
WEB SITE POLICY – January 2006 

 
CITY OF NORTHFIELD 

WEB SITE POLICY 
 
 
Introduction 
 
The primary purpose of the city web site is to provide residents, businesses, and visitors 
with relevant, timely information that is directly related to Northfield city government.  
In addition, the web site provides basic, persistent information to citizens and provides 
tools that make communicating with the city easier.  The website redesign project and the 
launching of a new web site has resulted in the creation of different expectations related 
to the web site that may not have previously existed. The following website policy 
provides a set of guidelines against which content for the web site is measured for 
adequacy and web standards are maintained.  This policy regulates the following: 
 
• Access 
• Content 
• Uploading Files 
• Style 
• Workflow/Editorial Process 
• Posting of Alerts 
• Response Times 
• Secession 

• Logos, Banners, & Advertisements 
• Blogs 
• Links 
• City Calendar 
• Minutes & Agendas 
• Archived information 
• Champion for Content/Editor 

 
 
Access 
 
Only city employees are permitted to login and use the Content Management System 
associated with the website. All changes for board and commissions will be made 
through the Staff Liaison of that board or commission. If the Staff Liaison is not a 
department head, the overseeing department head must approve all modifications. This is 
required to protect the integrity of the website. 
 
 
Content 
 
Managing content is an editorial process.  The City of Northfield’s web site is a 
publication and should be treated as such.   This is important because Northfield may risk 
liability for claims related to information that is maintained on the city web site.  For 
example, Northfield could risk defamation claims for placing false data on the web site or 
claims for violation of the Minnesota Government Data Practices Act for placing private 
or confidential data on a city web site. Therefore, all content must adhere to the 
following: 
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1. Copyright Laws: 
Content must comply with any applicable copyright, patent and trademark laws 
before the information created by someone other than the city is placed on the 
web site. 

 
2. Data Practices Act: 

Information must be reviewed for accuracy and compliance with the Minnesota 
Government Data Practices Act before it is placed on the web site. 

 
 Board/commission members home addresses and phone numbers are not 

public information. For each board/commission, only member’s name will be 
listed. The Staff Liaison’s name, phone number, and email address will be 
listed. 

 Do not place “drafts” of works in progress on the web site in order to avoid 
confusion about the status and accuracy of the information. This does not 
affect placing Phase 1, Phase 2, etc. reports on the website if a certain project 
is being done in phases. 

 
3. Content Length: 

Information and content should be brief, to the point, and entirely relevant.  
Writing for the web is different than writing for brochures or print. Reading on a 
screen is more difficult than reading on paper.  If the writing is too log or poorly 
written, user will not read it.   

 
 Keep the reader in mind – information should be easy to understand and 

practical in use. 
 

4. Use of Photographs: 
Images/photos may not be uploaded onto the website unless the photos/images are 
embedded in a document. This will prevent the website from becoming cluttered 
in appearance. 
 

5. Appropriate topics for content placed on the website: 
 

 Recommendations Documents 
 Staff reports  
 Project related items 
 City sponsored events 
 Job postings 
 Items with a city connection or that support city goals/projects 

 
Questions related to acceptable content should be forwarded to the “Champions of 
Content.”   

 
6. Desired writing style:  

 Avoid references to you, we, I and us when describing the city or its 
residents.   
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 All items placed on the website must be proof read and spell checked. 
o To spell check – cut and paste the text into Word and run the 

spell check tool. Once complete, cut and paste the text back into 
the Content Management System. 

 Dates/times – do not add “th” or “rd” or “st” after dates.  Do not add zeros 
to top of the hour times. (Example: 23 not 23rd and 9:00 not 09:00)  

 
7. Timely content.   
 All departments are responsible for maintaining timely and relevant 

information on their designated pages of the website. 
 Departments must review their information at least quarterly to ensure it 

is accurate and current.  If information changes between the quarterly 
reviews, it should be updated immediately. (I.e. change of employees, 
processes, etc.) 

 Individual departments and divisions are responsible for creating and updating 
their information.  

 
 
Style & Consistency 
 
The Content Management System controls the look-and-feel of the web site. Any attempt 
to override the default styles is not permitted. 
 
 
Uploading Files 
 
Only when required should files be uploaded to the system. When files are uploaded they 
should be in PDF format. Each department will have a seat/license for Adobe in order to 
convert files into PDF format. Files in .TXT (Text) format are also acceptable. Microsoft 
Word, PowerPoint, and Excel files cannot be uploaded to the website. 
 
 Files must be renamed after they have been uploaded in order to remove the city 

title and replace it with a clear, meaningful name that will help the user 
understand what the file contains. 

 When creating Projects that contain large files, please upload the files first before 
adding text, descriptions, dates, etc. 

 
 
Workflow and/or Editorial Process 
 
This section establishes a process by which content must be approved for publication to 
the web site. 

 
 Individual departments and divisions are responsible for creating, updating, 

and deleting their own content items (e.g. Events, News Items, etc.). 
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 Individual departments and divisions are responsible for maintaining pages 
that relate to their department and it’s respective boards/commissions. 
Departments should work with the “Champions of Content” to modify the text 
on pages.   

 Prior to posting anything on the website, all uploaded documents must be 
reviewed and approved by the Department Manager.   

 
 
Alerts 

 
Alerts are important/urgent notices that must be relayed to citizens/residents immediately. 
These alerts will be posted on the front page of the website. The following outlines the 
types of events that are acceptable to post on the front page of the city website as city-
wide alerts: 

-  
- Snow emergency or other weather related or natural disaster alerts 

affecting the City of Northfield 
- Power outage information 
- Police alerts 

 
 Departments shall send alerts to the Administration Office for posting to the 

web site.   
 Exceptions will be for alerts that need to be made outside of normal business 

hours.  Currently, the Police Department and the Public Works Department 
have the ability to post Alerts. 

 
 
Response Time  
 
The new website is designed with features that allow people to contact the City directly 
with information requests, etc. When people use this feature of the website, they will 
expect to receive some follow-up and know that their request was received and 
processed. 
 
 All efforts should be made to respond to requests in a timely manner.  Responses 

should be made within two business days.  This may be as simple as 
acknowledging the inquiry, with more detailed follow-up as appropriate.   

 Occasionally, the City will receive requests that more properly belong to another 
agency or organization.  Staff should attempt to contact the appropriate party with 
the request; however, we are not responsible for conveying non-city related 
information to outside organizations.  In the event that staff cannot find the 
appropriate contact, the requestor should be notified that we are unable to forward 
their request. The requestor should also be notified as to who the appropriate 
agency or organization is that may be able to process their request. 
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Secession 
 
Individual departments are not allowed to split off from the city’s website and create their 
own website. 
 To maintain consistency across the city web site – and to maintain consistency 

across all city departments, users will not be allowed to edit the layout, structure, 
or style of pages, OR create their own web site.  

 
Consistent navigation and the image of unity and consistency are important features of a 
central web site.  The services of some departments naturally fall outside the scope or 
idea of “city services” and will have a slightly different audience base.  Departments 
should work with the “Champions of Content” to get needs addressed.  Departments will 
not be permitted to develop and pay for their own web site.   
 
 
Updating Pages 

 
Each department has the ability to add, edit, and delete specific pieces of content on the 
web site that are relevant for their department and their respective boards and 
commissions. Examples of content individual departments may have access to manage 
include: News Items (What’s New), Events, Licenses and Permits, etc. 
 
The “Champions of Content” manage all of the text for all pages. If a department, board, 
or commission needs to add or modify text on a page, they should work with the 
champions. 
 
The “Champions of Content” also manage the deletion of pages, addition of pages, and 
the order in which pages are displayed in the navigation.   

 
 
Logos, Banners and Advertisements 

 
To maintain a simple, clean, professional look on the website, the city will not post logos, 
banners, or advertisements.  Such items are distracting, and do not align with the primary 
purpose of the website.  Any extraneous graphical or textual items not related to the City 
of Northfield web site should be specifically excluded from the site.  Exceptions to this 
may be made for items previously approved by council – i.e. “The Decade for a culture of 
peace and non violence”  
 
 
Blogs 
 
The City of Northfield website will not host or link to weblogs at this time.  Other 
organizations in town provide blogging opportunities.  The Web Site Recommendations 
document states that the city web site should not replicate other sites in Northfield that 
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already provide service and functionality for the community.  Reasons as to why blogs 
will not be permitted on the city web site at this time include: 
 
 Perception - the largest hurdle to implementing, or linking to, blogs on the City of 

Northfield web site is perception. Contrary to what may actually be reality, blogs 
are perceived as personal, subjective, and uncontrolled.  

  
 Walking a thin line - The primary concern of most people regarding weblogs was 

the fine line between personal and official information, opinions, endorsements, 
etc. There is also concern over the legality of posting the blogs of individuals on 
city government web site. 

 Starting small - The new website will be easy to maintain, however, individual 
department now have more responsibility over their own pages of the website. 
The purpose of the website is to provide current, accurate data. 

 Northfield.org - does a great job of aggregating content and providing blogging 
opportunities. If department heads or City Council members want blogs, they 
have the ability to set them up themselves and NCO would be happy to aggregate 
their content on northfield.org. 

 Writing styles - Not everyone is a writer, and more importantly, not everyone is a 
good writer. Blogs, and the personal styles with which they’re written, are very 
strongly linked to personality. Clear, effective communication is paramount 
through any medium presented by the City. 

 
Blogs may be reconsidered in the future.  
 
 
Links 
 
The City of Northfield’s site is for informational purposes only.  It is not intended to be a 
venue for advertisements or endorsements.  Our web site will provide links to other web 
sites only if the web site is for a governmental or quasi-governmental entity, or support 
City goals/projects.  Quasi-governmental organizations include libraries, license bureaus, 
etc.   
 

• Links should specifically relate to page content. 
 

• Links should be monitored for web address changes or difficulty. If a 
department provides links, these links must be checked during the quarterly 
reviews to ensure that they are still operational. 

 
 
Calendar  
 
The new website will include a calendar of events. This calendar will be a city 
government calendar and will display events directly related to the city - including public 
meetings/meetings of the city council and various boards and commissions. Many 
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departments have the ability to add events directly to the calendar. Events that are not 
directly related to the City are not permitted to be posted. 
 
 
Minutes & Agendas 
 
Each department is responsible for posting minutes and agendas for the respective 
boards/commissions that they staff. 
 
 Minutes will be posted only after approved by their respective group.   
 Minutes should be posted within two business days after approval. 
 Agendas shall be posted before the respective meeting. 

 
 
Archived Information   
 

 Content items such as Meetings (including agendas, minutes, and packets), 
Events, News Items, etc. will be kept on the website for the current year and 
one year prior. It is the responsibility of each department to remove (delete) 
information from the website that is more than 2 years old. For example, each 
department should remove all calendar events and meetings for their 
department and the boards/commissions they oversee during their quarterly 
review. 

 Draft statements should be included on items in city council and other packets 
that are posted prior to a meeting. A statement such as “packets are posted 
prior to action by the city council or board/commission. It is the responsibility 
of the reader to check with the city on final versions of documents as changes 
may have occurred at the meeting.” 

 
Champions for Content/Editor  
 
Initially – Deb Little, Deanna Kuennen, & Marin Amundson-Graham will serve the role 
as “Champion for Content.”  In the future, a review committee/web site committee – 
made up of a subcommittee of department managers May be assigned to work with Deb 
Little and the City Administrator reviewing and editing content. 
 
 
 
 

This Web Site Policy is subject to change in the future. 
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