Suggested Process for a Curia Website

Very Early Planning Steps

1. Form a committee to look into procuring a website and to suggest what to include on a website, and put plans down on paper including:

a. What content to include (making sure to include those required in Guidelines)

b. Where to obtain website hosting from

c. What processes to use to:

i. Develop initial website

ii. Update websites

iii. Answer e-mails from website

iv. Inform people about website

v. Determine who does what

d. What the website address will be -  www.???.Com/org/info?

2. Have the committee report to the Curia officers, and adjust plans; revise paper.

3. Discuss plans at Curia meeting, and adjust.  Again, document what is planned.

4. When there is agreement, vote to approve the funds to start the website.

Early Planning Steps 

1. Determine specifically, who does what.  Appoint:

· Webmaster – It is suggested to appoint a webmaster.  The webmaster is the person who puts online what the curia decides should be placed online.  If approval is given from Regia, the Curia can add a new officership, such as assistant secretary to do the job.  Another option is to add webmaster as part of the duties for secretary, or of another position – other than president.  Another option is to pick a member of the curia, who is not a curia officer (but is an officer of a praesidium) to do the job.  Generally speaking, it is preferable for the webmaster to be a curia board officer.

· Reviewer– It is suggested that someone, such as the president or VP be named as the reviewer of what goes online.  This person would approve the initial website and all major updates.  He would review the website on a regular basis.  His main job is to makes sure it conforms to Curia decisions and Concilium website guidelines.  This could be one person or a committee.

· E-mail responder – The person can be the same as the webmaster or reviewer.  Someone should be appointed to receive e-mail generated from the website and see that it is answered properly.

· E-mail reviewer – This person should, ideally, be the Curia president or VP and should review the e-mails sent by the E-mail responder.

· Correspondent – Your Regia Correspondent should receive a copy of all answers to e-mails sent to the website

2. Determine specific process for building and updating website:

· Determine specifically if approval is required before making updates (and, if so, by whom), or if the website will be reviewed after each update, or simply on a regular basis.

· Generally, it is best to allow posting of news, schedules, and some other information without requiring prior approval.  

· Generally, it is best to have a back-up reviewer if you require pre-approval

· Determine a process for the Spiritual Director to review the website, and to be involved on questions where he feels it is appropriate

· It is usually best to not require pre-approval of all changes by the spiritual director

· Determine a method to ensure that all curia members have a way to suggest additions, subtractions, and changes to the website

· Have a regular way of documenting a review of the website a minimum of twice a year.

Later Planning Steps

· After 3 – 6 months, reconsider process

· Every 6 - 24 months, reconsider process
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