix II
Rules for use of the SCA Australia Server

(from http://www.sca.org.au/committee/index.php/standard/69)

General Rules and Information 

This server is owned by Babel Com Australia Pty Ltd., which makes some of the available server space and bandwidth available to the SCA in Australia for free. 

Babel Com Australia Pty Ltd., its owners and employees, reserve the sole right to interpret these rules or apply interpretations of these rules, to modify these rules, and to enforce these rules as they deem fit. 

These are all of the rules. There aren't any more. If you see something written down in any other publication that is not here, then it does not apply to this server, subject to the laws of the Commonwealth of Australia, and the State of New South Wales. 

In addition to using this server for SCA purposes, almost all of Babel Com Australia's revenue is generated from this server and the company web sites and databases hosted on it. Please do not abuse the privilege of using this server for your hobby -- I use it for my income! 

Any attempted cracking or intrusion on this server will be seen as an attack against my livelihood and I will prosecute those involved to the full extent available under the law. Be warned. 

E-mail 

All groups (baronies, shires, guilds, etc) within Lochac are entitled to one free e-mail address in the domain. 

In the past I've handed out a number of free email addresses for a group and its officers. I'm not currently doing that because it seems that most of these groups' officers forget their passwords regularly, and I have to spend a lot of time resetting them. If people start taking more care of their passwords, then I'll re-think the policy on this. 

All groups who have a mailing list on the sca.org.au site must have a nominated person to run that mailing list, who must subscribe to the site mailing list, and must have web access in order to maintain the list. See below for information. 

All officers of the Kingdom of Lochac are entitled to one free e-mail address in the domain. For example, seneschal@sca.org.au or herald@sca.org.au. Officers are also entitled to a free e-mail address for each deputy, eg: fencingdeputy@sca.org.au or bombard@sca.org.au 

Officers, groups, and others holding free addresses are responsible for making any updates or changing any redirections. This is done via the web mail program. 

The King and Queen of Lochac are entitled to a free e-mail address, which is royal@sca.org.au. This can be accessed by them via web mail. 

The Rules: 

Absolutely nobody is to post binary files to any of these mailing lists. That includes MS Word and PDF files as attachments, or any other type of attachment (images, software, etc). 

You will get thrown off the server for sending attachments. You have been warned. 

All mailing lists must be set up with the following options: 

Content Filtering: Should Mailman filter the content of list traffic according to the settings below? -- set to Yes. All other content filtering settings can be left unchanged, although you may want to turn on the option that says Should Mailman convert text/html parts to plain text? 

General Options: Maximum length in kilobytes (KB) of a message body. Use 0 for no limit. -- set this to 10 (maximum) for an announcements list, or 20 (maximum) for a regular discussion list. You can set it smaller than that if you want. 

Please do not post spam to any of these mailing lists. Use the mailing lists for what they are intended for only (that means SCA related topics only, and sub-topics depending on the list). 

Merchants should, ideally, post a web page containing their on-line catalogue, prices, images, drawings, specifications, references, other advertising material, etc, and then use these mailing lists for advertising the location of the web page. Short announcements such as "Swords 15% off this month only: see our web page" are also allowed. 

You will get thrown off the server for sending spam. You have been warned. 

The Web Server 

All groups in Lochac are entitled to a web site. This includes Shires, Baronies, Colleges, guilds, etc. 

All Kingdom Officers including the Seneschal, Chronicler, Crux Australis Herald, Marshal, etc, are entitled to a web site. 

To obtain a web site, contact Del directly; do not contact the Lochac Web Minister (who will only direct you to contact Del). You will require a confirmation e-mail from the seneschal or guildmaster of your group, stating that you are the person authorised by them to post an official web site for your group. 

If you don't know who the seneschal of your group is then have a look at http://www.sca.org.au/lochac/groups/groups.php#Alphabetical. That's the person who I'll be expecting an email from to authorise you getting a login and password to make a web site. If the person listed on that page is not your seneschal, then they need to submit a report through the seneschal's database so that they are correctly listed on that page (and in Pegasus) as the contact person for your group. 

If your group is not listed on that page, then you need to contact the Lochac Kingdom Seneschal (who is listed on that page) and have your new group added to the database. 

You will then be issued with a login name and password. You should upload your web pages via FTP to the www.sca.org.au server, placing them in your home directory. You can have ssh access as well if you ask me for it and you know what you're doing. 

If you do not know how to design a web site, then there are many people who can assist you. 

There is no limitation on web space (the server's web storage directory is currently under 40% full), however be reasonable with the use of large files for bandwidth conservation purposes. 

PHP-4, MySQL, Perl, and other useful programming utilities are installed on the server. There are no FrontPage extensions on the www.sca.org.au server, nor will there ever be. You should not use CGI programs but you can use PHP. If you want a database set up, then ask me and I'll set one up for you. 

The site mailing list 

All Web Ministers (people with FTP access) and all people running mailing lists on the sca.org.au server are required to subscribe to the site mailing list. To do this, see the site mailing list information page. 

If you run a web site on this server and you do not subscribe to the site mailing list, then your web site will be shut down. There are no warnings. 

If you run a mailing list on this server and you do not subscribe to the site mailing list, then your mailing list will be shut down. There are no warnings. 

