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CHICA-CANADA




BUILDING YOUR CHAPTER WEBSITE…

A guide for CHICA-Canada chapters

To All CHICA-Canada Chapters:
Many CHICA-Canada chapters have expressed the desire to have a chapter website, with information specific to their chapter. Cost, time and lack of computer skills are factors that influence whether this is practical.
CHICA-Canada would like to offer chapters the opportunity to post a simple chapter website, using the CHICA-Canada server to host the website. We are therefore providing you with a guide and suggestions for starting your website.
We hope you will find this a useful exercise, and look forward to seeing some exciting chapter websites develop over the course of the next year. For more information and liaison when you are ready to proceed with this endeavour, please contact:
Shirley McDonald

CHICA-Canada Webmaster

[chicawebmaster@mts.net]
I will be more than happy to help any chapter with their website and look forward to hearing from you!

Shirley McDonald
12 May 2004
(revised July 2007)

SO YOU WANT TO START A WEBSITE…
[image: image2.wmf]BUT DON’T KNOW WHERE TO BEGIN…

Your first step might be to have a meeting with a few interested chapter members and answer some key questions to assess the need for a website and the information it will provide:
1. Who is your target audience?
· Determine who you wish to reach with your website (e.g. chapter members, members of other CHICA chapters, prospective members, other ICPs, community members, the world at large)
2. Purpose of the website:
· Once you determine your target audience, decide what you want the website to do for them

· Some suggestions are:

a) to facilitate rapid access to information, educational activities and chapter news

b) to raise awareness of the chapter among potential members and other chapters

c) to enhance communication among members
3. Considering your target audience and your defined purpose, what information do you wish to present?
· Introduction to the chapter, background, benefits of joining

· Geographical area covered by chapter

· Chapter terms of reference, mission statement

· Meeting dates, location, educational component

· Chapter executive/contact email addresses

· Future educational events in the region of interest to ICPs

· Educational seminars/workshops/conferences hosted by the chapter

· Links to local hospitals, health units, long term care facilities, infection control sites, etc.

· Chapter forms for downloading

· Chapter newsletters and other communication tools

4. Controversial items for discussion by the chapter:
· Will you post meeting agendas

· Will you post meeting minutes (remember, the “world” will be seeing these)

· Job postings 

· Will you post membership lists (could be controversial and lead to unwanted contacts as well as spam)

· Will you post contact information for members (e.g. phone numbers, addresses, email addresses); keep in mind that those who send “spam” and viruses can play havoc with email addresses posted on websites, this is where they get a lot of their contacts

· Who is the liaison person with the CHICA webmaster for updates and posting items

· Who will look after keeping the site updated? (e.g. testing the links periodically to be sure they have not changed; updating meeting dates)
5. Other Items to consider:

· Website colours – do you have chapter colours you would like to incorporate into your site?
· Images – chapter logo, other images
· Guestbook – there are many free guestbooks that can be added to the site
· Counter – a counter will let you see how many people are accessing the site
· Layout – casual or formal? Point form or sentences? 
If you have answered all of these items you are well on your way to designing a website! It is now time to complete the application for a website (see below) and send it to the CHICA-Canada webmaster. You will be contacted for followup soon after.

That’s it! You have just completed the most difficult part of this exercise.  We will now work with you to complete the job of designing your website, through your contact person. 
Congratulations!

APPLICATION FOR CHAPTER WEBSITE

This application should be completed by any chapter that wishes to design a chapter website with the aid of the CHICA-Canada webmaster. When you are ready to begin working on your website (ie. after completing the assessment above), simply fill out the application form (online or print a paper copy) and return it to:
Shirley McDonald

Email: chicawebmaster@mts.net
Post: 4759 Taylor-Kidd Blvd., RR#3 Bath, Ontario K0H 1G0
Date: ______________________
Chapter: ___________________________

Contact Person:

Name:


Phone:


Email:


Please Answer the Following:
1. What are the colours for your website? Chapter websites are based on a template that complements the main CHICA website, however if a chapter has colours they may be incorporated into their webpages
Colours to Incorporate into Site: _________________

( No preferences, webmaster to choose colours

2. Do you have a logo for your chapter to add to the website?
( Yes (please attach the logo as an image or send a clear picture with your application)

( No
3. Do you want a counter on your website? A counter will track the number of “hits” to the site and will give you an idea of how popular your site is and what type of people are accessing it.
( Yes, add a counter

( No, do not add a counter
4. Do you want a guestbook on your website? A guestbook allows users to leave messages to you or comments about your website.
( Yes, add a guestbook

( No, do not add a guestbook
5. Do you want a contact person listed on the website with an email address/phone number? If yes, please provide details. Add an extra page if necessary.
( Yes, the following contacts will be listed on the website:

( chapter webmaster

Name:

Email:

( all chapter executive members

( other

Name:

Email:

( No, do not list any contacts on the website
6. List the links you would like to have from your website (e.g. local hospitals, nursing homes, health units, government sites, association sites, etc.). If you know the URL for the link, please add it.
7. Which of the following will be included on your website:

( Chapter terms of reference 
( Chapter meetings

( Chapter representatives to CHICA subcommittees and interest groups

( Chapter or local educational events

( Chapter executive

( Chapter forms

( Meeting agendas

( Meeting minutes

( Links to other sites of interest to the chapter

( Chapter policies/manual

( Chapter history

( Pictures

( Other things? _______________________________________________
8. Is there anything else you would like to add to your site?





















