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Home Page
Our home page is edited by our web designer.  We can change the pictures that rotate through the slideshow but the rest is fixed.  

Join a Crew
Guidelines
1. Do not add a new job page to the site unless it absolutely requires its own job description.  Subsets of our current programs, such as crews that work with other partners (CFI/CDTA/AZ Trail) do not get their own job description and application page.  Any additions that represent more than on region need to be a collaborative effort that represents the opportunity organizationally.  

2. Program dates should, at minimum, include the next two sessions in your region.  Applicants often are interested in applying to SCC up to a year in advance and often send emails to the info line wondering about future opportunities.
  
3. The word Corpsmember(s) is one word and always capitalized.  

Job Post Format
Below is the information that is required to be in every job description posted on the website.  It is much easier to format all of the information in word document and cut and paste then it is to mess with the online formatting unless you are just making small changes. 
Format
1. Font – 12 pt Times New Roman
2. Headings – all capitalized and bolded
3. Spacing – space between heading and the next line of text
4. Separation of headings – a line, with spaces on top and bottom, separate each heading.  
Content
Each job positing must have, at minimum, the content and headings listed below.  
SERVICE TYPE	
(FT/PT/Volunteer, temporary, residential/non-residential, lasting minimum of ___weeks)
LOCATION 
LIVING ALLOWANCE
(include any meal deductions) 
BENEFITS
	(uniform shirts, workers comp, training(s), AmeriCorps if applicable,) 
AGES
START DATE
APPLICATION DEADLINE 
PROGRAM OVERVIEW
GENERAL QUALIFICATIONS
HOW TO APPLY
CONTACT

Hire a Crew
This page is updated and maintained centrally to reflect projects in all regions.  

About Us
There are a variety of pages under the About Us category.  Some are maintained centrally, some jointly and others completely by regions.  

Programs Overview – this page is managed centrally and will be updated bi-yearly.  

Staff Openings – all staff openings will be posted centrally

Regional Pages – regions are entirely responsible for each of their own pages.  However, each region must follow the same format when posting information so the pages remain consistent and look professional.  All regional information needs to be contained in one page, with links to other appropriate pages.  Below are the guidelines:
Format
1. Font – 12 pt Times New Roman
2. Headings – all capitalized and bolded
3. Spacing – space between heading and the next line of text
Content 
	ABOUT THE PROGRAM
ABOUT THE AREA
PROJECTS AND PHOTOS
CONTACT INFO

Where are they now? – this page is managed and formatted centrally.  Please send along any good alumni stories and/or contact info so we can post it on this page.  Regions will be periodically asked to provide such information to help keep this page current.  

Who’s who on the crew? - this page is managed and formatted centrally.  Please send along any good alumni stories and/or contact info so we can post it on this page.  Regions will be periodically asked to provide such information to help keep this page current.  

Partners – this paged is managed and formatted centrally.  This page is for partners only, donors and supporters are recognized separately.  If you have a partner that belongs on this page, send a website link (at minimum) and logo to Amy to be posted.  

Staff – this page is managed regionally.  As staff members enter or exit the organization, each region must ensure that this page is updated.  
1. All staff need to have their full name and title in the Heading 3 format in Wordpress
2. Text and bio should be in Paragraph format in Wordpress
3. The staff members email address should be included at the end of each bio.  
Board of Directors – managed centrally and updated annually. 

Photos – updated regionally and centrally.  
1. Photos need to be appropriate and need to demonstrated proper use of PPE, tools, uniform, etc.  
2. Naming – all albums need to have the name of the region first and then an appropriate title.  

Videos – all videos are connected directly to our YouTube station.  If you have a video that you want to share on the website please send it to Amy so we can add it to the YouTube station and to the website. 

Resources
Information for New Hires – this managed centrally page contains all of the necessary paperwork for any individual and is not regional specific; links to regional pages direct individuals to more detailed information.  
Regional Information Pages – each region is responsible for updating the regional page for new hires.  Below are the guidelines
	Format
1. Headings must be in “Heading 3” and text must be in “Paragraph” format
2. Headings must be capitalized
Suggested Content
	START DATE AND TIME
	PAPERWORK (a link back to the Information for new Hires page)
	WHAT TO BRING
	TRAVEL  (please make sure to include parking information!)
	SCHEDULE
	TIME OFF AND HOUSING OPTIONS
	BUDGETING AND PAYROLL SCHEDULE

FAQ for Parents – managed and updated by Recruiting Coordinators.  Content must be approved by all regions before posting.
  
Friends & Alumni – managed centrally, contains useful information for Alumni and Friends.  Please send any information you want added to this page to Amy.  For alumni, contains two sub-pages, “Education in the Southwest” & “Employment Resources.  

Contact Us  
Managed centrally and all info line emails come to Amy and are distributed appropriately. 

Field Blog and SCC News
There are two blogs associated with the website, one focused on stories from the field and another focused on SCC news.  The Field Blog is intended to pass along experience of our members, stories from the field and other items related to the daily activities of SCC.  The SCC News is intended for bigger picture news items such as awards, partnerships, national press, etc.  You can post the same story in both locations if necessary.  Blog posts are managed and updated centrally and regionally.  All posts must be appropriate and checked for accuracy before posting.  Photos are encouraged!  

Overview of Website Management

	Page
	Responsibility

	Overall Design
	Marketing Team provides guidance about branding and imaging that is reflected in website.  

	Home Page
	Amy works with Creative Slice to make any updates.

	Field Blog and SCC News
	[bookmark: _GoBack]All staff contribute blogs.  Anyone posting is responsible for content, language, and appropriateness.

	Join
	Recruiting Coordinators collaboratively insure information is up to date and applicable.  Amy provides general oversight and checks for consistency and accuracy.  David is responsible for the database linkages and application collection processes. 

	Hire
	Chris manages this page with input from Executive Directors.

	About – home page, partners, board, Who’s who on the crew, etc.
	Managed by Amy with input and content from regions.

	About – regional pages
	Regions are responsible for all content and pictures

	About – staff page
	Regions update staff as applicable on this page

	About – photos
	Regions upload albums and galleries, Amy can provide assistance with process as necessary and will provide general oversight.

	About – staff openings
	Regions can post their own staff openings and create separate pages for applications if necessary.  

	Friends & Alumni
	Managed centrally with input from all regions

	Resources – FAQ for Parents
	Collaboratively managed by Recruiting Coordinators

	Resources-Info for New Hires
	Main page is managed by Amy, regional pages are managed by Recruiting Coordinators.  
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