
Web Publishing Guidelines for Safe, Legal and Effective Content

When publishing content openly on the Internet using PC Net, the following guidelines must be 
followed:

Safe
When writing about individual students in Lower and Middle School, use only first 
names with a last initial. For Upper School students and adults, you may use both first 
and last names.

A stranger should never be able to connect a student’s face with a student’s name. In 
group photographs of students, photo captions should list student names alphabetically. 
In situations where a reader could use a caption or accompanying text to deduce who 
the students are – for example, with a photo of three boys and a girl – do not use the 
photograph. Do not use a photograph of a single student to illustrate a Web page about 
the student and his or her work.

Do not include information for directly contacting students. This would include student e-
mail addresses, phone numbers and addresses, as well as links to students’ personal Web 
pages. You may include a suggestion for contacting a faculty member to relay messages 
to a student.

When including a link to an outside Web site, check three levels deep to ensure we are 
leading students to safe material. It is not necessary to check three levels deep on a Web 
site with the extensions .edu or .gov.

Legal
Whenever possible, use original material (text, pictures, etc.), material marked as public 
domain, or links to original material (rather than bringing the material onto your page.)

Work considered to be in the public domain includes work for which the creator 
specifically disclaims copyright, work created by the federal government, and some 
work that is very old. More about fair use is available at http://www.copyright.gov/fls/
fl102.html

For other material, obtain and post the permission of the original author to use, or use it 
in a way that complies with the fair use portion of the Copyright Law.

In very general terms, use of a work is fair if it involves a relatively small portion of the 
work, is for educational/ noncommercial purposes, and is unlikely to interfere with the 
copyright owner’s ability to market the original work.



Acknowledging the source of the copyrighted material does not substitute for obtaining 
permission or following the fair use guidelines.

The absence of a copyright notice does not indicate that the material is in the public 
domain.

Text, images or other material posted behind a password must still comply with copyright 
law. The material can only be used if you have obtained and posted the permission of 
the copyright holder or complied with all stipulations of the fair use doctrine. (Posting 
copyrighted work behind a password restricts its use to a particular group of people, but 
that is only one of the stipulations of fair use.)

Effective
All material published on the Web should support the Effective school’s mission.

Delete all dead links; the Web is a very dynamic resource and we recommend regularly 
checking links to external sites to verify that they still work.

Update or remove from public view outdated material, for example material for a course 
no longer offered.

Consider deactivating links no longer in use. (If you deactivate links that you are not 
currently using, place a disclaimer on your page that indicates: some of these links have 
been deactivated and will be restored when the course resumes.)




