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AIS Sport Home Page Web Guidelines
Purpose and scope

These guidelines provide direction for the creation of content and maintenance of AIS sport home pages on the ASC website. 
Background
The AIS website includes a section for each AIS sport, in order to:

· provide target audiences with basic information about each AIS sport 

· reduce the workload for Sport Coordinators by target audiences locating information via the internet rather than contacting sports directly.

Target audiences of AIS sport home pages include
· national sporting organisations (NSO) and members of the state institute of sport/state academy of sport (SIS/SAS) network

· sponsors, licensees and corporate partners

· members of the media

· athletes (former, current and prospective) and their families
· the general public (especially school students). 
In most cases, related sport programs are grouped together to help the public find information. For example, the three cycling programs Men’s Track Cycling, Women’s Track Cycling and Road Cycling are listed on the one home page. 
Responsibilities
	Area
	Responsibility

	AIS Sport Coordinators
	Ensuring content for their sport is up to date, relevant and adheres to corporate guidelines. This includes:
· conducting an annual review of all web content

· posting athlete and coach profiles in a timely fashion.



	Corporate Communications
	Broad responsibility for ensuring all web content is appropriate and conforms to current corporate priorities and guidelines.
In addition, Corporate Communications:
· annually reviews each sport’s web  content
· edits the home page of each sport.


	Web Services
	Assists Sport Coordinators and Corporate Communications with technical aspects of website.



Guidelines
Sport home page
Each home page is the front door for your sport and, as such, are important parts of the ASC website. 

Editing of home page text

All text on each sport’s home page must be edited by Corporate Communications before it is posted to the web. This ensures these important pages conform to corporate guidelines. 

Home page content 

Coordinators should draft their home page text using the following format:

· Opening paragraph — an exciting description of the sport.

· Second paragraph — a brief description of the AIS program.
· ‘About the program’ section must include at least:
· year of AIS program establishment 
· description of program, including a mention of relevant NSO
· where the program is based and overview of facilities.
· ‘About the sport’ section must include at least:
· description of the sport, including a mention of relevant NSO.
· Images 
· a maximum of three images can be uploaded to your sport home page (for example, http://www.ausport.gov.au/ais/sports/sailing/home) 
· Images must have captions and ‘ALT’ tags that clearly describe the content of the images.

Good examples of sport home pages:

· Canoe Slalom: http://www.ausport.gov.au/ais/sports/canoeing_slalom/home 

· Cycling: http://www.ausport.gov.au/ais/sports/cycling/home
News and results tab

This page includes sport results and news. When Corporate Communications uploads news articles involving your sport we add links of these stories here.

Sport Coordinators can also add their own news and results here, but they must follow these instructions to do so. If you have any problems with this process give Corporate Communications a call.
Important things to note when posting sports results:

· news headlines must make sense
· use sentence case and ensure that the name of sport is in the headline (wherever possible). For example, use: ‘Jones takes out first place in swimming world championships’ rather than: ‘JONES TAKES OUT FIRST’.
· images must be sourced from the ASC image library 
· if you wish to include an image that is not in the ASC image library you must obtain written permission from the owner of the image to use It.
Athletes tab

Sport Coordinators are responsible for ensuring that all current athletes in their sport have an up-to-date profile on the ASC website.
Follow these instructions to post athlete profiles. 

Athlete profiles must include:
· correct spelling of name
· a recent image of the athlete in AIS uniform (images should be no older  than two years)

· correct date of birth — in DD/MM/YYYY format

· correct place of birth — written as ‘town/city name, state’ (where state is spelt out in full, for example: ‘New South Wales’ not ‘NSW’)

· up-to-date answers to the three standard questions:
· What is your most significant achievement in sport?
· What is your major sporting goal?
· What keeps you busy outside sport?
Coaches tab
Sport Coordinators are responsible for collecting information from coaches and then writing profiles.

A form at the end of this document can be sent to coaches, which will assist coordinators in obtaining accurate and relevant information. 

Follow these instructions to post coach profiles. 

Coach profiles must:

· be approximately 150 words long (more information can be provided on an additional page if absolutely required)

· be written in the third-person (for example: ‘Martin was appointed head coach for men’s basketball in March 2003’.).
· include an up-to-date photo of coach in AIS uniform 

· use bullet points wherever possible (to make the profile easy to read)
· be reviewed annually

· include related links to media stories in which the coach is mentioned

· include:

· year of joining AIS

· current position at AIS and broad description of that role

· immediate past position/organisation
· past Olympic/Paralympic/world championship roles

· name of relevant NSO.
If relevant (and interesting to a person you would meet on the street), coach profiles can also include:

· brief history of involvement in sport, including past athletic career
· further detail about past position/organisation
· major coaching achievements

· qualifications 

· a quote from coach.
Scholarships tab
This page should provide information about how athletes are selected to become scholarship holder in the program. 
It should include a description of the typical athlete participating in the program and, wherever possible, an example of training programs which athletes will typically follow.
This information is particularly popular with school students and, if accurate and written clearly, will reduce the number of phone calls/emails that coordinators receive. 

Contacts tab
At a minimum, the following information should be provided:

Enquiries regarding scholarships can be directed to:

Australian Institute of Sport <insert name of sport>
PO Box 176
Belconnen ACT 2616
Tel: (02) 6214 ####
Fax: (02) 6214 ####
or send an enquiry to <insert name of sport>
For details of <insert name of sport> activities in your area check the Australian Sports Directory and the Australian Sports Calendar online.
Note: we do not list contact names or email addresses on the ASC website. Instead we provide generic contact information, with a link to an email enquiry form. Emails sent through this form will be forwarded to the appropriate sport coordinator. 
Achievements tab (optional)
This page provides a place to list major achievements over the history of the program.
If this page is active, it should be kept neat and tidy with new achievements listed each year. If no new achievements are listed in a 12-month period, the tab should be set as ‘under construction’ in the My Source admin section. It can be republished when achievements are added.
Competition tab (optional)
This page provides a place to list the competitions that AIS athletes will be participating in during the coming year.
Competition schedules work best using tables — Web Services can assist coordinators in using My Source Matrix to create and manage tables. 
If this page is active it should be updated each year, otherwise it should be removed. 
Sponsors tab (optional)
Sport programs with individual sponsors should recognise their sponsors on this page. 
Before adding a sponsor to this page, coordinators should contact the Sponsorship and Branding Manager in Corporate Communications to ensure you list the sponsor correctly. 
- END -

	Version 
	Created By
	Originating Program
	Approved by
	Date
	Revision Date
	TRIM reference

	Version 1.0
	Chris Owens
	Corporate Communications
	Bevan Hannan
	1 September 2009
	1 September 2011
	2009/054185/D


AIS coach profile template

This template provides information for the coordinator of your sport to complete your profile on the ASC website.

Please fill in the form, ensuring that you supply information in all bolded categories. Also please make sure you mention the national sporting organisation for your sport at least once.

Any additional information supplied using this form will be evaluated by your sport’s coordinator for inclusion in your profile. 

	TYpe
	Responses

	Your name
	

	Your title
	For example: Head Coach, Senior Coach, etc.

	Brief description of your responsibilities at the AIS
	For example: Sue provides centre court coaching expertise to the AIS Netball coaching group and works closely with the head coach Simone McKinnis in the day-to-day coaching, management and long-term development of the AIS squad.

	Year you joined the AIS
	

	Past positions/employers
	Immediate past position/employer at least — a complete list of relevant past positions is helpful.

	Brief history of involvement in sport including past athletic career
	

	Major coaching achievements
	

	Qualifications
	

	Brief quote — about your sport, AIS or ASC, etc. 
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