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FOREWORD




Increasingly, information is being published on the World Wide Web (or “Web”),  a global information network accessible to millions worldwide.  Publishers of electronic information have responsibilities related to that information. Many of these responsibilities are the same as those that govern traditional publishing. Other responsibilities, however, are unique.  Access to information on the Web is instantaneous and far-reaching; therefore, publishers must be aware of the formidable response that could occur when putting information on a Web site (e.g., meetings with limited registration may become overwhelmed with potential attendees, labs that may have patent or proprietary concerns may find their work and ideas used elsewhere).

Information provided for public access about the National Institute of Mental Health (NIMH), not only represents the sponsoring agency but also the broader presence of the National Institutes of Health (NIH), and the U.S. Department of Health and Human Services (DHHS).  Accordingly, providers of digital information through NIMH networks are responsible for keeping current on organizational policies, codes of ethics, and NIH rules and regulations on the proper use of information technology resources. 

Below is a body of rules, procedures, and processes specific to NIMH Web publishing. The Office of the  Director (OD), NIMH, recognizes the value and potential of electronic publishing, not only to provide a public access forum, but also an open environment for the pursuit of scholarly inquiry. Accordingly, all NIMH divisions, offices, branches, laboratories, and sections are encouraged to establish Web sites.  Content is to be signed off by the Director and a Web Master or contact for the site will be appointed.  To assist them, this publishing guide prescribes a consistency of style from a public perspective, while permitting authors individual creativity at the unit level.

To be sure, easy-to-use, multimedia tools now provide authors with a wide range of opportunities to present diverse data and information effectively and in-depth. At the same time, the credibility of NIMH public access Web sites depends on the information’s timeliness and reliability.  Accordingly, all electronic pages under NIMH jurisdiction must register with the Office of Communications and Public Liaison (OCPL; formerly OSI) to link to the main NIMH Web site. 

RESPONSIBILITIES
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A. Authors (NIMH Staff, Contractors, and Grantees)


Authors are responsible for the following:

	Responsibility


	Description

	Technical Points
	· All Web pages under NIMH jurisdiction must conform to the  requirements outlined in this document.



	Content
	· All content should be related to the function and mission of the Institute.  Each Home Page should include, or link to, a specific statement describing the purpose and content of the document collection.

· There must be complete accuracy of all online information. This is true for both the content and the construction (Hypertext Markup Language [HTML] tags) of the document.  Before submitting any HTML document, the syntax and spelling should be checked and all links verified.  

· HTML does not precisely mimic the printed page.  The formatting adjustments that are required to present information in HTML are not considered to compromise accuracy if they faithfully convey the information in a document.

· Research has been done on web development and usability (http://usability.gov/ and http://usability.gov/guidelines/index.html).  Consideration of this research must be included in the development and maintenance of any NIMH Web site.

· Effective customer service and the credibility of NIMH’s public access Internet sites depend on providing information that is up-to-date.  In particular, time-sensitive information such as grant announcements and press releases, must be posted as promptly as possible. Wherever possible, databases and database-driven pages should be implemented to ensure that the Web site has the most up-to-date information. Out-of-date information must be removed, archived, or updated promptly.

· The Web site also serves as a historical library.  Archives should be established so that older documents can still be made available, if requested.  Archived items should be moved off of the main Web site server as the search engine (currently the Web site is using the Cold Fusion Verity search engine) can find all documents.

· Other Web sites link to NIMH documents and when documents are taken down, those links are broken. When a document becomes invalid or is updated, a marker page should be placed to give the status of the page (e.g., http://www.nimh.nih.gov/publicat/panfly.htm). 

· The party responsible for the document or collection should determine whether to retain an electronic version corresponding to the outdated print version.  Consideration must be given to the federal records management guidelines.

· When publishing information, observe copyright regulations, all local, State, and Federal laws, and NIMH policies.  Contact the Institute Clearance Officer, Joan Abell, to assure that all appropriate clearances and forms have been filled out.  Clearance approvals are required by DHHS whether the document is to be published electronically or by traditional means.

· Observe publication and other standards that project the appropriate image of the NIMH and the broader DHHS/PHS/NIH community.

	
	· Where personal service is not important, it is preferable to establish generic E-mail addresses for their public points of contact instead of using personal addresses (e.g., library@Agency.gov rather than John_doe@agency.gov).



	
	· Information on Web servers operated under NIMH funding shall be related to the purpose of the award under which the project is funded.  The sponsoring NIMH office or program shall be identified prominently and a link shall be provided to that office's or program's Home Page if available.  In the case of organizational servers where NIMH-sponsored information co-resides with other information, NIMH-sponsored information shall be clearly identified and distinguished from non-NIMH-funded information.

· In general, links should be made to government sites only.  Decisions to link to other sites should be made in conjunction with OCPL.  The decision to include a link to an external source should be based on the Web site's statement of purpose.  The Uniformed Resource Locator (URL) address, instead of an actual link to external sources, is preferable.

· In many instances, it may be necessary or appropriate to place external links in context for the user by including statements explaining the purpose of the link and disclaiming responsibility for, or control over, its content.  Where possible, list external links together on a Home Page.

· It is important to avoid giving a user the impression that NIMH is endorsing a commercial product.  It is also important to avoid giving the impression that NIMH is linking to frivolous (or worse) sites.  Care should be taken when linking to external sites to ascertain that they do not themselves link to questionable or objectionable sites

· Include on all top-level pages a link to the Disclaimer, Copyright, and Privacy Notice document (http://www.nimh.nih.gov/outline/disclaim.htm). This link is found on the bottom of all top-level pages of the NIMH Web site.  

· To allow for quick review and upload of documents, documents are to be placed on a designated test server.  The NIMH Web Master will establish a test server.  Designated NIMH staff will have access to the test server and must follow the directory tree structure outlined by the committee.  

· Once a document(s) is ready in Web format, an E-mail will be sent to notify the NIMH Web Master that a document is on the test server for review and upload.  In the E-mail, specify the: 

· contact name

· URL(s), directories, document or collection names 

· date(s) it should appear on the NIMH Web site 

· signed releases, if applicable for the distribution of copyrighted information

· approval status.

If it is a new Home Page or document collection, the NIMH Web Master will notify a designated subcommittee to review the site.



	
	· For the NIMH Intranet only, access to the real NIMH Intranet server will be given to designated NIMH staff.  Once a document(s) is ready in Web format, an E-mail will be sent to notify the NIMH Web Master that a document has been placed on the Intranet server.  The E-mail should list the same information as above for the Internet.  The Intranet system will also automatically generate a message to the Web Master whenever a change is made.  The E-mail is necessary to let the Web Master know who the contact is and approval status.

· Items that are of interest to NIMH staff only (e.g. closed meetings) will be included on the Intranet only.  


B.
Division/Offices/Branch Chiefs/Laboratory Chiefs


Division/Offices/Branch Chiefs/Laboratory Chiefs are responsible for the following:

	Responsibility
	Description


	Guidelines
	· Each component has guidelines for that component's presence on the Web.  Clearances must be hierarchical - the unit must be approved by the section, then by the Lab, then by the Branch, then by the Office, and then by the Division, if applicable.



	Content


	· Check content for conformity to general NIMH policies.

· Evaluate content for authority and accuracy.

· Ensure appropriateness and currency of links to other information.

· Ensure the timely correction of errors reported by the Web Master and respond to complaints and comments forwarded about the site’s pages.



	Appointment of 

Web Keeper
	· Assign/reassign custodian for the unit’s Web pages, i.e., the person accountable for the maintenance of the pages, namely trouble -shooting technical problems, updating content, removing dead links, etc.

· Notify Web Master of any changes in Web Keeper personnel.



	Personal pages
	· Exercise discretion on whether the unit benefits from personal pages for individual scientists, fellows, and employees.




C.
Office of Communications and Public Liaison (OCPL) and Internet/Intranet Development Group  (IDG)

OCPL and IDG will be responsible for the content on the main NIMH Web site.  The IDG is comprised of NIMH Division and office staff representatives.  The OCPL and IDG are responsible for the following:

	Responsibility


	Description

	Content
	· Responsible for the content of the main NIMH Web site and secondary sub-sites registered and linked thereto. Ensure that all NIMH Web pages comply with directives for electronic publishing established by the Internet/Intranet Development Group (IDG).

· The IDG (or a designated review subcommittee) must approve any new home pages or document collection.  These will be placed on a designated test server for review and upload. 

· OCPL will add NIMH Web presentations prepared by individual divisions, offices, branches, laboratories, and sections to the main Web site after all clearances and approvals have been obtained.

· Reserve the right to remove any information, data, or graphics published through NIMH-sponsored servers that violates local, State, or Federal laws or NIMH policy.



	Appointment of 

Web Master


	· Assign/reassign Web Master to maintain the NIMH Home Pages.

	Advisory Services
	· Promote use of the Web to the NIMH community.

· Deal with ongoing electronic publication issues.

· Review and recommend changes to policy, procedures, or the structure of NIMH-affiliated Web pages to keep them up to date. 

· Advise NIMH units about policy, style, and content (except as it pertains to instruction).




D.
Web Master


The Web Master is responsible for the following:

	Responsibility


	Description



	Content
	· Link unit presentations by NIMH divisions, offices, branches, laboratories,  and sections to the NIMH Home Page after registry with the OCPL and all necessary approvals have been obtained.

· Receive E-mail and notification of all modifications to the Intranet.  Ensure that documents follow NIMH guidelines and policies.

· Monitor pages on a random “spot check” basis for technical quality assurance and notify the appropriate Web Keeper of any problems.

· Forward complaints of policy violations to the appropriate Web Keeper.



	Advisory Services
	· Deal with ongoing electronic publication issues from a technical and content standpoint on behalf of NIMH units.

 

	Removal of links
	· Remove links to any information, data, and/or graphics published through NIMH-sponsored servers that violate law or policy as directed by OCPL and the IDG.




	Page Requirements







Web pages are avenues for providing information that also engage an author’s creativity. Because of the wide range of software and hardware available to readers as well as evolving standards in electronic publishing, NIMH-sponsored Web pages must meet the present technical requirements specified below. They must also comply with the following NIMH policy guidelines that capture a body of pertinent laws, rules, and regulations.  All page requirements are subject to change pending periodic review by the OCPL and the IDG.
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A.
Technical Requirements

All pages published on NIMH Web sites must meet the following technical requirements.

	Technical Requirements
	Description


	Page Development (General)
	· HTML (Hypertext Markup Language) or CFM (Cold Fusion Module) are the development codes to be used.  Avoid the use of browser-specific coding.  Document authors should be aware of the variations in features available on different clients (Web browsers) and should author their documents accordingly.  For example, there is substantial variation among clients in their interpretation of the HTML standard for newer, more complex features such as forms. Clients also vary in how they render seemingly straightforward markup such as <CITE> and <BLOCKQUOTE>.  NIMH Web pages should be usable by all major clients to ensure equitable access to the information. 

The main Web site uses Cold Fusion (CF) software and HTML documents are                  being converted to cfm files to take advantage of CF’s capability of automatically incorporating designated headers, footers, sidebars, etc.  Wherever possible, databases and database-driven pages should be implemented to ensure that the website has the most up-to-date information.

· Validate and verify HTML code to ensure its compliance with HTML standards. Avoid marking up a document in such a way as to enhance its elegance when viewed by one browser while degrading its usability under other browsers. [Note: If you are determined to use extensions,  give the user the option of selecting an alternate presentation.  See the policy guidelines below on “Accessibility.”]

· An important goal for the NIMH collective Web services is to offer each user full access to the entire expanse of the distributed collection, regardless of the point at which the user enters the system. Reaching the goal of providing the convenience of "one-stop shopping" in a widely distributed system may require that each server sponsored by NIMH, in addition to serving its own particular constituency, provide links to other organizational servers.  In some cases, it is useful for "virtual servers" or servers that knit together disparate resources, to make a strong attempt to appear integrated, through common styles, buttons, environments, tools for the user, etc.

· Every attempt should be made to keep styles in collections consistent  (format, fonts, colors, etc).  Use font faces and colors that are easy to read and accessible to as wide an audience as possible.  It should be apparent that the documents are part of the same family.  Use of stylesheets is recommended.

	Page Body


	· Paragraphs within the body of a document should be clear and concise. Where the audience has a limited knowledge of the subject being addressed, it is often desirable to hyperlink explanatory information.  Hyperlinks to a glossary, footnotes, and external documents provide additional information to less informed readers.  Other effective uses of hyperlinks include graphics, tables, surveys, and indexes. 

· Care should be taken in separating and emphasizing content within a page.  Horizontal rules <HR> can often be used effectively to separate themes within a page.  However, the overuse of italics and bold can make text difficult to read. 

· Talking about mechanics rather than substance is considered to be in poor taste.  For example, the sentence “You can read more about this product in the tutorial which is linked here to this Home Page” is better stated “The tutorial will help you learn about this product.”  Avoid “Click Here.”



	Page 

Headers, Sidebars,

Footers, and Templates

	· All Division/Office/Labs Home Pages must use the gold or gray sidebar template.  Examples are:  http://www.nimh.nih.gov/childhp/index.htm and http://www.nimh.nih.gov/neuroinformatics/index.cfm.

Headers

· The NIMH logo will appear on every Web page, preferably in the upper left corner.  Use of the NIMH logo is limited to official NIMH entities.  Observe the following rules:

· Avoid setting the logo against graphic backgrounds that are complex and compete with the logo for visibility.  It should stand on its own and it must be readable.

· Do not redraw or alter the logo in any way.  You must use the following Pantone colors with the exception of black and white documents.  The logo can be found on the Intranet at https://intranet.nimh.nih.gov/images/show_logos.cfm. 

Gold color:                                        Blue color:

Pantone = 131                                    Pantone = 294

RGB                                                  RGB

R = 194                                             R = 0

G = 130                                             G = 57

B = 0                                                 B = 108

       CMYK                                               CMYK

C = 0                                                 C = 100

M = 27                                               M = 56

Y = 100                                             Y = 0

K = 9                                                 K =18

· The main Website uses a stylesheet throughout to give it a consistent look and feel.  The stylesheet defines the fonts, colors, etc.  All pages include the following:  header, descriptive title field, meta tags, and the stylesheet:

<HTML>

<HEAD>

<TITLE>NIMH – “Title”</TITLE>

<META NAME="KEYWORDS" CONTENT="National Institute of Mental Health, NIMH, additional keywords specific to each document>” 

<link rel="stylesheet" href="../mystyle.css">

</HEAD>

Meta tags are needed so that search engines can find relevant NIMH documents.  Keywords must include the words “National Institute of Mental Health, NIMH.” The title tags must are used so that people can easily identify NIMH documents. Without a title, search engines will name the document “Untitled” and bookmarked Web sites  will display with no title in the upper window bar. 

       Sidebars

· The sidebar can be either of the following designs:

        http://www.nimh.nih.gov/neuroinformatics/index.cfm or  http://www.nimh.nih.gov/childhp/index.htm 

Footers

· The bottom of every Web page (or document collection) should have an E-mail address or a link to an E-mail on the Home Page which can be used to contact a responsible party regarding the content of the page(s).  The E--mail address should not necessarily be that of an NIMH employee and may be that of the Web Master for the server on which the document resides if no content expert can be identified.

· Include the date the document was posted as well as an updated date for substantive changes.  

· Navigational aids such as a mapped bar or buttons which allow the user to move logically through the document.  For documents arranged like a book, the end-of-page links are to the table of contents, to the next chapter, to the previous chapter, and to the entry Home Page. 

       Templates

These templates are used for NIMH websites:

· Main category and second level pages have the same header, footer, and sidebar allowing for easy navigation through the entire site. Please view  http://www.nimh.nih.gov/publicat/index.cfm using Cold Fusion software as an example. CFINCLUDE and CFSET statements are included to automatically bring in the date, header, sidebar, and footer.

· Third and Fourth level pages have the NIMH logo in the upper left hand corner and a “blue bar underlining the title” format.  An example can be viewed at http://www.nimh.nih.gov/publicat/womensoms.cfm.  



	Section 508 Web Site Accessibility
	· Compliance with Section 508 is and will remain the responsibility of the NIMH and their components currently providing Web sites.

              See attachment A on Page 18

 

	Documents


	· Only one copy of each document shall be pointed to from other pages, documents, document collections, or Home Pages.  For example, there should be only one version of an NIMH report or publication.  For consistency and timeliness, individual programs should not create copies of documents but should point to the version where maintained by the creator.


	File Formats


	· The choice of file formats used should be based on the following considerations: (1) the intended use of the material by the target audience; (2) the accessibility of the format to the target audience; and (3) the level of effort required to convert the material to the format. 

· Material intended to be viewed, read, or browsed online should be prepared in cfm or html format (for text and tables) and GIF (for graphics).  JPEG format may be used instead of GIF for photographic material where there is a need to preserve a large number of colors.  In such cases, JPEG produces smaller files with minor loss of image precision.   The main website uses Cold Fusion (CF) software and html documents are being converted to cfm files to take advantage of CF’s capability of automatically incorporating designated headers, footers, sidebars, etc.  All new documents are being saved as cfm files.  

· Portable document formats, such as Adobe Acrobat, should not be used as the primary format unless converting the material to HTML is not feasible.  

· Avoid using downloadable documents in proprietary formats (for example Word or WordPerfect) because the software is unavailable to users who do not own the software (or the version used to create them).  If the document can not be converted to HTML, PDF is the preferred format.

· Although it is easier in many instances to create PDF than HTML, there are drawbacks.  For example, the contents of PDF files are not always included in site-wide full-text search indexes, everyone does not have PDF plug-ins in their Web browsers, PDF viewers require more powerful hardware for online viewing than a Web browser alone, and PDF documents are not readable by character-only browsers.

· Data files should be accompanied with adequate documentation of the file content and structured in a widely usable format such as ASCII or PDF.  Documentation for executable programs should include instructions for installation and use, as well as specifications for the platform needed to run the package (i.e., memory, disk space, operating system, etc.). 



	File Names
	· To ensure transportability across platforms, every effort should be made to use the 8.3 file naming conventions.  Names should be typed in lower case only. 



	Large or Complex Documents


	· Keep page size manageable for downloading or printing. Large files may not be viewable by some users, especially those with low-bandwidth and technical restrictions.  Although one large file is easier for an end user to print or download, consider also dividing large or complex documents (typically those larger than 5 screens) into multiple, smaller files. If the material is meant to be read consecutively, then a table of contents and division by chapter may be most appropriate.  If it is intended that the material be accessed randomly, then a division by section with keyword links to appropriate sections may be best.

· To assist users in navigating sectioned documents, each page should include a navigational mechanism that allows the user to logically progress through the document. 

· Specify the file size on large documents and images.



	Dates
	· Various methods are used internationally to represent dates. To avoid confusion, spell the name of the month—for example, April 19, 1997.



	Links


	· All links must be active. “Dead” links inevitably occur on Web servers as pages are modified, moved, or deleted over time. However, “dead” links can quickly damage a Web server's credibility. Accordingly, the responsible party for each Web site is charged with monitoring and maintaining its collection by correcting or removing “dead” links as soon as possible.  Markers should be placed giving the status of defunct pages (e.g., http://www.nimh.nih.gov/publicat/panfly.htm)

· NIMH Web pages should be "live" and not presented as "under construction." Although, portions of a page may be under construction, (that is, “live” pages may contain items with the "under construction" sign to advertise upcoming information), links to documents that are more than 50% under construction may not be placed on NIMH servers.  

· Documents should be designed to minimize users' reliance on the navigational aids in Web clients (e.g., back and forward buttons, history lists).  The back button, particularly, tends to retrace a path through every page the user has visited rather than logically backing out of a collection. Therefore, provide links that move logically forward and backward through a document or collection, as well as to the table of contents or index.

· Each page within a document or collection should include explicit links back to the entry Home Page for that document or collection.  The Home Page for each document or collection should include an explicit link back to the main NIMH Home Page.

· Links to files in proprietary or unusual formats (e.g., Microsoft Word®, PowerPoint®, Adobe Acrobat®, Quick Time, Real Audio, etc.) should be explicitly noted, along with instructions and links for using and downloading the appropriate viewer-helper application. Files should not exceed 1,000 KB.  It takes approximately 10 minutes for a 1,000 KB file to download from a 56K modem.  Specify file sizes and how many pages.

· Use relative links (that is, link to files housed in the current directory or in one above) instead of absolute links (http://www.nimh.nih.gov/.) for all documents because of portability and ease of maintenance.

When changing URLs on NIMH servers, coordination may be required with external servers that point to those URLs.  When moving a document(s) to a new URL, provide directions to the new location.

	
	· Links to files larger than 50 kilobytes should include an explicit note of the file size. Keep page size manageable for downloading or printing. Although one large file is easier for an end user to print or download, consider also dividing large or complex documents (typically those larger than 5 screens) into multiple, smaller files. If possible, files should be divided along logical break points such as chapters or sections.

· Reasonable care should be given to linking to other servers distributing materials likely to be in violation of copyright or of local, State or Federal laws, or of NIMH policy.



	Images
	· All files must be in *.GIF or *.JPG format.  (Animated GIFS are acceptable.)  In addition, all graphics must:

1. Use the ALT attribute in the <IMG> tag.  Make the ALT tag as descriptive as possible.  Include the wording "Image of" before the description - e.g. Image of ADHD Publication Cover.  People without graphics capability may be confused if you don't specify that they are looking at an image.

2. Use the HEIGHT and WIDTH attributes in the <IMG> tag  (do not include if all text is not visible in the ALT tag).

3. Be no wider than 500 pixels in order to display on the typical web browser's 500 pixel wide viewing window on a 640 by 480 monitor.

4. Use thumbnail images or text to link to pages with large images.  Image resolution may often be reduced without compromising the information conveyed.

5. Be stored in the same directory (in an “images” subdirectory) as the Web page or presentation to make it easier to move, if necessary, from one machine to another.

· Keep graphics/images to an essential minimum since they slow page access and can frustrate viewers.  

· Images should not be used for pure decoration.  Images are appropriately used to help convey information or to create a consistent and recognizable "look and feel" for a collection. [Note: Image size can often be reduced significantly by reducing the color depth, especially for non-photographic material such as charts and graphs. Image resolution may often be reduced without compromising the information conveyed].



	Audio and Video Files
	· Present sound and video clips only as a screen option for viewers.

· Captioning must be provided for all audios and videos added to the Web after June 21, 2001. 

· Include the file size (e.g., 10K or 2MB) so users will know how long it will take to download the file.

· Indicate the audio format (e.g., *.WAV) or video format (e.g., *AVI).



	Navigation Aids
	· Because Web visitors may enter a page without going through the NIMH Home Page, be sure to provide navigation aids to let them know where they are.  For example, provide a button bar or unit name and/or logo that helps set forth the relationship of the page with other NIMH pages.



	DHHS Icons and Images
	· Standard HHS icons are located at “http://www.os.dhhs.gov/images/” and may be used to embellish Web presentations. The same guidelines that apply to use of the NIMH logo similarly apply here.

 

	Other Technical Restraints
	· Pages should be designed for efficient transfer over low-bandwidth connections. Test your pages on primary users for acceptance before seeking registration or requesting linkage to the NIMH Home Page.  In doing so, test your pages using two or more graphical browsers (for example, Internet Explorer® and Netscape®).  Control varies from one browser to another. Using at least two will allow you to see what your readers may be seeing.

· Also test all pages in a character-only browser, such as LYNX, to ensure compliance with the Americans with Disabilities Act (ADA).  Authors should be aware of the variations in features available on different clients and should construct their documents accordingly. 

· Do not use computer “cookies” for public access to the Web site.  The privacy notice can be found at http://www.nimh.nih.gov/outline/disclaim.htm and should be posted on all top-level pages.. 




B.
Policy Requirements

All pages published for Web distribution must meet the following policy prerequisites.

	Policy Requirement


	Description

	Clearances


	· Web documents that are clearly derived from printed publications do not need additional Departmental clearance but will need the above approvals to be linked from the organizational Home Page.  Electronic versions of publications shall not be released before the printed version has completed the clearance process.  Web documents with no print counterpart require content clearance and will follow the same clearance procedures as print documents.  They must be checked for scientific accuracy and public affairs clearance particularly if they might have policy or other implications. 



	Embargo/Release
	· Information release must comply with any embargoes.  Whenever possible, electronic release should be coordinated with release of printed publication so that press releases and other publicity can mention electronic availability and include the URL.



	Copyright and Special Permissions
	· Written permission must be obtained from the author or creator of copyrighted or published information, graphics, or photographs before using them.

· Written permission must be obtained from an individual before using any photographs or graphics of the individual or any personal information about him/her.

· Copyright and source attributions must appear in the document where appropriate.  [Note: All releases will be filed with the Web Master.]



	Local, State and Federal Law
	· Authors may not provide or distribute:

1. Patient information disclosures;

2. Material subject to the Privacy Act;

3. Confidential or sensitive information of whatsoever kind;

4. Sexually explicit, harassing, or threatening material;

5. Any matter that creates a hostile working environment;

6. Explicit or implied commercial endorsements or products or services.



	Inappropriate Material for NIMH Web Pages
	Inappropriate material includes, but is not limited to: 

· Personal information including hobbies, family members, etc.; 

· Professional information relating to non-NIH activities; 

· Links to sites unrelated to professional information (e.g., soap opera digests, special interest political groups, collections of photos of entertainers, etc.).



	Restricted Access
	· Sensitive, confidential, or privacy information should not be placed in publicly available directories. In some instances, there may be a need to place documents that are not officially public (i.e., discussion drafts, prototypes, content that is in development, etc.) in a non-private directory for access by a geographically distributed workgroup, test group, or team.  The sponsoring program is responsible for determining whether to have the Web Master protect the materials to prevent access by unauthorized individuals.

· Documents and collections that are not public (i.e., not yet published, not fully marked up or tested, internal working group notes, etc.) should not be linked to publicly accessible documents or placed in publicly available directories without information on the restrictions and an explicit notice such as: “Coming soon expanded information about...”or  “Internal Working documents...”  Pre-release information that is available on the open Internet should be restricted by domain, IP address, or password.

· Postings to NIMH Web sites are official NIMH disclosures and must be consistent with other NIMH disclosures of the same or similar information. For example, if requests for draft NIMH documents are routinely denied from Freedom of Information Act requesters as pre-decisional to protect the integrity of NIMH's deliberative process, then it would be more appropriate to post draft documents on the NIMH intranet rather than on the public Web site.    



	Security Matters
	· If you have public access Web pages residing on computers or servers other than official NIMH-sponsored servers, you are required to mount appropriate security software to prevent tampering of the NIMH network and data files.



	Other Applicable Policies


	Other DHHS/PHS/NIH/NIMH policies may apply to Web sites and related activities.  All authors are responsible for keeping current on any such policies, as well as on any other laws or regulations potentially applicable to electronic publishing.  Potential policies that may apply are:

1.     Information for NIH Web Developers (http://www.nih.gov/news/Information/develop.htm);

2.   “World Wide Web Applications and the Internet Best Practices and           Guidelines,” published by DHHS (http://www.os.dhhs.gov/progorg/oirm/bestguid.html#1);

3. NIH security advisories on automated information systems, available through the Division of Computer Research Technology (DCRT);

4.    NIH-wide electronic mail policy;

              5.    NIMH Research Services Branch (RSB) policies and guidelines on        the use of IRP servers and information technology resources;

6. “Writing Accessible HTML Documents,” published by the Center for Information Technology Accommodation (CITA), General Services Administration.



	
	


Personal Web Pages
The NIMH supports the concept of freedom of expression and of scientists, fellows, and staff creating personal Web pages that provide information relevant to their work.  Personal Web pages are subject to all existing laws and NIMH policies as set forth in this guideline.  Personal Web pages may not be used, however, for personal gain or for promoting personal interests.  Nor may they give the impression that the opinions they express represent those of NIMH unless clearly authorized (explicitly or implicitly) to do so.  Individual personal pages, separate and apart from a laboratory’s, branch’s, or section’s Web presentation, will not be registered by the Office of Communications and Public Liaison.

Government Information Locator Service (GILS)

For information resources and products on NIMH servers, GILS locator records are required for submission to the Office of the Secretary, Assistant Secretary for Management and Budget, Office of Information Resources Management, U.S. Department of Health and Human Services (DHHS/OS/ASMB/OIRM).  Web Keepers may contact the Web Master for the DHHS GILS system.  

Policy Violations

Violations of NIMH Web page policies, guidelines, or implementing procedures may result in access restrictions to the pages involved and/or to NIMH information technology resources. Any questions regarding apparent violation of policy or law should be submitted to the appropriate authority as defined below in this section.
A Web site may be removed from the NIMH registry and server pending investigation into whether or not any violation has occurred.  Generally, notification of removal will be issued at least three (3) working days in advance from the OCPL to the E-mail address listed for the Web Keeper of the page(s) in question.  A Web site may be removed without prior notice, however, when required by and consistent with applicable policies or law.  Removals will be performed by the Web Master.  Removals may be appealed by the division, office, branch, laboratory, or section chief responsible for the site to the OCPL and IDG.  

The following entities are responsible for ensuring due process for investigation and response to violations of law or policy:

	Responsible Authority


	Scope of Handling Policy Violation

	Web Keeper
	· This person is accountable for the content and maintenance of a Web presentation to his/her division, office, branch, laboratory, or section chief, including the prompt removal as necessary of any data, information, graphics, and/or links to non-server sites that violate local, State, or Federal law, or DHHS/PHS/NIH/NIMH policy.



	Web Master
	· This person must notify the responsible party(ies) and the OCPL if she/he becomes aware of any potential violation of law or policy regarding NIMH Web pages.  Normally this will occur at least three (3) days in advance of any action being taken by the Web Master to restrict access to the site in question.  Such action shall consist of removing the link from the site to the NIMH Home Page.  However, to permit the prompt and informal resolution of any alleged violation, the unit may, in consultation with the NIMH, negotiate a response to cure the violation during the 3-day period prior to any action being taken that would restrict others’ public access to the site in question.




DEFINITIONS



Words Every Author Should Know!
Document

An information set presented as a single resource item that may be comprised of one or more Web pages.

Document Collection: A set of logically related documents that comprise a Web presentation aggregated by subject or source.

GILS (Government Information Locator Service)

A distributed automated inventory of all Federal information dissemination products and automated information systems made available as an online locator (“library card”) mandated by the Paperwork Reduction Act of 1995; available at: “http://www.usgs.gov/gils/

gilscopy.html”).

Home Page

The first Web page to be loaded upon entering a Web site; the point of entry to a series (or collection) of pages that comprise a Web presentation or subject/ content area. Home Pages for individual NIMH units must register to be linked to the NIMH Home Page. 

Link

A one-way connection from one page to another on the World Wide Web.  Also referred to as a “URL.”  The page linked to may or may not reside on the same Web site or server.

Web Keeper

The person accountable for the content and maintenance of a Web presentation to his/her division, office, branch, laboratory, or section chief.  Duties include the prompt removal as necessary of any data, information, graphics, and/or links to non-server sites that violate local, State, or Federal law, or DHHS/PHS/NIH/NIMH policy.
Web Master

The person responsible for the overall technical/content maintenance of the NIMH Home Page and links thereto from NIMH division, office, branch, laboratory, and section units.

Web site

An electronic document or file that has been formatted in HTML (Hypertext Markup Language) to be viewable on the World Wide Web, including any combination of text, graphics, sound, and/or video accessible via computer and appropriate Web browsing software. Also known as a Web presentation or page. The main computer used to mount this place for electronic access is called a “server.”

Attachment A

Section 508 Web Site Accessibility Technical Requirements.

         The criteria for web-based technology and information are based on access guidelines developed by the Web Accessibility Initiative of the World Wide Web Consortium. Many of these provisions ensure access for people with vision impairments who rely on various assistive products to access computer-based information, such as screen readers, which translate what's on a computer screen into automated audible output, and refreshable Braille displays. The use of text labels or descriptors for graphics and certain format elements. (HTML code already provides an "Alt Text" tag for graphics which can serve as a verbal descriptor for graphics). This section also addresses the usability of f multimedia presentations, image maps, style sheets, scripting languages, applets and plug-ins, and electronic forms.

Detail of Section 508 Web Site Technical Requirements

All pages published on NIMH Web sites must meet the following technical requirements.

	Technical Requirements
	Description

	Text Equivalent

 
	A text equivalent means adding words to represent the purpose of a non-text element. Associating text with non-textual content is easy for anyone familiar with HTML. This standard requires that when an image indicates a navigational action such as "move to the next screen" or "go back to the top of the page," the image must be accompanied by actual text that states the purpose of the image, in other words, what the image is telling you to do. This standard also requires that when an image is used to represent page content, the image must have a text description accompanying it that explains the meaning of the image. 

Example of Source Code: <img src="logo-green.gif" Alt="Access  Board Logo" border="0" width="142" height="140">

This standard is necessary because assistive technology cannot describe pictures, but can convey the text information to the user. Therefore, the text information associated with a non-text element should, when possible, communicate the same information as its associated element. For example, when an image indicates an action, the action must be described in the text. The types of non-text elements requiring actual text descriptions are limited to those elements that provide information required for comprehension of content or those used to facilitate navigation. Web page authors often utilize transparent graphics for spacing. Adding a text description to these elements would produce unnecessary clutter for users of screen readers. For such graphics an empty ALT attribute is useful.

Example of source code: <IMG src="transparent.gif" alt=" ">




	Technical Requirements
	Description

	Multimedia Presentations


	Captioning for the audio portion and audio description of visual information of multimedia presentations are considered equivalent alternatives. This standard requires that the audio portion of a multimedia production be captioned, and that captioning is synchronized with the audio. Synchronized captioning is required so someone reading the captions can also watch the speaker and associate relevant body language with the speech.

	Color

 
	When colors are used as the sole method for identifying screen elements or controls, persons who are color blind as well as those people who are blind or have low vision may find the Web page unusable. This standard does not prohibit the use of color to enhance identification of important features. It does,  however, require that some other method of identification, such as text labels, must be combined with the use of color. This standard addresses not only the problem of using color to indicate emphasized sized text, but also the use of color to indicate an action. For example, a Web page that directs a user to "press the green button to start" should also identify the green button in some other fashion than simply by color.

	StyleSheet


	Stylesheets allow Web site designers to make Web pages with consistent appearance that can be easily updated. For instance, without stylesheets, making headings appear in a large font while not affecting the surrounding text requires separate tags hidden in the document to control font size and boldface attributes. For this reason, a user with low vision may use a stylesheet so that regardless of what Web pages he or she visits, all text is displayed in an extra large font with white characters on a black background. If designers set up their pages to override user-defined stylesheets, people with disabilities may not be able to use those pages. For good access, therefore, it is critical that designers ensure that their Web pages do not interfere with user-defined stylesheets. 

      Example of source code: <link rel=stylesheet type=”text / css” href=”section508.css>

Web site example of stylesheets: http://www.section508.gov/ 


	Technical Requirements
	Description

	Content Tracking


	This standard provides a method to facilitate the easy tracking of page content that provides users of assistive technology the option to skip repetitive navigation links. Web developers usually place a host of routine navigational links at a standard location - often across the top, bottom, or side of a page. If a nondisabled user returns to a Web page and knows that he or she wants to view the contents of that particular page instead of selecting a navigation link to go to another page, he or she may simply look past the links and begin reading wherever the desired text is located. For those who use screen readers or other types of assistive technologies, however, it can be a tedious and time-consuming chore to wait for  the assistive technology to work and announce each of the standard navigational links before getting to the intended location. In order to alleviate this problem, the section 508 rule requires that when repetitive navigational links are used, there must be a mechanism for users to skip repetitive navigational links. Add a tag just after the <BODY> tag that Jumps to an anchor at the beginnig of your Page’s content:

   <a href="#navskip"><img src="blank.gif" alt="skip to main content"></a>

        <a name="navskip"></a><h1> The main content...</h1>
Web site example of skip navigational links: http://www.webaim.org/


	Data Table

 
	Paragraphs (g) and (h) permit the use of tables, but require that the tables be coded according to the rules for developing tables of the markup language used. Large tables of data present tremendous problems for accessibility. Screen readers can easily get “lost” inside a table because it may be impossible to associate a particular cell that a screen reader is reading with the corresponding column headings and row names for that cell. For instance, assume that a salary table includes the salaries for Federal employees by grade and step. Each row in the table may represent a grade scale and each column may represent a step. Thus, finding the salary corresponding to a grade 9, step 5 may involve finding the cell in the 9th row and the 5th column. For a salary chart of 15 grade scales and 10 steps, however, the table has at least 150 cells and it is easy to imagine that a user at the 7th row and 8th column may have some difficulty using the table.




	Technical Requirements
	Description

	Multi-logic Row or Column Headers

 
	Using the "ID" and "Headers" Attributes in Tables

Winter

Summer

 Morning

 Afternoon                                              

 Morning

 Afternoon  

Wilma

9-11

12-6

7-11                                                       

12-3

Fred

10-11

12-6

9-11

12-5

<table>

<tr> 

                    <th>&nbsp;</th> 

                    <th colspan="2" id="winter">Winter</th> 

                    <th colspan="2" id="summer">Summer</th> 

               </tr> 

               <tr> 

                    <th>&nbsp;</th> 

                    <th id="am1">Morning</th> 

                    <th id="pm1">Afternoon</th> 

                    <th id="am2">Morning</th> 

                    <th id="pm2">Afternoon</th> 

               </tr> 

               <tr> 

                    <td id="wilma">Wilma</td> 

                    <td headers="wilma am1 winter">9-11</td> 

                    <td headers="wilma pm1 winter">12-6</td> 

                    <td headers="wilma am2 summer">7-11</td> 

                    <td headers="wilma pm2 summer">12-3</td> 

               </tr> 

               <tr> 

                    <td id="fred">Fred</td> 

                    <td headers="fred am1 winter">10-11</td> 

                    <td headers="fred pm1 winter">12-6</td> 

                    <td headers="fred am2 summer">9-11</td> 

                    <td headers="fred pm2 summer">12-5</td> 

               </tr> 

         </table>

Web site example: http://www-3.ibm.com/able/tableheaders.html




	Technical Requirements
	Description

	Client-side Image Maps


	Making this client-side image map accessible is considerably easier to describe: simply include the "ALT" attribute and area description inside each <AREA> tag. The following HTML demonstrates how to make a client-side image map. The boldface sections are required to make this map accessible.

         <img src="navbar.gif" border="0" usemap="#Map">

         <map name="Map">

             <area shape="rect" coords="0,2,64,19" href="general.html" alt="information about us">

             <area shape="rect" coords="65,2,166,20" href="jobs.html" alt="job opportunities">

             <area shape="rect" coords="167,2,212,19" href="faq.html" alt="Frequently Asked Questions">

             <area shape="rect" coords="214,2,318,21" href="location.html" alt="How to find us">

             <area shape="rect" coords="319,2,399,23" href="contact.html" alt="How to contact us">

         </map>

	Frames

 
	The NIMH Web site does not using any kind of frames.



	Flashing of Flickering


	Flashing or flickering elements are usually added through technologies such as animated gif's, Java applets, or third-party plug-ins or applications. Java applets and third party plug-ins can be identified by the presence of <APPLET> or <OBJECT> tags. Animated gif's are images that download in a single file (like ordinary image files), but have content that changes over short periods of time. Like other images, however, they are usually incorporated through the use of the <IMG> tag.

	Text-only Pages

 
	Text-only pages must contain equivalent information or functionality as the primary pages. Also, the text-only page shall be updated whenever the primary page changes.

Example of source code: <div ID=”textonly”> <p><a  HREF =”../textonly/default.asp”>Text Only</a> </p></div>

Web site example: http://www.disability.gov/ 


	Technical Requirements
	Description

	Scripting Language


	This standard requires Web page authors to ensure that all the information placed on a screen by a script shall be available in a text form to assistive technology. Standards for scripts (l) and applets and plug-ins (m) have similar purposes. Web page authors have a responsibility to provide script information in a fashion that can be read by assistive technology. When authors do not put functional text with a script, a screen reader will often read the content of the script itself in a meaningless jumble of numbers and letters. Although this jumble is text, it cannot be interpreted or used.     

	Applets and Plug-ins


	While most web browsers can easily read HTML and display it to the user, several private companies have developed proprietary file formats for transmitting and displaying special content, such as multimedia or very precisely defined documents. Because these file formats are proprietary, Web browsers cannot ordinarily display them. To make it possible for these files to be viewed by Web browsers, add-on programs or "plug-ins" can be downloaded and installed on the user's computer that will make it possible for their Web browsers to display or play the content of the files. This standard requires that Web pages that provide content such as Real Audio or PDF files also provide a link to a  plug-in that will meet the software standards. It is very common for a Web page to provide links to needed plug-ins. For example, Web pages containing Real Audio almost always have a link to a source for the necessary player. This standard places a responsibility on the Web page author to know that a compliant application exists, before requiring a plug-in. Plug-ins can usually be detected by examining a page's HTML for the presence of an <OBJECT> tag. Some plug-in manufacturers, however, may require the use of proprietary tags. Like plug-ins, applets can also be identified by the presence of an <OBJECT> tag in the HTML source for a Web page. Also, an <APPLET> tag may also signal the inclusion of an applet in a Web page.




	Technical Requirements
	Description

	Electronic Forms


	Currently, the interaction between form controls and screen readers can be unpredictable, depending upon the design of the page containing these controls. HTML forms pose accessibility problems when Web developers separate a form element from its associated label or title. For instance, if an input box is intended for receiving a user's last name, the Web developer must be careful that the words "last name" (or some similar text) appear near that input box or is somehow associated with it. Although this may seem like an obvious requirement, it is extremely easy to violate because the visual proximity of a form element and its title offers no guarantee that a screen reader will associate the two or that this association will be obvious to a user of assistive technology.  The following form demonstrates these problems. Visually, this form is part of a table and each field is carefully placed in table cells adjacent to their corresponding labels (n.b. formatting forms with tables are, by no means the only situation presenting the accessibility problems inherent in forms; tables merely illustrate the problem most clearly).

First Name:

[image: image3.png]| [





 Last Name:


While the relationship between the titles "First Name" or "Last Name" and their respective input boxes may be obvious from visual inspection, the relationship is not obvious to a screen reader. Instead, a screen reader may simply announce "input box" when encountering each input box. The reason for these difficulties is revealed from inspecting the HTML source for this table. The following code is a simplified          version of this table.

<FORM>

           <TABLE>

             <TR>

               <TD><B>FIRST NAME:</B></TD>

               <TD><INPUT TYPE="TEXT" NAME="FIRSTNAME"></TD>

             </TR>

             <TR>

               <TD><B>LAST NAME:</B></TD>

               <TD><INPUT TYPE="TEXT" NAME="LASTNAME"></TD>

             </TR>

           </TABLE>

           <P>

           <INPUT TYPE="SUBMIT" VALUE="SUBMIT">

         </FORM>

The two pairs of form elements are indicated in bold above. The problem created by laying out form elements inside of this table is now clear--- the form elements are separated from their labels by the formatting instructions for the table. 

The first rule of thumb is to place a label adjacent to input fields, not inside the input fields or in separate cells of a table. For the Web developer who does not wish to place form elements immediately adjacent to their corresponding titles, the HTML 4.0 specification includes the <LABEL> tag that lets web developers mark specific elements as "labels" and then associate a form element with that label. There are generally two ways to use the label tag: explicit labels and implicit labels.  

"Explicit Labels" Work Well 

Explicit labeling worked extremely well with all popular assistive technology and we recommend their use in all but the very simplest of tables. We recommend that all agencies ensure that their web developers are familiar with these important concepts. 

Using "explicit" labels involves two distinct steps: 

 Use the <LABEL> Tag and Associated "FOR" Attribute to Tag Labels. In other words, identify the exact words that you want to use as the label for the form element and enclose those words in a <LABEL> tag. Use the "FOR" attribute to uniquely identify that element. Use the "ID" Attribute in the Associated Form Element. Every form element supports the "ID" attribute. By setting this attribute to the identifier used in the "FOR" attribute of the associated <LABEL> tag, you "tie" that form element to its associated label. 

For instance, we have rewritten the HTML code for our simple form-inside-a-table to include explicit labels below. The new HTML code for the explicit labels is indicated in bold.

      <FORM>

           <TABLE>

             <TR>

               <TD><B> <LABEL FOR="first">FIRST NAME:</LABEL> </B></TD>

               <TD><INPUT TYPE="TEXT" NAME="FIRSTNAME" ID="first"></TD>

             </TR>

             <TR>

               <TD><B> <LABEL FOR="last">LAST NAME:</LABEL> </B></TD>

               <TD><INPUT TYPE="TEXT" NAME="LASTNAME" ID="last"></TD>

             </TR>

           </TABLE>

           <P>

           <INPUT TYPE="SUBMIT" VALUE="SUBMIT">

         </FORM>

Avoid Using "Implicit Labels" 

In "implicit" labels, the form element and its associated label are contained within an opening <LABEL> tag and a closing </LABEL> tag. For instance, in the table above, an implicit label to associate the words "First Name" with its associated input cell, we could use an implicit label as follows, 

             <LABEL>

             <TR>

               <TD><B>FIRST NAME:</B></TD>

               <TD><INPUT TYPE="TEXT" NAME="FIRSTNAME"></TD>

             </TR>

             </LABEL>

In a nutshell, that's all there is to making HTML form elements accessible to assistive technology. In our testing, this technique worked extremely well in much more complicated and convoluted forms and it should work well in all agency HTML forms. 

Implicit labeling should be avoided for two reasons. First, implicit labeling is not reliably supported by many screen readers and, in particular, does not work well if explicit labels are simultaneously used anywhere on the same web page. Often, the output can be wildly inaccurate and confusing. Second, if any text separates a label from its associated form element, an implicit label becomes impractical and confusing because the label itself is no longer easily identified with the form element.   Web site example of an accessible form: http://www.tricare.osd.mil/cap/requests/accommodation_req_form.cfm
                     


	Technical Requirements
	Description

	Time Response


	Web pages can be designed with scripts so that the web page disappears or "expires" if a response is not received within a specified amount of time. Sometimes, this technique is used for security reasons or to reduce the demands on the computer serving the web pages. A disability can have a direct impact on the speed with which a person can read, move around, or fill in a web form. For instance, someone with extremely low vision may be a slower-than-average reader. A page may "time out" before he is able to finish reading it. Many forms, when they "time out" automatically, also delete whatever data has been entered. The result is that someone with a disability who is slow to enter data cannot complete the form. For this reason, when a timed response is required, the user shall be alerted via a prompt and given sufficient time to indicate whether additional time is needed.                                                             
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