Chairs Handbook – additional guidelines for section websites
VI. Sections and Conferences

***

F. Newsletters, Websites, and Electronic Communications

Newsletters


Newsletter production varies by conference and section. Newsletters can be distributed electronically or by postal mail. To keep newsletter editors current, we provide newsletter resources on the VSB website: http://www.vsb.org/site/members/editors. For questions and to plan strategy, please contact Public Relations Assistant Nancy Brizendine at brizendine@vsb.org or (804) 775-0594.

Section and Conference Websites


Section webmasters may prefer to use the VSB website template that was designed to have the look and some of the functionality of the other pages at VSB.org.  Your webmaster may access the template by contacting Caryn Persinger at persinger@vsb.org or (804) 775-0588.


The template is based on the VSB website’s content management system (CMS). It allows sections to post features such as a list of board members, meeting schedules, news, bylaws, publications, and a membership form. We can customize the template as needed, and password protection is available for portions of the site, such as newsletter and member-roster pages.  


It is not required that sections use the CMS template. We ask that sections designate a person to be in charge of content for their sites. A section might need to hire an outside contractor to maintain the site. We can provide contact info for outside vendors.


VSB staff maintains the bar’s main website, including agency governance, rule-making, and disciplinary updates throughout the year. All section pages must carry a disclaimer that states that the information is the work of the section and that the contents do not necessarily reflect official state bar views or policies. 

Guidelines for websites:

· Meet your users’ expectations

· Provide the most important info for your members and other visitors 

· Link to related information on each page

· Assign someone to be aware of visitors’ needs and site maintenance

· Be credible

· Keep your content current and regularly verify links

· State your purpose or mission


· Promote important activities on your website, not just in newsletters or e-mail blasts

· Post your meetings and continuing legal education programs on the “Meetings and Events” portion of the site template 
· Post relevant news listings or links to industry news in the “News and Information” portion of the template

· Post your publications – newsletters, pamphlets, and  links to Virginia Lawyer articles 


· Make your website easy to use

· Use terms that your visitors would use

· Group information into readily scannable sections on each page

· Use short paragraphs

· Avoid linking to commercial or members-only websites

· Review other VSB section websites and other state bar section websites for ideas
See also “Policy Concerning the Use and Disclosure of VSB E-mail Addresses” on page 31 and “Policy Concerning the Use of Social Media on Behalf of Virginia State Bar and Its Entities” in the online supplement added 12/17/10.
