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OVERVIEW
Creation and maintenance of Web pages and other Web materials at Cardinal Stritch University is
governed by this policy, Social Media Best Practices, the Visual Identity System Information and
Guidelines, University data and acceptable use policies, as well as relevant laws and regulations.
Adoption of and authority for this policy is through the Office of Information Services and the Office of
University Marketing.
Cardinal Stritch University has the greatest respect for academic freedom and intellectual creativity. This
policy statement is intended to support the academic freedom of the members of the University
community, while protecting the interests of the University and all of its students, faculty and staff. It is
designed to provide guidance to those who use University resources to publish materials electronically
via the Internet and the World Wide Web. Individual units of the University that wish to create more
detailed guidelines for Web materials may do so, as long as they do not conflict with this University-wide
policy.

SCOPE
This policy governs any electronic documents made available via standard Web protocols which
represent an official unit or activity of the University, are hosted on University resources, or bear marks,
logos or symbols that might imply endorsement by the University regardless of where they are hosted.

DEFINITIONS
The following terms are defined with specific meanings for the purpose of this policy
Accessibility – The ease of presentation and utility to all users particularly understood to include
those with disabilities. With regard to the University Web site, disabilities of note include blindness
or limited vision, colorblindness, a wide range of disabilities that require limited use of a mouse or
keyboard, hearing impairment and others.
Logo – A name, symbol or trademark officially registered or adopted for identifying an organization
and/or its products.
Primary Unit – A unit which reports to the president, the provost, a vice president, a dean or a
director.
Site Review – A specific series of evaluations conducted by University Marketing to ensure a Web
site conforms to University policy and standards, does not violate copyright or other legal
proscriptions, presents a professional and consistent appearance, functions properly and is properly
supported.
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Web Materials – Electronic documents created for the purpose of displaying either on the World
Wide Web or in a Web browser. These documents may be static or dynamically assembled at the time
of request.
Official Web Materials – Web materials created by or for a unit or employee of the University
carrying out the University’s mission in teaching, research, service to the community, or
administrative operations.
Public Web Materials – Official Web materials which are available to any segment of the general
public (i.e. not internal Web materials).

Internal Web Materials – Official Web Materials which are restricted by password or network/server
security from being accessed by anyone outside of the campus community.
Off Site Web Materials – Official Web materials which are served from computers that do not belong
to Cardinal Stritch University or its units.
Hosted Web Materials – Web materials created for an entity other than Cardinal Stritch University
which are served from computers belonging to the University or its units.
All Web Materials – All Official Web materials as well as any other Web materials even if of a
personal nature served from computers belonging to Cardinal Stritch University or its units.

POLICY
Official Public Web Materials
The University, through its various sectors, colleges, departments, and other units and programs, creates
and maintains official Web materials for the purpose of teaching, research, marketing, public relations,
service to the community, and administrative operations. Official Web materials must be broadcast on
servers belonging to Cardinal Stritch University unless specific exception is granted by University
Marketing in consultation with the Office of Information Services. The following requirements apply to
such materials:
•

The appropriate University official (i.e. vice president, dean, department chair, committee chair,
director, etc.) shall designate a specific individual or group to administer Web materials that
represent an official University unit. The unit is responsible for ensuring that web content is
accurate, kept up to date, and in conformance with all applicable University policies and
regulations.

•

All official Web materials developed should make a best effort to comply with Section 508
accessibility standards of the federal government and must comply with the Americans with
Disabilities Act.
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•

Primary units are to coordinate design format with University Marketing unless specific

exception is granted by them.
♦

If an exception is granted, the primary unit is to develop a design format that adheres to
the standards of the University as referenced in the Visual Identity System Information
and Guidelines.

♦

All Official Web materials are required to include:
 Contact information for the individual(s) or group(s) responsible for the content
and production of the pages.
 A device or mechanism to associate the material with Cardinal Stritch
University, located in a prominent place. This device or mechanism must be an
official mechanism of the University (e.g. the Stritch logo, the Athletics logo, etc.).
Please note: using the text “Cardinal Stritch University” is not an acceptable
substitute for an official University device or mechanism. See the Visual Identity
System Information and Guidelines for proper online logo usage.
 A link to a higher-level page or the unit/sub-unit homepage.

♦

Unit home pages must include:
 A link back to the University home page.
 A link back to any higher-level unit.

♦

Official Web materials which include statements that represent University policy must
state explicitly whether the version on the Web is the official version or, if an official
version exists elsewhere, where and how to find that version.
 When documents repeat in whole or in part information whose official version is
maintained elsewhere, such as advising materials that incorporate a list of
requirements for graduation, a notice must be included on the Web page
reminding the user that the official version of the requirements is maintained
elsewhere, and the user should refer to that other version as the ultimate
authority.

♦

Web sites having gone through major revisions or newly developed Web sites are to be
submitted to University Marketing for a site review.

♦

Standards pertaining to the visual appearance of official University materials are the
responsibility of University Marketing and must be followed for electronic publications
(official Web materials) just as they would be for any other publication.

♦

Guidelines for official Web materials together with instructions for their implementation
are maintained by University Marketing.

Official Internal Web Materials
Internal Web materials are official Web materials that are developed to target an internal audience
and which are restricted by password or network/server security from being accessed by anyone
outside of the campus community. Internal Web materials are exempted from University Marketing
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review. However, these sites must still abide by the Visual Identity System Information and
Guidelines.

Off Site Web Materials
Web materials of Cardinal Stritch University which for technical or professional reasons are not
hosted by the University must still comply fully with the specifications of this policy.
Web sites which are not official Web materials or not under the authority of Cardinal Stritch
University may under no circumstance use any logos that would identify them directly with the
University unless specific permission is granted by University Marketing.

Hosted Web Materials
Cardinal Stritch University benefits from and is proud to support the broader professional and
academic efforts of its faculty and staff.
The University may provide Web site hosting for professionally or institutionally relevant sites for
faculty, staff or students on a case by case basis.
All hosted materials must comply with relevant laws, regulations and University policies and
procedures at all times. If University Marketing or the Office of Information Services determines a
site does not conform to these requirements, they reserve the right to require the site owner to make
corrections or adjustments. In extreme circumstances, the University reserves the right to remove
hosting for any site at any time for any reason without prior notice to any related party.

All Web Materials
•

All Web sites must comply with all appropriate laws and regulations including but not limited to
HIPAA and FERPA.

•

Personal identity information must never be collected or displayed on a site which is not fully
secured and encrypted. Any site which collects or displays personal identity information must
be reviewed and approved by the Office of Information Services prior to being made public and
must comply with all applicable regulations, laws and University policies.

•

Images or information for which the University does not own the copyright or has not obtained
permission from the copyright holder, or images or information which cannot be shown with
certainty to be in the public domain are prohibited on University Web sites.

•

When using photographs of any individual, including faculty, staff, students or visitors, or
photographs of specific groups, written permission must be obtained by using the University’s
photo release form. In addition, a signed HIPAA release form must be obtained before taking
photographs of patients. Each department or unit is responsible for keeping their signed forms
on file so long as they may use the image.
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•

In the interest of security, all Web sites of Cardinal Stritch University must be broadcast on Web
servers which have been approved by the Office of Information Services.

•

The University is not responsible for the content of personal Web sites for students, faculty, staff,
and alumni, or organizations thereof, which are not actually part of the University. However, any
such site maintained by a member of the University community must not state or imply that it is
an official site of Cardinal Stritch University and include a disclaimer to that effect.

•

Use of advertising should be scrutinized to ensure that the promotional materials advance the
mission of the University and adhere to the Franciscan values.

•

Logos of agencies with which the University partners and logos of prominent grant, fellowship
and honor programs consistent with the mission of the University are permitted on University
Web sites only with permission from University Marketing. Unobtrusive logos of software
companies on Web pages provided by their software are permitted. Requests for use of
corporate logos to be used in a non-advertising circumstance may be submitted to University
Marketing to be approved or denied on a case-by-case basis.

•

University Web sites may be used to sell products or services which directly support the
educational, research, clinical or outreach mission of that department (e.g. event registration).
Commercial activities which indirectly support these efforts such as promotional items must
follow the existing purchasing rules and are limited to off-campus sites with a proper disclaimer.

Domain Ownership
The University maintains ownership of all domain names purchased for hosting and broadcasting all
official web materials. Users who wish to purchase a new domain must first contact the Office of
University Marketing for review of the domain name choice. The Office of University Marketing will
then coordinate with the Office of Information Services to acquire the domain. The process of purchasing,
renewing and maintaining said domains is managed by the Office of Information Services and the Office
of University Marketing. An audit of University owned and managed domains will be conducted on an
annual basis.
•

All websites claiming to represent official offices, departments, colleges, academic programs, or
other units of the University must use the University's domain – www.stritch.edu - for their Web
sites.
♦

Programs which are joint activities with an outside entity (e.g., another university, state
agency, local government) may be permitted to use an alternate address.

♦

Any affiliated corporation or other activity sufficiently independent of the University by
the nature of its mission may also be permitted to obtain an alternate address.

♦

Individuals or groups representing Cardinal Stritch University in an unofficial capacity
requesting web sites, such as student club sites, college or department blogs, department
collaboration sites, etc., which have been determined to not reside on the
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www.stritch.edu site must work with University Marketing to determine appropriate
naming and domain choice.

•

University Marketing must approve the name and acquisition of any alternate address
♦

All effort should be made to having “stritch” as part of the domain name. Special
consideration for not doing so will be given on a case by case basis.

•

The designated domain owner for all domains will be Cardinal Stritch University. The Technical
Contact for all domains will be the Director of Infrastructure. The Administrative Contact will be
the requesting unit or the Director of Web Communications.

•

An appropriate exit strategy will be defined and executed for each retired domain. University
Marketing will coordinate this effort.

•

The University will not attempt to regulate or maintain the purchase and renewal of domains for
private use.

Social Media
Social media plays an increasingly important role in communications, and the use of social media has
increased at Cardinal Stritch University. Social media platforms such as Facebook, Twitter, YouTube, and
LinkedIn, as well as blogs, have the ability to communicate with key target audiences in environments
where they are most comfortable, and this engagement can often be important in achieving goals. Stritch
has developed a social media policy in order to accurately and properly present, promote, and protect the
University’s offerings to its many audiences, both internal and external. This policy requires that:
•

All social media platform accounts have an identified and accountable administrator who will
manage the account’s content, and the identified head of the department, program, center, club,
organization, etc. is aware that a social media presence is being created.

•

Only Stritch employees may administer/sponsor an official University social media presence

•

Individuals must be aware of individual social media platform’s policies and guidelines, and are
accountable to these. Please be sure to familiarize yourself with these policies prior to launching
your social media platform.

•

Best practices for specific social media platforms, provided by Stritch, should always be
considered.

•

Any content that is deemed by University leadership to be inappropriate, offensive, and/or illegal
must be removed by either the content administrator or by the appropriate Stritch personnel.

•

All social media content platforms used in promotion of Stritch departments, programs, centers,
clubs, organizations, etc. shall become the official property of the University, and any
administrator who leaves the University or changes roles agrees to relinquish administrative
rights to those social media content platforms.

•

Any individual may create, manage, and/or contribute social media content independently of the
University, and may identify themselves as a Stritch student or faculty or staff member in that
platform and/or content. Stritch will not monitor personal social media presences, but will
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address issues as they arise. Only social media platforms that have been submitted for
appropriate review will be listed in the Stritch social media directory.

Please see the University Social Media Best Practices for details on best practices in the use of social
media.

EXCEPTIONS AND APPLICABILITY
This policy is generally applied to all Web sites hosted by, funded by or directly associated with Cardinal
Stritch University.
If an individual or group feels that they are unable to meet the requirements of this policy for any reason,
be it technical, legal, logistical or other, they may choose to request either an exemption to the policy or a
change in the policy. Such requests should be sent to the Office of Public Relations and the Office of
Information Services for review.

ENFORCEMENT
Violations of these policies may result in the immediate removal of the offending site or materials.
Serious violations will be referred directly to the appropriate University or outside authorities for
appropriate legal or personnel action.

REFERENCES
Section 508 Accessibility Information can be found at http://www.section508.gov.
Americans with Disabilities Act (ADA) Information can be found at http://www.ada.gov.
Family Educational Rights and Privacy Act (FERPA) information can be found at
http://www2.ed.gov/offices/OM/fpco/ferpa/index.html.
Health Insurance Portability and Accountability Act (HIPAA) information can be found at
http://www.hhs.gov/ocr/privacy/.
Cardinal Stritch University Social Media Best Practices can be found at http://www.stritch.edu/social/
Cardinal Stritch Visual System Identity and Guidelines can be found at
https://my.stritch.edu/ICS/Portlets/ICS/Handoutportlet/viewhandler.ashx?handout_id=c4225941-da104da9-adaa-4d5e99689c91
Web Policy Compliance Assurance Process can be found at http://www.stritch.edu.
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