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Introduction

The goal of the National Institute of Diabetes & Digestive & Kidney Diseases (NIDDK) web presence is to provide the general public and the scientific community with accurate and up-to-date health, policy, funding, and event information.  The responsibility of the NIDDK Web Group is to ensure that all NIDDK web pages maintain the quality, consistency, and mission focus required.  This document will provide Contractors with procedures, standards, and guidelines for creating NIDDK web products that can be seamlessly integrated into the existing NIDDK web architecture.  The NIDDK Web Group reserves the right to reject web pages that do not comply.
Questions or problems should be directed to Roberta Albert, NIDDK Web Manager at 301-594-7762.

Web Liaisons

A Web Liaison has been assigned to represent each of NIDDK’s Offices, Divisions, Labs and Branches.  These staff members have been selected because of their knowledge of the missions, goals, and business process within their group and of the Institute.  They have an understanding of web presence guidelines, practices, and procedures and should be considered your first authority on what is required when creating a web page for that group.  It will be the Contractor’s responsibility to establish contact with the appropriate Web Liaison.  See “NIDDK Web Liaisons” on page 6 for a current listing of staff.  The NIDDK Web Group will only accept final web materials for posting from assigned Web Liaisons.  
Hosting

1.
All web pages will be hosted and maintained by the NIDDK Web Group on NIDDK web servers except in special circumstances.

2. In special circumstances where NIDDK web pages are hosted by a Contractor, the Contractor’s commercial domain must be concealed. 

3. All DNS registration of web addresses that require a .gov designation (www.name.niddk.nih.gov) must be requested through the Web Liaison.  Please consult the Web Group in situations where a higher-level domain name (www.name.nih.gov) is desired.
Procedures

1. Prior to commencement of a web project, the Contractor should identify the appropriate NIDDK Web Liaison.  The Web Liaison for WIN  is Toni Dove tonid@extra.niddk.nih.gov .
2. The Contractor must provide the Web Liaison with finalized files prepared in accordance with the NIDDK standards and guidelines. The Web Liaison will submit the files to the Web Group through an internal tracking system that will automatically assign a number to the web request.  All files must be given to Toni by COB Wednesday each week for posting by Friday.  All postings will occur on Friday except in special circumstances.
3. The Web Group will post the files on the staging server for a final staff review.
4. If any concerns arise during the review process, the NIDDK Web Group will discuss these concerns with the Web Liaison and the Contractor.  If alterations are needed, the Contractor will be asked to resubmit the materials with the appropriate changes.
5. Transfer of files via other media such as zip disks, CD, floppy disks must be PC compatible. 

6. Upon completion of any project all digital source materials (such as original graphics, word processing, page layout etc.) must be issued to the Web Liaison on PC compatible media.

Standards and Guidelines
Layout and Design

1. All NIDDK web sites must display the NIDDK logo, the NIH logo, and the HHS logo with appropriate linkages (please see http://www.niddk.nih.gov/resources/images.htm for acceptable logos). Text alternatives can be used upon approval.

2. All web pages must comply with Section 508 of the Workforce Investment Act.  See page 5 for guidelines.  

3. Web pages should control presentation and formatting effects with style sheets.  Documents must be organized so that they can be read when style sheets are turned off or not supported.
4. All web pages must be usable when scripts, or other programmed objects are turned off or are not supported. 

5. Pages that require scrolling should have "back to top of page" type links. 

6. The use of frames is prohibited. 

7. Page or table width should be set as a percentage.

Content

1. All content must be written in plain language that is clear and concise.  The pages must exhibit consistent punctuation, correct spelling and usage, logical construction, consistent style, logical use of links, headings, and indexes.  All Contractors must comply with the NIDDK style guide. (For a copy of the guide, contact Kathy Kranzfelder, kranzfelderk@extra.niddk.nih.gov, OCPL, NIDDK, 301-435-8113)
2. All web pages must contain a context-rich title element. (For example "Introduction to Common Digestive Diseases" rather than "Introduction.")
3. Do not overuse acronyms and avoid their use in the titles of pages.  A full version of an acronym must be present on every page using the acronym.
4. Any page that contains links to non-federal websites must contain the following (or similar) disclaimer 
“You are now leaving the NIDDK website.  The NIDDK is not responsible for the content of web pages found on this linked website. Links to nonfederal organizations are provided solely as a service to our users. These links do not indicate an endorsement of these organizations by NIDDK or the federal government.” Or "Some N I H sites may provide links to other Internet sites only for the convenience of World Wide Web users. N I H is not responsible for the availability or content of these external sites, nor does N I H endorse, warrant or guarantee the products, services or information described or offered at these other Internet sites."
5. Web pages must include a “last reviewed” or “last updated” date.

Code

1. All web pages must use HTML mark up tags properly.  All pages must be run through a current  HTML validating software (ex. http://validator.w3.org/ ). 

2. The use of vendor specific codes such (ex. FrontPage extensions/codes) is prohibited. Some Macromedia DreamWeaver code is acceptable upon approval.
3. Contractors may not identify themselves in the source code.
4. All HTML files should end with the ".htm" suffix. 

5. Proper character entity references must be used for special characters or symbols.  (For example &amp; represents the & sign.)

6. Files must be coded for cross-browser, cross-platform use.  Minimum browser requirement is  IE 4.X and Netscape 4.X.
7. Microsoft Word proprietary tags must not be used. 

8. Data tables must contain a descriptive summary attribute. (For example <table border="1"  summary="This table gives some statistics about obesity:  average height and weight, and percentage with overweight (for both males and females).">) and associate header information with data cells.  For specific examples, see www.w3.org/TR/html4/struct/tables.html#h-11.4.1. 
Navigation

1. All web pages must use clear and consistent navigation mechanisms.  Navigation mechanisms should appear in the same location and work the same way on every page of the web site.

2. All web pages must contain a link back to the NIDDK home page www.niddk.nih.gov. 

Graphics and Multimedia
1. Image tags must contain an "alt" attribute with a description of the image.  Use the "longdesc" attribute to link to a richer description.  Do not specify meaningless alternate text (e.g., "dummy text").  Do not specify irrelevant alternate text when including images intended to format a page.  In such cases, the alternate text should be the empty string ("").

2. All information provided in an audio or video format must have a text equivalent and must be user-controlled.  Any use of audio or video must be approved by the NIDDK Web Group.

3. Motion or animation (such as Flash movies) can be used if it is an integral element for explaining content.  A text equivalent must be provided and the element must be user-controlled.  Any use of animation must be approved by the NIDDK Web Group.

4. All images must be optimized.

5. The use of color alone must not convey information on the web page.  
6. Colors used for text, background, and images must be selected from a “web-safe” palette.

Files
1. File names must not contain spaces or special characters. The use of long filenames (e.g., beyond the eight-character limit of DOS) is permitted.  All file names are subject to revision by the Web Group to keep URLs in compliance with the established web architecture.  DO NOT CHANGE THE NAMES OF ESTABLISHED PAGES when submitting them for revision or update. 
2. When a web page or file for download exceeds 200K you must indicate file size.

Additional Software

1. If Adobe PDF files are made available on a web page 

· Provide an HTML equivalent unless it is determined to be unnecessary. 

· Indicate when a link points to a PDF file and also PDF size. ( ex. PDF,  filesizeKB ) 

· Provide optimized versions of the PDF file that is viewable in older PDF readers.
· Enter Title and Keywords in each document.  This can be done by choosing File > Document Properties > Summary.  Fill in appropriate fields.
· Include a footnote at the bottom of the web page, such as


*This file is in PDF format, which requires the free Adobe Acrobat Reader(include appropriate link) for viewing.  
Attention visually impaired visitors:  To use common screen reading programs with PDF documents, please visit http://access.adobe.com which provides free tools that convert PDF document to simple HTML or ASCII text. 


2. If word processing (such as MSWord) or presentation files (such as PowerPoint) are made available on a web page, you must also ensure that 

· Files are available in an earlier version of the software (not the most current). 

· Links are provided to free Readers or Viewers. 

3. A page that offers files to download in compressed format (e.g., zip files) must also provide the same information in its native format (uncompressed) as well as links to the appropriate decompression utility.

ADA Guidelines for Accessible Web Pages 

Section 508 of the Workforce Investment Act of 1998 requires that when Federal agencies develop, procure, maintain, or use electronic and information technology, they must ensure that it is accessible to people with disabilities.  Federal employees and members of the public who have disabilities must have access to and use of information and services that is comparable to the access and use available to non-disabled Federal employees and members of the public.  Any web site developed after June 21, 2001 needs to abide by the Section 508 guidelines.

The Contractor is responsible for keeping abreast of all section 508 requirements and amendments.  Listed below are some basic guidelines for creating web pages that are ADA compliant: 

· Provide alternative text for all images, applets, and image maps. 
· Provide descriptions for important graphics, scripts, or applets if they are not fully described through alternative text or in the document's content. 

· Provide textual equivalents (captions) for all audio information. 

· Provide verbal descriptions of moving visual information in both auditory and text form. 

· Ensure that text and graphics are understandable when viewed without color.  Information should not rely on color to convey meaning.

· Indicate structure with structural elements and control presentation with presentation elements and style sheets. 

· Provide supplemental information needed to pronounce or interpret abbreviated or foreign text. 

· Ensure that tables have necessary markup to be properly restructured or presented by accessible browsers and other user agents.  Data tables (as opposed to page-structuring tables) should identify row and column headers and associate data cells and header cells.

· Ensure that pages using newer technologies will transform gracefully into an accessible form if the technology is not supported or is turned off. 

· Ensure that moving, blinking, scrolling, or auto-updating objects or pages may be paused or frozen. 

· Use features that enable activation of page elements via input devices other than a pointing device (e.g., via keyboard, or voice). 

· Provide context and orientation information for complex pages or elements.  Use clear and simple language.

More information can be found at:

	http://508.nih.gov 

http://www.section508.gov/ 

http://www.w3.org/WAI/ 

http://www.w3.org/WAI/GL/
	http://www.w3.org/WAI/ER/existingtools.html
http://usability.gov/accessibility/index.html
http://www.webaim.org/standards/508/checklist
http://www.access-board.gov/news/508-final.htm
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