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Preamble 
This policy will follow the Strategic Directions set forth by the President and will support the 
Academic Plan, the Research Plan and the University’s marketing and communication 
requirements. This policy shall: 

1) Apply to all web pages owned by Saint Mary’s University, within the public domain of 
web pages; 

2) Apply to all users of the Saint Mary's University Website and other closely-related 
microsites; and 

3) Be reviewed annually and revised as necessary. 

Members of the university community and users of the 
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Web work will meet the university Brand Standards as defined by the Associate 
Vice-President, External Affairs. 

1.2. Shared Responsibilities 
The ongoing development of the Saint Mary’s University web presence is a 
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3. The Associate VP External Affairs is responsible for the Brand positioning, the 
university key messages, design and writing standards. 

4. The Manager of Digital Experience is responsible for creating an annual Digital 
Experience Strategic Plan (to be approved by EMG) and overseeing its 
implementation by a Web Team based in External Affairs, Web Content 
Owners across campus, ITSS, contracted service providers, and other staff and 
faculty as required. 

5. Deans are content owners for Faculties, Academic Departments Schools 
Institutes, and Centres. Throughout this policy, reference to content owners of 
Faculties includes their responsibility for Academic Departments, Schools, 
Institutes and C
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2.1.1.  Content Owner (Dean or Director) 
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• Editors 
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2.2.5. Manager, Information Systems and Services  
The Manager, Information Systems and Services reports to the Assistant 
Director - Client Services, and ensures and manages a stable production 
environment in terms of maintenance and change management.  

More specifically Manager, Information Systems and Services will: 

• Perform regular periodic system audits and presents findings to the 
Senior Director, ITSS. 

• Interface, as necessary, with external contractors for web initiatives. 

• Support the work of the Manager 
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• Supporting other key positions in External Affairs, notably the 
Communications Officers, the Digital Media Coordinator and the 
Social Media Coordinator  

• Coordinating digital messages across multiple platforms (incl. 
social media, campus monitors, email); 

• Reporting on the work of the Web team to the AVP, External 
Affairs. 

2.2.7. Web Developers 
The Web Developers will report to the Manager of Digital Experience 
within the External Affairs Department. Web Developers will create the 
web pages and develop the website navigation following the web 
guidelines and policy. They will consult, train and/or assist to Editor and 
Content Owners in the provisioning of websites.  

More specifically the Web Developers will: 

• Use and support the University’s content management system and 
software, middleware, or systems utilizing new technology and 
demonstrating and delivering services through a web presence. 

• Be responsible for design and production of graphics/images, and 
web pages that are compatible with University’s Brand Standards. 

• Be proficient in utilization of the standard graphics applications, and 
possess skills in producing images, web pages, web programming 
languages, animation, and photo manipulation. 

• Interface with customers via phone, email, in person or Web-based 
tools; process customer requests, provide estimates of effort and 
cost (external) conversion. 

• Train Web Editors and Writers in using the content management 
system. 

2.2.8. Communications Officers 

Faculty Communications Officers, and similar staff in other Administrative 
departments, will contribute to the overall web presence of the 
University by overseeing their faculty or departmental web content.  

More specifically the Communications Officers will: 

• Ensure the accuracy and high quality of their faculty and 
departmental content 

• Contribute news and events to the main Saint Mary’s news site and 
calendar 
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The Web Team will setup all pages with the appropriate template, which will follow the 
Saint Mary's University Brand Guidelines document. Training and support 


