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ACC Clubs & Organizations Web Site Request

The Office of Student Life offers web space on the ACC server to all recognized clubs and organizations. Club & organizations are encouraged to create and maintain individual web sites to help promote their groups, encourage membership, supply information, and develop web and design skills.  

The Process for Acquiring and Maintaining an ACC web site

Submitting a Request

To request ACC club/organization web space, simply complete the attached Request Form and return to: Anna Lamb, Office of Student Life communications coordinator, RGC, Room 101.1, or via e-mail alamb@austincc.edu. The form can also be faxed to 223.3086. 

Once you complete and return this form, The Office of Student Life will verify that you meet the criteria.

· If your request is granted, the communications coordinator will obtain server space from the ACC IT department and then assign the club/organization login and password information via the Advisor. 

· If your request is denied, the Advisor and club/organization president will be notified by mail.

· This process usually takes 5 working days.

Approval Criteria

Approval is granted based on three criteria:

1. Your recognized club/organization is in good standing

2. This form is complete and signed by the club president and the advisor

3. The club/organization has not received a warning for breaking web policies in the past  

What Happens at the End of the Semester/Year or if the Club Disbands? 

The status for each club/organization with a web site will be checked each semester. Depending on your status, one of three things will occur:

1. Your club/organization plans to renew their recognized status and will continue to maintain the web space. If this is the case, no new Request Form is required and you will keep the same login and password information.

2. Your club/organization does not plan to renew their recognized status, or status is revoked for the following semester. If this occurs the Office of Student Life will remove your web site. If this happens and the club/organization chooses to regain recognized status at a later time, the club/organization will have to submit a new Request Form.

3. Advisor change over:

If a club/organization changes advisors, the new advisor will need to complete this form in order for the club/organization to continue having access to the web site.

Clubs & Organization Responsibilities

· URL, Login, and Passwords 

The Office of Student Life distributes login and password information to the club/organization Advisor. It is their responsibility to provide it to the club/organization’s webmaster, or whomever will be creating/updating the web site. The Office of Student Life will not give out account information to anyone other than the Advisor. The Office of Student Life has “ownership” of all club/organization web sites; however, it is the responsibility of the Advisor to ensure the web site is used properly.

· Design and Publishing

The club/organization is responsible for the design and content of its web site. The Office of Student Life CAN NOT design or maintain a club/organization site, but we are always available to help you with design advice and when you hit a stumbling block. We can guide you through some of the pit falls of web design and the process of publishing your site (i.e., putting live online).  If you are in need of help or advice, please contact Anna Lamb, communications coordinator to set up and appointment at 223.3110, or via e-mail alamb@austincc.edu

· ACC web policies

By completing and submitting this form, the club and advisor agree to use ACC web space in adherence of all ACC web procedures and policies.  These policies can be found at http://www.austincc.edu/helpdesk/docs/wwwpolicy.html. It is your responsibility to be aware of these policies. 

Advisor Responsibilities

· Content 

By signing this form, the club advisor assumes all responsibility for the web site’s content.  The Advisor will receive the login and password from the Office o f Student Life. They can then assign the duties of creating and maintaining the club web site to a club member- or ask the president to do so. Ideally, each club will have a webmaster to perform these tasks.  It’s important that few people have access to your club/organization site. Assigning only one person to maintaining the site limits the amount of potential errors or mistakes. 

· Inappropriate content

The Office of Student Life will occasionally monitor all clubs & organization’s sites for content. If objectionable materials are discovered, you will receive a warning and be asked to remove the offending material. If it happens again, the site will be removed.

Using The Office Of Student Life
Aside from obtaining and assigning web sites to ACC clubs & organizations, the Office of Student Life is available to be used as a resource and an advisor through the web development process. If you have questions or are in need of some design advise, feel free to call on us to help. Unfortunately, we are not equipped to provide software, hardware, or to build a web site for a club/organization. We are, however, available to give pointers, review designs, help troubleshoot, and act as liaisons between the club/organization and ACC’s Helpdesk.

· Technical Problems
If you have any questions regarding your website, call 223.3110. If there is a problem on the ACC server side, the Office of Student Life will contact the ACC help desk for you and will work with you to get the problem resolved. 

If you are having technical problems on your end, we can try to help you through them. If we need to see your files in order to help, you will need to bring them to an Office of Student Life. 

We are here to help!
Clubs & Organizations ACC Web Site Request Form

Please complete this entire form, making sure that it is signed by the club/organization president and Advisor.  Please return this form to Anna Lamb, communications coordinator, in the Office of Student Life at the RGC campus, room 101.1. This form can also be e-mailed to alamb@austincc.edu or faxed to 223.3086.

Club Name: _______________________________________________

President: ________________________________________________

Vice President: _____________________________________________

Webmaster: _______________________________________________

Advisor: ___________________________________________ Title: _________________________________

ACC phone number: _________________________ ACC e-mail address: ______________________

Please list how your web site will primarily be used (for example to promote the club, display photos, fund raise, etc.)

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Suggested web address (it is not a guarantee that you will get the requested name): www.austincc.edu/____________________

Who will be the main person responsible for building and updating your web site?

Name: ________________________________Phone: ________________________E-mail: ____________________________

By signing this form, you agree to all the ACC and Office of Student Life policies regarding web policies. 

_______________________________________________

President Signature

___________________

Date

_______________________________________________

Advisor’s Signature

__________________
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Date Received in the Office of Student Life:_____________________________       Request granted?  Y    N     





If no, why?____________________________________________________________________





If Yes, assigned URL:____________________ Login:___________________________Password:______________________








