Guidelines & Standards For HR Websites





The following guidelines are for use on our HR websites. They have been compiled as a result of extensive benchmarking of both public and private sector websites and web practices. The HR Website Steering Groups*  use these to review and monitor our websites.  





Standards





All HR websites must comply with OMB, GAO, GSA, NASA, Code F, Code AO, and applicable JSC  policies, standards, and directives.





Note: for ease of website maintenance and rapid, low cost development, JSC HRO has designated  Macromedia Dreamweaver, Adobe Photoshop, and Cold Fusion as our standard web software.





Guidelines


Keep it simple. 


Focus on content and organization….not the artwork.


Remember it’s the web….its not a paper document. Information can reside in multiple locations….at no additional cost! 


Remember----websites are about sharing information….not hiding it. 


Remember---websites are continually evolving. What is essential today…may be useless tomorrow and vice versa.  


Insure that the website reflects the values of  NASA and the NASA Human Resources & Education community: tone, appearance, content, accuracy, responsiveness, clarity.


Focus on “news you can use”…..not "news that we have available"


Remember that the website is an HR information and customer service tool—not a work-of-art or a technology demonstration. 


Don't underestimate or overestimate your customer. You have both kinds.


Target the majority of our customers…..not individual customers with special preferences or niche interests.


Use only high quality, purposeful content. 


Use clear, simple, descriptive titles / buttons.


Get to the subject / answer in 3 keystrokes or less.


Except on  the main topic pages--use no more than 12 buttons per page—preferably 5 to 7. 


Use minimal narratives---nothing longer than 12 lines-- preferably nothing longer than 4.


Use links to other “source” websites as much as possible…. rather than replicating what they’ve already done.


Design to the least capable machine commonly used by our customers.


Design for both major browsers: IE and Netscape.


As much as possible, use content that is non-perishable. Isolate the perishable information  (names, phones, E-mail addresses, dates, any information that is subject to change)--so that they’re easy to locate and update.


Minimize animation.


After the “splash” page use white or light gray backgrounds.


Provide buttons for these 4 items: FIND, FORMS, FEEDBACK, FAQ’s 


Branding---Use consistent style /appearance / font—to make the page easy to identify and update. 


Minimize (or preferably don’t use) pull-down menus—Studies show that they’re hard to navigate and irritating to the customer.


Do not use frames…. unless you have a really good reason. Frames slow down website access and make printing difficult. 


Consider using large buttons size--for possible use on Touchcom monitors.


List buttons in a logical sequence or alphabetically or logical groupings .


Provide tools for measuring customer feedback (on-line survey, counters, E-mail box)


Minimize scrolling—try to get it all on one “15” monitor screen.


Keep your information resident in only one location and link back to it from many locations.


Always link out of the firewall…never inward.


Minimize editorial or philosophical content. It takes up space and time and slows information flow. Website studies show that it is not well received by customers.


Be very cautious about linking to non.gov websites 


Keep the website current. 


The website must meet Federal website accessibility, privacy, export control, child access, security, etc. standards. 





*Note: The HR Website Steering Groups consist of representatives from each installation and functional area. 











