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Hampshire Fire and Rescue Service Corporate Web Standards

These pages are for anyone planning, writing or maintaining Hantsfire and hfrs.net pages, whether from a managerial or technical viewpoint. They explain both the minimum standards that must be followed as well as good practice that can enhance your web pages.
All Hampshire Fire and Rescue Service departments, business units and collaborative projects where Hampshire Fire and Rescue is the major funder must follow these standards.

Guiding principles

There are three guiding principles of equal importance behind the corporate web standards - corporate image, usability and accessibility, which must be considered when producing any information that will appear on the web.

Hantsfire is the public face of Hampshire Fire and Rescue Service on the web. We must ensure that we provide a professional, reliable and high quality service to the public. The corporate web standards and the corporate image, usability and accessibility principles, have been put in place to make certain that we are achieving our goals as defined in the corporate strategy.

Corporate image

The corporate image provides a consistent and professional image that assists the user in navigating the site and provides credibility to the origin and reliability of the published information.

Usability

Usability is absolutely critical to a web site's success. A usable website supports its visitors in achieving their objectives easily, inspiring confidence so that visitors will be keen to return to the site and which delivers the goals of Hampshire Fire and Rescue Service.

Good usability can de defined as a product that is:

· Intuitive to use 

· Efficient to use 

· Easy to remember 

· Enjoyable to use 

· Consistent in its behaviour

On a web site, this means designing an intuitive user interface and populating the site with content that is easy to find and simple to navigate. There is no single formula to ensure usability, but consistency is an important factor.

To produce a successful site, feedback from 'real users' should be incorporated at every stage of your design process - planning, testing, revisions and updates.

Accessibility

Hampshire Fire and Rescue Service is a public service provider so we have to provide accessible information.

The Disability Discrimination Act has brought about new rights for disabled people. Employers and Service Providers must not discriminate against a person for a reason connected with their disability. They must also make reasonable adjustments to the way they offer their services.

Accessibility, however, is not just about ensuring disabled people can access information. It is about making sure that the wide variety of potential users and devices can all gain access to information, thereby maximising the audience and letting users experience the pages in the way they choose. 

An accessible site is one that accommodates the full range of users. Designing for accessibility therefore means accepting that, for online information, there is:

· no standard information user, and

· no standard device for browsing information

An accessible site does not exclude anybody due to:

· their abilities, or

· the method they choose to access the web 

Accessible sites prioritise clear content, structure and ease of navigation over frilly aspects of design. They need not be visually unattractive, however, nor are they prevented from utilising the latest web technologies provided that all information is still accessible to users. 

The e-Government Unit's government web site guidelines will insist that all government web sites, central or local, must comply with the W3C's guidelines on accessibility. 

If you want to know more about the subjects of accessibility and usability there are a number of sites available to you, or contact the Hantsfire Web Team.

Further reading on how to produce useable and accessible web sites

· AbilityNet
· e-Government Unit
· World Wide Web Consortium - web accessibility initiative.

· Neilsen Norman Group - strategies to enhance the user experience.

· Royal Institute for the Blind (RNIB) - hints for designing accessible web sites.

Website (Hantsfire) Development Policy

The Website Development Policy sets out our aim and objectives to provide an information source in a clear accessible and navigable format.

Technical

Web Publishing System

The web publishing system (WPS), is a content management system adopted by Hampshire Fire and Rescue Service in 2005.

WPS helps us to comply with the Standards by:

· forcing consistency of style and presentation

· creating a rounded, consistent approach to content that will help all users get the information they want

· managing styles, delivered by Cascading Style Sheets (CSS), and templates centrally

· providing a platform to build a service/transaction driven website.

Access keys

· Government recommended access keys will be used for the main Hantsfire navigation.

· All pages will include the standard access keys implemented through the corporate header.

· Any access keys implemented in collections must not impact on the corporate access keys.

The government recommended access keys must be included in every page to assist with navigation. These will be implemented through the corporate header and footer Server Side Includes (SSIs). 

When a visitor comes to the site they bring their collective experience gained from all other sites. It is therefore important that UK Government websites adopt a constant access keys standard. Variations from this will make it more difficult for users as they have to learn new navigational skills each time.

Influences on this standard

UK Government guidelines

UK Government Guidelines, 2.4.4 Access Keys
"UK Government websites must...adopt a constant access keys standard."

W3C Web Accessibility Initiative

W3C checkpoint 9
"(9.5) Provide keyboard shortcuts to important links... For example, in HTML, specify shortcuts via the "accesskey" attribute.

Navigational conventions

· Corporately approved navigational conventions must be used (A-Z and breadcrumb trails)
· Navigation methods and terminology must be consistent 

· Each page must display the corporate navigation bar

Navigation relates to how users find their way around a web site. Navigational text and icons must be consistent both throughout your collection and with the whole of the website and is set by Server Side Includes and Cascading Style Sheets.
Being consistent will allow visitors to learn our navigational conventions quickly, which will make it easier for them to find their way around.

Influences on this standard

UK Government Guidelines

UK Government guidelines, 6.6 Navigation
"..it is imperative that all UK public sector websites offer text navigation, containing each of the important links, at the very top of each page."

"It is essential that once the order of the text navigation is decided on, it is adhered to throughout each page on the website. This allows users to quickly become accustomed to your website structure."

Web Accessibility Inititative

W3C full checklist
"Use navigation mechanisms in a consistent manner"

Web Address (Domain name and URL)

· Web page names must be meaningful to the visitor 

· Web page names must: 

· be short

· be in all lower case 

· contain no punctuation 

· contain no spaces 

· not use underscores

· Where Hampshire Fire and Rescue Service is the majority funder, sites must be part of the hantsfire.gov.uk domain
All Hampshire Fire and Rescue Service departments, business units and collaborative projects where Hampshire Fire and Rescue Service is the majority funder must be part of the hantsfire.gov.uk domain and will be allocated a URL e.g. www.hantsfire.gov.uk/businesseducation
For new collections of pages, please contact the Hantsfire Web Team to discuss the appropriate URL.

Naming web pages

· URLs (web addresses) must remain stable so they remain reliable to link to, feature well in search engines and are memorable to the user. Changing the names of established web pages is discouraged.

· When naming web pages you must use lower case with no punctuation or spaces (hyphens are acceptable but try to avoid over use).
· Underscores should not be used as this can cause confusion when links are underlined (on web pages, in emails and other electronic documents).

Note: The Web Publishing System will not accept spaces in page names; spaces will default to underscores.

· The name must be meaningful, so use real names rather than abbreviations or code. It should also be unambiguous when spoken and easy to type. This will make your web page address (URL) more memorable and easier to direct people to.

· Following these guidelines ensures that the URL (web address) format is consistent.

Influences on this standard

UK Government Guidelines

UK Government guidelines 1.9.5.1 Managing your namespace
"...to the broad majority of users acronyms are meaningless. Web managers should encourage a ‘user focused’ approach... The naming of directories should therefore be carefully considered... They should also be unambiguous when spoken and easy to type."

"Create a style of presentation that is consistent across pages" 

Page titles

· The title that you give your page will appear in the title bar of the browser when your webpage is viewed and should confirm to the person viewing the page, precisely where they are on the site.

· It should be a meaningful description of your page, giving a page a one word title of 'Statistics' is not enough, something like Number of Fires Attended during 2010 would be more suitable.

· The title must make sense when taken out of context.

· Avoid using abbreviations in page titles.

· Make your title as informative as possible - search engines use it when they carry out searches. 

· There's no need to include the words 'Hampshire Fire and Rescue Service' as this is already set in the template.

· Your page title should have upper and lower case (eg Information Services - Helpdesk)

Every page must have a unique title that is meaningful to the visitor The HTML page title is different to the heading displayed within the web page. Every page must have a unique html page title that is meaningful when taken out of context. HTML page titles are displayed in the browser title bar and are also used in various methods of navigation, such as bookmark lists, history lists, search engine results, back and forward lists. The HTML page title must therefore be meaningful even when viewed in isolation.

The HTML page title also influences how search engines list your pages and what a user will see when a match is made to their search. Meaningless or blank html page titles may result in users not finding your pages.

The HTML page title is the first thing read out to visitors using screen readers. If every page within a collection has the same HTML page title then it is very difficult for the visitor to know which page they are on and which ones they have or have not visited.

Influences on this standard

W3C Web Accessibility Inititative

W3C guideline 13
"Give each page a unique title to aid users in orienting themselves within the site."

Jakob Neilsen, web usability expert

Jakob Nielsen's alertbox
"As part of the HTML standard, every web page should have a <TITLE> defined in its header. Page titles are important for navigation support since they are normally the default way to refer to pages in various navigation support mechanisms..."

Document downloads

· All information must be provided in plain HTML pages. 

· Alternative formats can be provided in addition to HTML pages, not instead of them. 

· The file format and size must be included in the link text. 

· A link must be given the subtype ‘document link’ to provide the appropriate download assistance if a plug-in is required.

Document downloads of information can be provided when they are supplementing information provided in an HTML format, ie Service forms, procedural documents etc that are difficult to translate to html or cannot have formatting preserved via CSS.
Downloaded information must not be the only source that visitors to Hantsfire and hfrs.net pages can view. This will ensure the maximum amount of visitors have access to the information provided.

Where documents are to be made available to download they should be provided in:

· Portable Document Format (PDF), (the preferred format for offering a printable version of information) 

· MS-Word or Rich Text Format, (for word processing documents) 

· MS-Excel (for spreadsheets) 

· MS-PowerPoint, (for presentations) 

Using these formats ensures that the maximum amount of people have access to the information provided. The file format and file size must be specified in the link text.

Large files in any of the above formats can be provided as a zip file to improve download times.

All files must be Anti-Virus scanned before being uploaded to Hantsfire or hfrs.net pages. If the file is stored on the I: or F: drive in Hantsfirenet prior to being uploaded it will have been scanned.
Notes

· Summary page

A suitable summary page with details of the content must be made available for downloading documents.
· Versioning
Downloads may not be accessible to users who do not have the same version of the software.
· External documents (documents on other websites)
To comply with copyright legislation and to assist with version control, where a document is available on a site that is not hantsfire or hfrs.net, the document must be linked to from hantsfire or hfrs.net.
Influences on this standard

Guidelines for UK Government websites

UK Government Guidelines, 2.4 Building in universal accessibility
"Use HTML as the default information format"

UK Government Guidelines, 4.5 Plug-ins
"Any information contained in a proprietary format must also be available in HTML"

Disability Discrimination Act

www.disability.gov.uk
"Part III of the DDA gives disabled people important rights of access to everyday services that others take for granted."

W3C

W3C WAI Guideline 1
"Provide a text equivalent for every non-text element"

Portable Document Format - PDF

· PDF may be used instead of HTML web pages in place of web pages when content must be preserved in a particular format that cannot be replicated via html and css.
· Large documents and publications can be made available in PDF but must have a suitable summary or abstract page with details of how to access this information by other methods.

The use of Portable Document Format (PDF) can be used where the PDF document provides an adjunct (an additional feature) for standard HTML web pages.
PDF is a file format that preserves the fonts, formatting, colours, and graphics of a source document, regardless of the application and platform used to create it. You can think of it as an electronic photocopy. Users need the Adobe Acrobat Reader to view a PDF document.

Although there are advantages with PDF (the ability to print out faithful copies of paper documents for reading off-line; graphic design tools are able to output PDF), it also has many disadvantages. Major disadvantages are:

· PDF can be difficult to read. The text is small and, although you can zoom in on it, it is then difficult to scroll from one side of the page to the other. 

· A PDF document is a standalone entity - extra work has to be done to link it to other pages on the site. It is not possible for other pages on the site to link to specific pages of the PDF document. 

· PDF pages would not have the standard header and footer, so would not have links to contact information, A-Z listing, the feedback button etc. 

· There are accessibility issues; for example many (but not all) internet browsers for people with visual or cognitive disorders would not be able to cope with PDF. 

· A PDF document takes time to download - it is not instantly accessible like ordinary web pages.

If you think you have an appropriate reason to use PDF without an HTML alternative this must be approved by the Corporate Webmaster before your pages are live.

Influences on this standard

Guidelines for UK Government websites

UK Government Guidelines, 2.4 Building in universal accessibility
"Use HTML as the default information format"

UK Government Guidelines, 4.5 Plug-ins
"Any information contained in a proprietary format must also be available in HTML"

Disability Discrimination Act

www.disability.gov.uk
"Part III of the DDA gives disabled people important rights of access to everyday services that others take for granted."

W3C

W3C WAI Guideline 1
"Provide a text equivalent for every non-text element"

Cascading Style Sheets (CSS)

· All pages using CSS must be usable when CSS is disabled or not supported 

· Style sheets must not overwrite the corporate settings for corporate navigation or body text 

Cascading style sheets (CSS) give the designer of a web page the ability to separate the styling elements from the content. They are of fundamental importance to the usability of a page. 

It is essential that pages are still usable (graceful degradation) when CSS are not supported by a browser.

CSS are the preferred method to control layout and formatting. Do not use tables as a means to control the layout or formatting of a page.

Note: Graceful degradation means that your website continues to operate even when viewed with less than optimal software in which advanced effects do not work. (Peter and Paul Koch; Fluid Thinking)

Influences on this standard

UK Government Guidelines

UK Government Guidelines, 2.4 Checklist 

· Use HTML to structure the document, not style it 

· Use Cascading Style Sheets to format and style basic elements of a website 

W3C Web Accessibility Initative

W3C guideline 5
"Tables should be used to mark up truly tabular information.... Content developers should avoid using them to lay out pages."

Frames

· Frames are not permitted

The principal issues which have governed the decision not to permit the use of frames are:

Browser Incompatibility

Some visitors have graphical and text based browsers, which find it difficult and sometimes impossible to cope with frames. Framed sites can be awkward for visually-impaired visitors to interpret which can compromise accessibility.

Speed

A framed page consists of several documents. This often impedes the speedy downloading of a web page and may well alienate the visitor.

Alienating Visitors

· Visitors attempting to print out a specific page on a framed site may find this will end in failure. 

· Bookmarking pages is difficult within framed sites, as they will only be able to bookmark the URL of the home page. 

· If a framed site has links to other sites, the linked-to pages will load within the current frame. This may confuse visitors and will mask the URL of the destination site which makes bookmarking it problematic. 

Design, Navigation and Operational Issues

· Framed sites are difficult to implement well. 

· A web page is small to begin with. Carving it up with unnecessary frames can reduce the usable area to a tiny fraction. 

· Building a site around frames makes it difficult to navigate and limits you to having a very simple site. The cursor keys do not work unless you click in the frame you want to scroll, and the browser’s BACK button may produce unexpected results. 

· If there is a problem with a framed page, it will be difficult to report since only the URL of the main page will be displayed. 

· Framed pages cause problems when the browser is called from another application. 

· There may be copyright issues involved if another site shows up within the framed site. In any case if is unfair to the other site. 

Search Engine Problems

Unexpected results can occur when a search engine indexes a framed site. Visitors who arrive on a page in a framed site from a search engine will not be entering through the site's portal and therefore will not see the frame that would normally be holding the page and associated navigational information.

Influences on this standard

UK Government Guidelines

6.4 HTML frames
"If frames are...used incorrectly, they can make a website incomprehensible and very difficult to navigate around."

"Any website constructed using frames must include a noframes alternative."

W3C

WAI, 10 Frames
"Frames as implemented today (with the Frameset, Frame and IFrame elements) are problematic for several reasons:

· Without scripting, they tend to break the 'previous page' functionality offered by browsers. 

· It is impossible to refer to the 'current state' of a frameset with a URI; once a frameset changes contents, the original URI no longer applies. 

Opening a frame in a new browser window can disorient or simply annoy users."

Plug-ins

· Avoid the use of plug-ins. 

· Information must also be provided in HTML format. 

· Where plug-ins are used to offer a feature rich experience: 

· links to the application/experience must be explicit about what plug-ins (and versions) are required 

· there must be clear links to alternative means of accessing the information or service 

· Where a plug-in is required, a link to download the plug-in must be provided.
A plug-in is an extra program which can be installed alongside a user's web browser. A plug-in application is recognised by the browser and is used to display information in a particular way. Plug-ins require the user to download and install specialist software, or to install it from a CD. To some users this is impractical, to others impossible and to others undesirable.

Core information must not be provided solely by a plug-in. All information contained in sections requiring plug-ins must also be available in HTML. For example if speech is provided using RealAudio then a transcript must be provided in standard HTML. Where plug-ins are needed, the more commonly used technologies must be used.

Plug-ins standard list

· Shockwave

· Flash (Flash animation is not permitted for 'decoration' purposes and can only be used if adding value to information) 

· Adobe Acrobat Reader (PDF) 

Some advanced functionality or 'feature rich experience' can only be offered by using plug-ins. Where this is the case, it must be obvious to the visitor that by following the link a particular plug-in (and version) is required. A clear alternative to obtaining any information or service offered through the use of a plug-in must also be made available at the same time.

Where a plug-in is required a hyperlink to download it must be provided by using the ‘document’ subtype to provide the appropriate assistance.
Influences on this standard

Guidelines for UK Government websites

UK Government Guidelines, 2.4 Building in universal accessibility
"Use HTML as the default information format"

UK Government Guidelines, 4.5 Plug-ins
"Any information contained in a proprietary format must also be available in HTML"

Disability Discrimination Act

www.disability.gov.uk
"Part III of the DDA gives disabled people important rights of access to everyday services that others take for granted."

W3C

W3C WAI Guideline 1
"Provide a text equivalent for every non-text element"

Search engines

· Do not register your web collections with search engines

To ensure that a Hantsfire page will be returned in a search within the top ten it has already been registered with search engines and directories.

Search engines crawl the rest of the site to index all the pages below the home page. Consequently your information will automatically be included in all the search engines after a short amount of time.

If you have any queries related to increasing your web pages visibility in search engines please contact the Hantsfire Web Team.

Content: Presentation and Writing Styles

Availability of Information

All information provided on Hantsfire will be made available to all users except in either of the following circumstances:

· Personally confidential information needs to be made available to a restricted user group.

· Commercially sensitive information needs to be available to a restricted user group.

In either of these cases a password protected area can be commissioned.

As a local government organisation, we must provide high quality information which complies with all information legislation and is in line with the aims and purpose of Hampshire Fire and Rescue Service's Corporate Strategy.

If you would like more information on password protecting areas of your website, please contact the HFRS Web Development Team.
Presentation

Corporate image

· Where Hampshire Fire and Rescue Service is the major funder, sites must be part of the hantsfire.gov.uk (Hantsfire) domain.

· Every page must use the standard header, the standard footer and the corporate background colour.

· Style variations must be approved by the Hantsfire Web Development Team.

Every page must use the standard header, footer and background colour and corporate styles applied through the corporate style sheet. 

Server Side Includes (SSI)

These elements must be controlled by corporately created Server Side Includes (SSI) comments. Having this consistent image assists the end user in navigating the site and lends credibility to the origin and reliability of the information published.

SSIs are instructions that ensure that every page complies with the Corporate Identity Guidelines and provide:

· consistent branding

· a consistent navigation bar at the top of the page

· the correct background colour

· contact details

Web page branding

Where Hampshire Fire and Rescue Service is the majority funder of a project the web pages must be produced in corporate style and to corporate standards. If you would like to discuss this issue then please contact the Hantsfire Web Development Team

Services, not departments

The public want to know about services rather than departments. When you are developing pages think about branding the pages as the service rather than the department and the corporate header, footer and background colour must always be used.

Any web site for which Hampshire Fire and Rescue Service is providing partial funding must still meet accessibility standards, display the Hampshire Fire and Rescue Service logo and have a link to Hantsfire.
Influences on this standard

Hampshire Fire and Rescue Service (HFRS) Corporate Identity Guidelines

“The corporate identity creates a modern and professional look, which is consistent right across the Service…”
HFRS Website (Hantsfire) Development Policy

Consistent Corporate Image and Standard


"...to provide not only a consistent look and feel, but also more timely and accurate information"

UK Government Guidelines

UK Government Guidelines, 2.4 Checklist
"Be consistent throughout the website"

Page Length

· Avoid lengthy pages
· Content should be designed to meet users goals 

· Content should be short and use simple language

· Content should be well chunked with clear section headings

· Section headings must following in sequence, ie Heading 1, following by Heading 2, then Heading 3 and so on

· Information should be bulletted rather than paragraphs as far as possible 

When producing web pages from a lengthy document, information should be split down into appropriate chunks and linked together in a logical series.

The structure of the information must be provided in a way which will make sense to the user, with consistent navigation throughout and a link to the collection's index page.

Note: The tabbed layout in the Web Publishing System allows the division of a section of the page into 'tabs', so that content can be separated into handy subsections.

Influences on this standard

UK Government Guidelines

UK Government Guidelines, 2.6 Information and Text
"Much text on the web will be scanned through quickly rather than read in detail. Text must be short and in plain English. Bullet points, lists and subheadings will make text easily scanable. To communicate effectively some text on a site should be written specially for the medium and aimed at key audiences."

Web Accessibility Initiative

W3C Web Accessibility Initiative checklist
"Divide large blocks of information into more manageable groups where natural and appropriate."

Fonts

· Do not specify a font face within your page 

· The corporate font must be applied to your page through the corporately controlled style sheet set by the Corporate Identity Guidelines
· Do not hard code font sizes within your page 

Do not specify font faces within the body text of your web pages. The corporate style sheet applied to all web pages (through the header SSI) will specify the corporate font that will be used throughout the site. Individual pages or collections of pages must not interfere with the application of the corporate font. The corporate font must only be applied to pages through the use of the corporate style sheet.

Do not specify font sizes which override the users' default setting within the body text of your web page. Visitors must be able to resize the font according to their preference.

The corporate font-family is sans-serif (Helvetica with Arial as the alternative). The corporate font size is 90%.

This will also ensure that your pages meet the text clarity requirements of the Disability Discrimination Act 1995, and remain fully accessible.

Note: exotic and hard to read font faces, such as italics and capitals must not be used.

Influences on this standard

UK Government guidelines

UK Government Guidelines, 2.4 Building in universal accessibility
· Be consistent throughout the website 

· Only use clear, commonly used fonts 

· Use Cascading Style Sheets to format and style basic elements of a website
Hampshire Fire and Rescue Corporate Identity Guidelines

“…corporate typeface has been selected to express the qualities of the corporate identity…”
Images

· All images or photographs displayed on the website should reflect and strengthen the Service core values.

· Every image must have relevant alternative text 

· Graphical information (e.g. charts) should also be available in html format 

· Clip art must not be used 

· Total size of a single graphic embedded in a page should not exceed 30KB 

· Total size of a single web page (including graphics and text) should not exceed 120KB 

· Animated images should not be used 

· If you have to use a large graphic link to it via a 'thumbnail' 

Alternative text and images containing useful information 

You must always use alternative text on all images. Alternative text enables visitors who are not able to view the graphics (they might have graphics turned off or using a text only browser or they could be using a screen reader) to make sense of the information it is providing.

· It is important to make the alternative text sensible and descriptive. 

· Avoid text as graphics. Use of a graphic containing text may be appropriate where you're reproducing a logo.

· Using graphics for page or section headings is bad practice and should be avoided.

· Images used as links must also be provided with a text alternative - images must never be the sole means of linking/navigation.

· Graphs and charts can be produced in graphic format but this information must also be provided in text.

Image quality and types

Clip art is not permitted in Hantsfire - any use of clip art will be removed from your page. Clip art, such as that found in Microsoft Word or available from many web sites, can look unprofessional and is often not relevant. 

Specially commissioned professional/high quality collections of graphics and art work are permitted.

Animated graphics should not be used. There are exceptions to this in Hantsfire, for example our Kidzone. Contact the Hantsfire Web Development Team if your webpages would benefit from animation.
All images to be displayed on a web page must be saved as JPG or GIF format as appropriate, as they are the most common supported formats.

Image size and download times

Large graphics will cause pages to download very slowly. The total size of a single graphic embedded within a web page should not exceed 30KB.

It is essential that a graphic is resized using appropriate tools and not 'squashed' by changing its display attributes (height/width) in the HTML code.

Thumbnail images

If you have to use a large graphic (over 30KB) then you must link to it from your web page using a reduced version known as a thumbnail.

Images of people: photographs, videos and webcams 

You must get the permission of all the people who will appear in a photograph, video or webcam image

It is essential this standard is followed to ensure we adhere to the Data Protection Act 1998.

The Service provide detailed corporate guidance and consent forms for staff about procedures for taking photographs and recording video footage of people and children.
Influences on this standard

Hampshire Fire and Rescue Corporate identity style guidelines

“… Members of both the Serviced and the communities we serve should be able to relate to the images and photographs used…”

Data Protection Act
Data Protection in HFRS – Images of People – Policy
UK Government guidelines

UK Government guidelines , 2.8 web graphics 

"The use of graphics should be carefully planned and be consistent throughout the site. Their use should be minimal to increase their effectiveness and reduce potential rendering delays for users."

W3C Web Accessibility Inititative

W3C Priority 1 checkpoints 

"Provide a text equivalent for every non text element. This includes: images, graphical representations of text (including symbols), image map regions, animations, applets and programmatic objects, ascii art, frames, scripts, images used as list bullets, spacers, graphical buttons, sounds (played with or without user interaction), stand alone audio files, audio tracks of video, and video" 

W3C guideline 3 

"... use markup rather than images to convey information ... avoid using images to represent text -- use text and style sheets instead."

Links

· No pop up or new windows 
· Links within the main body must have a standard appearance, be distinctive and chunked/ordered 

· Link text must make sense when taken out of context, do not use 'click here' as a link 
· Links in the content should reflect the links in the left hand navigation

· Frontload link labels, ie put the link first
· No dead ends 
· External links
· You must regularly check for broken links within your web pages 

· Do not link to hfrs.net pages (intranet) from Hantsfire (internet) 
· Hyperlinking policy and evaluation criteria
No 'Pop up' or new windows

Some web sites cause a pop up window (often used for adverts) to appear or create hyperlinks that cause a new browser window to be opened when a specific hyperlink is accessed. This is not permitted. When creating hyperlinks to other web pages - either within Hantsfire, hfrs.net pages or on an external web site - the hyperlink must never open a new browser window. This breaks the functionality of the back button, confuses visitors and can be especially troublesome for screen readers.

Links must have a standard appearance, be distinctive and chunked/ordered
In the web page content (main body) links must use the standard corporate default settings for colour and appearance. If using a sidebar as part of web page navigation you may provide more dynamic links. These links must be recognisable as links and readable before using them e.g. before you place your mouse on them. They must work if scripting is switched off. The style and format must be consistent throughout your collection.
Links should be distinctive, if necessary, place the link on its own line. 
Links should be chunked into a hierarchy that is logical to users (rather than to an internal HFRS audience). And they should be ordered in a way that is logical to users (this may be in the order that the users go through a process or it may be most highly used links first). 
Links should normally be chunked into lists no longer than 7-8 links. If there are more than 7-8, it is appropriate to chunk these links into groups and use headings for these groups. If headings are used within a page in this way, then the headings should not be links. If headings are used, indent (bullet) the links beneath the heading.
Link text must make sense when taken out of context

You need to use text for links that is meaningful when taken out of context. 

Using ‘click here’ as link text, or any similar words or phrases (here, read more, further details, etc) is one of the most common examples of bad practice.

A good piece of link text is one that is meaningful when taken out of context. For example:

Example A (bad practice)
· The BBC homepage is always up to date. To look at it click here. 

· Hantsfire is Hampshire Fire and Rescue Service’s public facing website, click here. 

· Click here to contact the Web Team. 

Example B (good practice)
· The BBC homepage is always up to date. 

· Hantsfire is Hampshire Fire and Rescue Service’s public facing website. 

· Contact the Web Team. 

When people read a webpage they will instinctively scan for the links in the page. Example B makes it very easy to identify quickly where the links will take you. Example A forces you to read the entire sentence before you know where you are going.

Screen readers have the ability to present the page simply as a series of links. If text links on your page use phrases such as 'click here', 'full story' and 'read more' they tell the user nothing about the content behind.

Within a page the same text must never be used for links to different pages.
Links in the content should reflect the links in the left hand navigation

Links in the content/centre of a page should reflect those in the left-hand navigation.

Frontload link labels

Link labels (the clickable text in a hyperlink) should be frontloaded so that the link comes first. The actual link should be on the label name and not on the trigger words, therefore reducing the amount of underlining on a page.
No dead ends

All pages must provide a route out - there should be no dead ends. 

You must provide a link back to your collection's home page. This helps the user move around the information in Hantsfire in a logical and structured way preventing them getting 'lost'. It is also essential if your page is found through a search engine or a link from another site.

· Doing anything to (deliberately or otherwise) disable the back button of the visitor's browser is not permitted.
External links

Links to external sites should be signposted and open in a new window.
Broken links

A broken link is when the site you are pointing to either changes address or no longer exists. Links have to be kept up to date and must be reviewed regularly. Also, be aware, if you are deleting a page, that there may be many links pointing to your web page. Please let the Hantsfire Web Team know if you are removing a web page.

Do not link to hfrs.net pages (intranet) from Hantsfire (internet)

Caution - you cannot link from a Hantsfire page to hfrs.net pages. For all external visitors to Hantsfire these will appear as broken links.

Hyperlinking policy and evaluation criteria
Hyperlinking to hantsfire

Other organisations do not have to ask permission to link directly to pages hosted on our site. However, we do not permit our pages to be loaded into frames on another site. The Hantsfire pages must load into the user's entire window.

Hyperlinking by us at hantsfire

It is our policy to obtain permission to link to other websites. We are not responsible for the content or reliability of the linked websites. Listing should not be taken as endorsement of any kind. We cannot guarantee that these links will work all of the time and we have no control over the availability of linked pages.

Hyperlinking to a third party website

Hantsfire is not responsible for the contents or reliability of the linked websites and does not necessarily endorse the views expressed within them. Listing should not be taken as endorsement of any kind. We cannot guarantee that these links will work all of the time and we have no control over the availability of the linked pages.

Evaluation criteria

An organisation’s website should be evaluated against the following range of criteria before deciding whether or not a link would be provided to the site from Hantsfire. If you require further clarification, please contact the HFRS web team at web.team@hantsfire.gov.uk. 
· Is the website an official government-owned or supported website? 

· Does the website provide official government information or services? 

· Does the website complement existing information, products and services provided on hantsfire?
· Is the website accessible and applicable to a wide audience? 

· Is the website's content relevant, useful and authoritative? 

· Does the website's information appear to be accurate and current? 

· Is the website "user-friendly?" 
Influences on this standard

UK Government guidelines

UK Government Guidelines, 2.4 Building in universal accessibility
"Popup windows do not work in all browsers. They are disorienting for users...."

W3C Web Accessibility Inititative

W3C guideline 10
"...do not cause pop-ups or other windows to appear and do not change the current window without informing the user."

Navigation

Navigation pages
Navigation pages need to clearly demonstrate the goals that a user can achieve in a section and signpost the users to these goals:

· Navigation pages should be consistent throughout the site.

· There should be a clear distinction between navigation and content pages, although occasionally it may be necessary to provide some contextual information on a navigation page to make choices clear, but this should be as short as possible.

· The left hand navigation should be consistent with the links contained on the landing page.

· Links on the navigation pages should precede any explanatory text.

· If there are a large number of links (ie more than 7-8), it is appropriate to chunk these links into groups and use headings for these groups. If headings are used in this way then the headings should not be links. If headings are used, indent the links beneath the heading.
· Alternative goals – on navigation and content pages links to other information that the user may be seeking, ie they have gone the wrong way and these links help them find the right content).

Right hand navigation
The right hand navigation (boxout right) should be used consistently. Types of information that might be in the right hand column are:

· Related goals – on content pages links to content for potential next steps in the user’s journey (similar to the Amazon model of recommending other products, but in this case it would be other content).

· Alternative goals – on navigation and content pages links to other information that the user may be seeking, ie they have gone the wrong way and these links help them find the right content).

· There may be other categories of information that can belong in the right hand column. However, on both navigation and content pages links to content about the main user goals and ‘calls to action’ should always be in the centre of the page.

Writing Styles

Corporate identity guidelines
Writing style must follow the corporate identity guidelines:
· Break up large sections of text with

· descriptive sub-headings
· bullet points for displaying lists (easier to scan read)
· tabbed layout to simplify navigation of large amounts of content
· front-load content (conclusion first, followed by what, how, where when and why)
· Use

· headers, H1, H2, H3 etc extensively and in order

· plain English – clear and simple language)
· shorter words where possible – avoid complex sentence structures

· active words ahead of passive words – “We won the award’ is easier to understand than ‘The award was won by us’

· just enough punctuation for clarity

· descriptive link text – ‘read our email policy’ rather than ‘click here to read our…’

· Avoid

· Slang, jargon or abbreviations such as FOI (Freedom of Information), particularly in page titles
· abbreviating our name to HFRS 
The style guide is designed to help all of us to work together to present a consistent, approachable and positive image of Hampshire Fire and Rescue Service in our written communications.

Influences on this standard

Hampshire Fire and Rescue Service corporate identity guidelines
“…The Corporate identity should be applied to all e-communication tools, including the corporate website and intranet…”

W3C Web Accessibility Initiative

W3C Priority 1
"Use the clearest and simplest language appropriate for a site's content"

Appropriate content policy

Unacceptable content includes (but is not limited to) that which: 

· Does not conform to UK, European and international legislation - for example copyright and data protection law 

· Would be considered offensive or threatening.

As a public service, we must provide high quality information which meets with accepted community standards and complies with the aims and purpose of Hampshire Fire and Rescue Service's Corporate Strategy.

Hampshire Fire and Rescue Service will review alleged breaches of the appropriate content policy on a case by case basis and decide on suitable action.

If you wish to add content to your web pages and are uncertain if you might inadvertently compromise the Policy, please contact the Hantsfire Web Development Team.
Influences on this standard

Our Plan

Corporate Policy – Service Orders 2/8 and 13/2

Sponsorship

· Sponsorship is permitted only with prior consent from Marketing and Communications.

· You may include logos linking to project sponsors.

· Any form of advertising is not permitted without the prior consent of Marketing and Communications
You must contact the Marketing and Communications on any matters relating to sponsorship of any Hantsfire page before making any plans or commitments.

Advertising and/or banners promoting products or services of a third party organisation are not permitted on Hantsfire or on hosted web sites without prior consent from the Corporate Webmaster.

You can refer to your sponsor and their support of your project by adding their logo and a text link to their web site.Co
Influences on this standard

Corporate Policy

Corporate Identity Guidelines, page 46.
Information ownership

· Every web page must be owned by a nominated person 

· Every page must have contact details for visitor queries 

Hampshire Fire and Rescue Service embrace devolved information ownership. Every web page must be owned by a nominated person who is responsible for:

· the accuracy and currency of the information provided; 

· ensuring that if the information has come from another source, the source is clearly identified;

· providing the name (or job title/team name) along with an email address (or preferably an online form) and a telephone number to whom a visitor can address any queries.

This standard is of particular importance because information suppliers are legally responsible for the accuracy of their data since the Data Protection Act 1998.

Hantsfire is about public information; confidential/sensitive information must not be published openly on the Hantsfire website.
Influences on this standard

Data Protection Act

Hampshire Fire and Rescue Service Data Protection policy
UK Government Guidelines

UK Government Guidelines, 2.2.2 Minimum website requirements
"Names and telephone numbers or email addresses of contacts for further information on specific policies or services (note that these need not be named individuals)."

Legal

Using images of people: photographs, videos and webcams 

· You must get the permission of all the people who will appear in a photograph, video or webcam image

It is essential this standard is followed to ensure we adhere to the Data Protection Act 1998.

The Hampshire Fire and Rescue Service provide detailed corporate guidance and consent forms about procedures for taking photographs or recording video footage of people.

Influences on this standard

Hampshire Fire and Rescue Service Image Approval Procedure
Forms FM 11/1/6 – FM 11/1.9
Approval Request Form FM 1/2/3/4

Data Protection Act

Hampshire Fire and Rescue Service data protection pages.
Copyright

· Acknowledge all external sources
· Give credits for pictures, text and programs
· If an external source wants to re-use Hampshire Fire and Rescue Service copyright material, ask them to make an application to web.team@hantsfire.gov.uk
If you are using images or text taken from any source other than Hampshire Fire and Rescue Service then you must ensure you have appropriate permission and acknowledge the source of information - particularly if you are using registered trademarks in your documents. Please ensure you have permission to use externally sourced information before making it live on Hantsfire.

All information held in Hantsfire is covered by Hampshire Fire and Rescue Service Copyright Policy.
Influences on this standard

Copyright law

Intellectual-property.gov.uk
"Anyone wishing to put copyright material on the Internet, or distribute or download material that others have placed on the Internet, should ensure that they have the permission of the owners of rights in the material."

Hampshire Fire and Rescue Service

Hantsfire Copyright Information
“… any use of the text in these pages for any commercial purposes is not authorised unless a licence is first obtained from Hampshire Fire and Rescue Authority: apply to reception@hantsfire.gov.uk.”
Forms

· Before you start to collect personal data you must contact your department's functional data manager (FDM)
· All forms collecting personal data must be approved by your functional data manager before going live. 

· All forms must include a link to a privacy statement. 

· All forms must identify who the form is being sent to. 

· All fields should be mandatory unless they are marked as optional. 

· Provide explicit LABELS for each INPUT control (to identify each field)
Data Protection

All forms must conform to data protection laws. To ensure your form meets the requirements all forms must be approved by your functional data manager before going live.

Privacy Statement (fair obtaining statement)

Every form must include a privacy statement. This lets the user know what will happen to any personal information they supply. A corporate privacy statement has been produced that informs the user that information given will not be passed to any third parties. If this statement fits your requirements then you are welcome to link it.

If your form has differing requirements that are not covered within our privacy statement you should create your own statement. For example if the information is passed onto any third parties, even within Hampshire Fire and Rescue Service or information is to be kept on a database the user must be made aware of this and what happens to the information.
If there is sensitive information to be entered in the form and it is not in a secure environment, for example monetary details when applying for grants etc., let the user know.

Before the form and privacy statement go live please contact your functional data manager.

Form style

Do not rely only on colour or an asterisk (*) to indicate required fields as this means little to screen readers and magnifiers. You can use colour or asterisks to indicate required fields, however they must be in addition to text. For example,

Enter your name * (Required): 

The recommended method is to request only required information - ask yourself why you are requesting information that is not required - in this case the text 'optional' could be inserted in front of the fields that are not required. 

Some forms may use scripts/programs - the forms must work on unsupported scripts browsers.

You must inform the user where the form is being sent so the user has somewhere to address any queries. A team name or job title can be used instead of naming an individual.

Influences on this standard

Data Protection Act

Hantsfire Data Protection policy (Service Order 11/1)
Privacy Statement
W3C

W3C WAI Guideline 10.2
"Until user agents support explicit associations between labels and form controls, for all form controls with implicitly associated labels, ensure that the label is properly positioned."
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