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WEB SITE UPDATE SCHEDULE & STYLE GUIDE 
Pineville UMC’s Web site is one of our primary methods of communication with members of the congregation and, more importantly, with members of the community who are seeking a church home and/or information about our programs.  It is CRITICAL that we present a site that is current and consistent in both information and format/style.  To that end, members of the congregation and/or staff who are charged with maintaining the Web site should follow the update schedule and adhere to the style and formatting guidelines outlined here. They are intended to provide simple, uniform tools that will make our Web site the resource we (and God!) intend it to be. 
SCHEDULE 

●  WEEKLY:  One person should set aside one to two hours per week to update pinevilleumc.org.  Information for the updates comes from the newsletter and bulletins and from congregation and staff members (in person, by phone and/or email and ideally, using the Web Site Information Request Form).
As often as practically possible, based on upcoming events, information in the “What’s Up?” box on the home page should be updated to promote the activities and ministries of the church and to provide “fresh” information to visitors.

The most updated page will always be For Members: News & Events.  All events, programs, ministries, notices, etc. are posted on this page, with hyperlinks to additional information included as often as possible, AND on appropriate pages throughout the site (e.g., Vacation Bible School information will be posted on the For Members: News & Events, Ministries: Children and Other Christian Education pages). 

Each week, information about the sermon found on the Worship: Sundays page, should be changed (preacher’s name, sermon title, scripture).

The updater should take care to delete information about events and programs from all relevant pages shortly after they end.
●  MONTHLY: Update the information about the current month’s Love Offering in the “Ministries” section of the For Members: News & Events page.
●  QUARTERLY: Two members of the Evangelism Area team should split the entire Web site for review, with one person taking the Home page through the Music pages (including all sub-pages); the other should review all pages and sub-pages from United Methodist Men through Contact Us.  The reviewers should read all copy carefully, checking for the following:
· bad grammar,
· bad word usage or missing words,
· incorrect punctuation,
· incorrect spelling,
· consistent formatting (use of bold, inclusion of contact names, expressions of time and dollar amounts, etc. – everything included in the Style Guide) and 
· broken and/or missing links.
They should also check to see if programs and events, or the details that would make it difficult for a Web site visitor to find the information he or she needs to participate in the life of Pineville UMC, are missing.  

These reviews include reading any PDFs linked from any Web site pages.

The reviewers should detail changes and corrections to be made and send them to the designated Web site updater for completion.
●  ANNUALLY:  Each member of the church staff should review the pages that cover his or her area of responsibility (e.g., the music director evaluates the Music pages, the youth director checks the Youth pages, etc.).  They should read all copy carefully, checking for the following:

· bad grammar,
· bad word usage or missing words,
· incorrect punctuation,
· incorrect spelling,
· consistent formatting (use of bold, inclusion of contact names, expressions of time and dollar amounts, etc. – everything included in the Style Guide) and
· broken and/or missing links.
They should also check to see if programs and events, or the details that would make it difficult for a Web site visitor to find the information he or she needs to participate in the life of Pineville UMC, are missing.  

The senior pastor and/or administrative assistant should confirm that the most current version of the Policy Manual is posted in the For Members section.
These reviews include reading any PDFs linked from any Web site pages.

The staff reviewers should detail changes and corrections to be made and send them to the designated Web site updater for completion.

In addition, there is certain information on the Web site that should be automatically updated annually, including:

· the church leadership list, found on the For Members: Church Leadership page (note: names of leaders are also included on sub-pages of the site as appropriate – e.g., the contact names for the Room in the Inn program are found on the Ministries: Community page – and should be updated at the same time);
· adding a link to the application PDF and submission deadline to the Reba & Charles Baker Scholarship Fund section of the For Members: Church Leadership page; 
· information about Girl Scout troop meetings on the Ministries: Children page;
· details (including days, dates, times, costs, etc.) about Upward Basketball and Cheerleading Camps on that section of the Ministries: Children page and on the separate Upward Basketball pages that are linked here each fall and spring;  
· details about Building Teams’ trips to the Gulf Coast on that section of the Ministries: Community page;

· information about the CROP Walk on that section of the Ministries: Community page;

· the list of Love Offerings on the Ministries: Community page; 

· the list of trips on the Golden Pines page on the Ministries: Seniors page; 
· adding a link to the application PDF and submission deadline to the Reba & Charles Baker Scholarship Fund section of the Ministries: Youth page; 
· adding back the separate Confirmation page (remains inactive most of the year) with details about the current confirmation program to the Ministries: Youth page;
· the Youth Council list on the Ministries: Youth page; 

· adding details (days, dates, times) to the Christmas Cantata,  Ash Wednesday, Maundy Thursday and Good Friday sections of the Worship: Special Seasonal Services page; 
· adding details (days, dates, times) to the Girl Scout Sunday, Upward Basketball Sunday, World Communion Sunday and Good Friday sections of the Worship: Special Sundays page;
· the Disciple class offerings (including days, dates, times, meeting rooms and costs) on the Christian Education: Other Christian Education page;
· adding details (days, dates, times, costs) to the Annual Barbecue section of the United Methodist Men page; 

· adding a link to the page (remains inactive most of the year) and updating that page with details about the Scott Rea Memorial Golf Tournament to that section of the United Methodist Men page; 
· the Calendar (PDF) in the United Methodist Women section; 

· the leaders of each circle on the Circles page in the United Methodist Women section;

· adding details (days, dates, times, costs) to the Annual Arts & Crafts Fair section of the United Methodist Women: Events page; 
· adding the Vendor Application to the Annual Arts & Crafts Fair section of the United Methodist Women: Events page; 

· adding details (days, dates, times, costs) to the Annual Tea section of the United Methodist Women: Events page; 

· adding details (days, dates, times, costs) to the Veteran’s Recognition section of the United Methodist Women: Events page; and
· a review of the United Methodist Women: Projects page by the current UMW president. 

Also, the same information (including days, dates, times, costs, etc.) about various annual children’s programs will need to be updated on multiple pages: 
· Elementary and Pre-School Music Camps – Ministries: Children and Music: Children; and

· Vacation Bible School – Ministries: Children and Other Christian Education. 
●  OCASSIONALLY: These are updates that need to be made as changes and situations dictate:
· bios and photos on the About Pineville UMC: Staff page (note: names of staff are also included on sub-pages of the site as appropriate – e.g., the current Christian educator is the contact for the Golden Pines on the Ministries: Seniors page – and should be updated at the same time); 

· the Welcome Letter from the Pastor in the For Visitors section;

· the Welcome Letter from the Hospitality Committee in the For Visitors section; 

· adding dates, times and room numbers of membership classes as they are scheduled to the For Visitors: Membership Classes page; 

· details about the English as a Second Language (ESL) program on that section of the Ministries: Community page;
· participation details about the Habitat For Humanity home repair program on that section of the Ministries: Community page;
· information about the PUMC Gives Back program on that section of the Ministries: Community page;

· trip information (dates, times, costs and other details) for the Golden Pines on that section of the Ministries: Seniors page;
· adding the names of new Stephen Ministers as they are trained to the Ministries: Stephen Ministers page; 
· adding details (days, dates, times, costs, etc.) related to Stephen Ministry training to the Ministries: Stephen Ministers page;

· adding details (days, dates, times, costs, etc.) to the Mission Trips section of the Ministries: Youth page;

· adding details (days, dates, times, costs, etc.) to the Social Events section of the Ministries: Youth page;

· updating the curriculum included in the Ages 3 through Grade 5 section of the Christian Education: Sunday School: Children page; 

· including information about events and programs hosted by Sunday School classes as requested on the Christian Education: Sunday School: Adults page;

· adding details (days, dates, times, costs, etc.) to the Special Seasonal Study Groups section of the Christian Education: Other Christian Education page; 
· detailing the Kindermusik offerings (days, dates, times, names of classes, activities, take-homes, Web links, costs, etc.) to the Music: Children’s page; 
· updating the current study of the United Methodist Men to the meeting information section of the United Methodist Men page; and
· bios and photo(s) on the Parents Morning Out & Pre-School: Staff page. 

STYLE GUIDE & GENERAL WEB SITE WRITING TIPS
Stylistic consistency lets Web site readers concentrate on the content of the site without being distracted by variations in spelling and punctuation from one page to the next. It's an invaluable tool for Web sites such as ours that are often written and/or edited/updated by several people.  Having a style guide to consult keeps these people from having to reinvent a rule every time a new volunteer joins the group, or as the responsibility of maintaining the Web site is passed along, and ensures the consistency of information throughout the site.
Pineville UMC generally follows the current edition of the Associated Press Stylebook in questions of formatting and punctuation. 
●  BOLDFACE:  
· Names of individuals are always written in boldface type (e.g., contact information included in items on the For Members: News & Events page, listings of committee members on the For Members: Church Leadership page, contact information included in items on the Ministries: Community page).
· Pertinent information included in listings on the For Members: News & Events page (e.g., Want to get smarter about Proverbs?  A summer women's Bible study will help you do just that!  Join us on Sunday afternoons, June 6 -- August 29, from 4:30 -- 6:30 p.m. in Stacy Hall for Wising Up, a study of Proverbs by Beth Moore.  With videos, discussion, a low cost of only $1 per session, this is a great study to invite a friend to attend!  Learn more about this series or contact Jane Shutt with questions.).  Note that this includes the kind of event (summer women's Bible study), call to action (Join us, contact Jane Shutt, invite a friend to attend), day of the week (Sunday afternoons), dates (June 6 -- August 29), times (4:30 -- 6:30 p.m.), location (in Stacy Hall), cost ($1 per session).   

· Pertinent details included in program and event information throughout the rest of the site (see the Ministries:  Seniors page for examples of days, times, costs, etc.)
· Contact names and contact information are always written in bold (e.g., Contact Patty Mills or Elaine Treece for more information about Golden Pines.) 

●  CAPITALIZATION:
· Programs – The names of formal programs, groups and events (e.g., Vacation Bible School, Upward Basketball, United Methodist Women, Christmas Cantata) are always capitalized. The names of other programs, groups and events (e.g., prayer chain, athletics ministry, young adults/singles, free blood pressure checks) are not. (This may be confusing, so refer to the current Web site for clarification.) The exception to this rule is when the names of these programs, groups or events are used in the titles or headings of pages or documents. 
· Titles – When a person’s title precedes his or her name, it is capitalized (Senior Pastor Thomas Stinson-Wesley).  When the title follows, the name, it is not (Jane Shutt, director of music). Exceptions to this rule include:

· the title of the Christian educator, in which “Christian” is always capitalized, regardless of where the title is placed; and 
· when the title includes the formal name of a committee, which is always capitalized regardless of where the title is placed (e.g., Betsy Blankenship, Children’s Church coordinator or Brett Bolick, Staff-Parish Relations Committee liaison).

●  CHURCH NAME: The name of the church is always written as “Pineville UMC.”  It is never written as “Pineville United Methodist Church” or “PUMC” (unless referring to the PUMC Gives Back program).   
●  CONTACT INFORMATION:  The name of a specific person should be included in any event or program information.  When writing copy or updating this information on pages throughout the Web site, the contact information should always be written as the last line of any section about a program or event and should be expressed as a separate paragraph rather than included in the body of a paragraph (e.g., see the Ministries: Children page).
Contact information should always be written as, “For details/For more information, contact NAME.” or “Contact NAME for more information about PROGRAM.”

As noted above, contact information should always be written in bold type.

If the contact person is a member of Pineville UMC’s staff, always hyperlink the name to his or her email address and follow it with the church phone number (e.g., For details, contact Elaine Treece at (704) 889-2022.)  
If the contact person is a church member/volunteer, always ask him or her for permission to use a hyperlink to his or her email address or to list a phone number.  If he or she does not want his or her personal contact information included on the Web site, you can simply provide the contact name with no hyperlink or contact information (best reserved for “internal” church business where the congregation can refer to the church directory for contact information) or hyperlink it to the general church office email address. (Be sure to include “ATTN:  NAME – PROGRAM” in the subject line when you create the email hyperlink).
●  ITALICS:  Titles of curricula are the only words that should be italicized on the Web site (e.g., At Pineville UMC, children come to know the transforming love of Jesus Christ through a variety of experiences using the LIVE B.I.G. (Belief in God) curriculum.  With LIVE B.I.G., children learn …; Disciple I:  Becoming Disciples Through Bible Study). An exception is if you write the title of a book, movie, television show, radio program, etc.; you should also italicize it.
●  MISCELLANEOUS:  
· Calls to Action: If you ask a Web site visitor to do something using a hyperlink, simply ask him or her to do it (“Register now”) instead of instructing him or her how to do it (“Click here to register”).

· Heads of Committees: Refer to the leader of a committee or task force as its gender-neutral “chair” to avoid the awkwardness of “chairperson” or “chairman” or “chairwoman.”
· It’s and Its:  “It’s” is a conjunction that replaces “it is” or “it was” (e.g., It’s a great time to join the United Methodist Women!).  “Its” denotes a possessive (e.g., Each room in the Fellowship Building has its own thermostat.  Please do not adjust the temperature for your Sunday School class.) Make sure of the correct usage.
· Please: While more polite, do not use the word “please” in a call to action.  Write “Contact Eric Lanier” instead of “Please contact Eric Lanier” and “Register by July 15” versus “Please register by July 15.”

●  ORDER OF EVENT INFORMATION: The details about an event or program should be listed in this order: 
· call to action,
· program/event name,
· day of the week,
· date(s),

· time,

· location,  

· cost and
· contact information.

(E.g., Join us to hear the Junaluska Singers in concert on Monday, July 26, at 7 p.m.   We’ll take the church van to Providence UMC and leave our parking lot at 6:15 p.m.  There is no cost to attend.  Contact Jane Shutt at (704) 889-2022 for details.)
●  PUNCTUATION:  Sentences end in periods, question marks or exclamation points.  Do not place a comma before “and,” “but” or “or” at the end of a series of people, places or things within a sentence.  If a sentence ends in a quote, the period, question mark or exclamation point generally is placed within the quotation marks.  Use an apostrophe in bachelor's degree and master's degree (but write bachelor of arts, bachelor of science). 
●  NUMBERS:  Spell out one through nine. Use numerals beginning with 10, unless the numeral is at the beginning of a sentence, in which case, spell it out (e.g., Fifty-three children attended last week’s Elementary Music Camp!). When referring to decades, do not place an apostrophe after the number (e.g., The 60s were swinging. Not 60's.)  
When writing about the cost of things, use the $ and sign numerals (e.g., The cost of the book is $6.)  Do not write $3.00, as this is redundant, unless the cost includes cents ($3.50 is OK).
Phone numbers should always be written this way: (704) 889-2022.
●  TIME (INCLUDING DAYS & MONTHS):  Always express the time of an event, program, service or meeting as 7 p.m. or 7:30 p.m., never 7:00 p.m.  Always lowercase a.m. and p.m. and include the periods. Do not capitalize them.  Do not abbreviate the days of the week (e.g., Monday instead of Mon.). When writing days of the month, do not use "rd," "th," "st," "nd" following the numerals (e.g., write April 4 or June 23, not April 4th or June 23rd.).  We generally write out the names of the months even when used with a specific date (e.g., September 15 instead of Sept. 15).
BONUS! WRITING TIPS
Remember that most Web sites/pages are found via search engine by people who are looking for specific information and focused on finding it quickly. As a result, writing for the Web site is very different than writing for the newsletter or any print communication/publication.
You were probably told in school that a paragraph should be as long as necessary to convey an idea. Each paragraph should be structured as a mini-article of its own, with an introductory sentence, several supporting sentences and a concluding sentence.  

However, Web site visitors are reading on a computer, phone or iPad screen and content is rendered differently on each of these devices.  Long paragraphs are difficult for visitors to view, strain their eyes and may appear longer than they really are. Very long paragraphs without a break are intimidating.  The attention span of a Web site visitor is much less than someone who’s reading a print publication. Most visitors simply skim, rather than read, information and if they think it’s too long, may decide not to read it at all. 

 

Paragraphs for Web content should be between two and five sentences, unless those sentences are longer, in which case, there should be only three sentences to a paragraph (So, sometimes you’ll have to break a paragraph when the thoughts and information that follow it are still related.). Web visitors are only looking for snippets of information instead of blocks of copy such as in a print publication. Generally, sentences should be no longer than 15 to 20 words and paragraphs should be no longer than 40 to 70 words. 


Whenever practically possible, break content into bulleted lists; these separate long copy into more easily readable chunks and the indentions used to set them apart draw the online reader’s eye. 

Be sure to include links as appropriate, whether to other pages within the Pineville UMC Web site or to external sites (If this is the case, be sure the external site opens in a new browser window to ensure that visitors stay on our Web site).  Links are another way to draw the reader’s eye to important content. 
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