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Introduction

This guide aims to lay out the structure and style for the DCS website (URL http://www.dcs.gov.uk.) The guide is aimed at site administrators and third party developers and should be used when applying changes to the website. By adhering to the guide a user can ensure that consistency is maintained throughout the site.
Browser and Platform Specifications

The DCS website has been designed to be viewed on a desktop or laptop computer using a web browser. The site has been tested in the following main stream browsers:
Internet Explorer 5, 6, 7, 8

Firefox 3

Chrome

Safari 4

Opera 10

There is currently no requirement or functionality for the site to be viewed using mobile devices or PDAs.
Site Structure

The site structure is as follows:
Column 1 shows the horizontal navigation in the header of the site. Column 2 shows the vertical navigation covering the section pages which appears in the left hand sidebar of the site.

	Column 1
	Column 2

	Home
	Frequent Links

	
	

	About Us
	Who We Are

	
	Where We Are

	
	What We Do

	
	Our Structure

	
	Commissioners

	
	Staff

	
	Career Vacancies

	
	Useful Links

	
	

	Information
	News

	
	News Archive

	
	Open Meetings

	
	Meetings Archive

	
	DCS Research

	
	Agencies Research

	
	University Research

	
	Publications

	
	wDNA

	
	Wild Deer & Disease

	
	Welfare & Competence

	
	Competence

	
	Unified Data

	
	Responsibility of Care

	
	Staff Image Library

	
	Public Image Library

	
	

	Deer Management
	Who manages the deer?

	
	What is damage?

	
	Deer welfare

	
	Management methods

	
	Census & counting

	
	

	Joint Working
	Grazing Management on designated sites

	
	The Programme

	
	Meeting Targets

	
	Selection of Sites

	
	Assessing Priority

	
	NH Audit List

	
	Site Audit

	
	Work Programmes

	
	Financial Support

	
	Grazing Options

	
	Deer Fencing Guide

	
	

	Returns / Authorisations
	Authorisations

	
	Returns

	
	

	Contacts
	Staff Contacts

	
	Office Locations

	
	

	Best Practice
	> Best Practice Site


Horizontal navigation
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Vertical navigation
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Within the administration area of each section there are an images folder and a contents folder. The images folder contains all the images within that section and is named “Section Images”.
[image: image3.png]Picture Libraries

Section Images




The section pages are held in the contents folder which is named “Section Content”. The pdf attachments should all be stored under the folder named “Section Documents”.
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All files: pages, images and pdfs should be named appropriately. The pages are labelled by page title eg. “Where We Are”. The images are labelled by description eg. “Carol-Taylor.jpg”. The documents follow the SNH file name convention eg. “Description Date Author Key Words.pdf”
Design

The following lays out the styles which are to be used throughout the site when formatting headings and text. 

All changes with design other than this formatting should be coordinated through the Director of Stakeholder Relations, Information Services & any external web developer.
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Heading 2

Heading 3
Heading 4

Larem ipsum dolor sit amet, consectetur adipiscing elit. Curabitur dolor lorem, interdum a iaculis tempus, luctus
ut urna, Ut vel tellus non lectus vulputate pretium nec vel tellus, Mascenas tristique lobortis nulla, consequat
gravida diam gravida vel. Nulla vitae purus non sl ultrices tempor. Cras lobortis, mauris ac viverra dapibus, uma
urna dignissim augue, ut convallis enim lectus suscipit nisi. Fusce tempor, sapien nec elementum evismod, nibh
tortor molestie dui, vitae varius ipsum turpis vitae tortor. Vestibulum scelerisque interdum hendrerit. Integer
thoncus, orei et vestibulum faucibus, dui dui vulputate leo, id semper sem ipsum sit amet lectus. Sed aliquam
laorest metus vitae aliquet. Donec gravida libero eu tortor lobortis venenatis, Fusce interdum sodales metus, vel
scelerisque risus facilisis non. Maecenas luctus, mi eu bibendum imperdiet, elit sem sagittis lacus, sit amet
dignissim libero ligula vitae diam. Nullam cursus iaculis orci quis volutpat, Praesent sed orci massa, quis
elementurn metus. In hac habitasse platea dictumst. Sed vel honcus felis, Integer tincidunt sapien non mi
congue vulputate fermentum risus vestibulum. Proin congue tempor dignissim. Vivamus nec mi et nulla molestie
pulvinar id ac arcu. Lorem ipsum dolor sit amet, consectetur adipiscing et
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Heading 1 – Used for page titles
· Font:Trebuchet MS

· Font-size: 2em

· Font-color: #2c395a

· Font-style: Italic

· Font-weight: normal

· Letter-spacing: 0.25em

· Line-height: 1.5em

Heading 2 – Used for page headings and news story titles
· Font:Trebuchet MS

· Font-size: 1.4em

· Font-color: #632627

· Font-style: Italic

· Letter-spacing: 0.25em

· Line-height: 1.5em

Heading 3 – Used for page subheadings
· Font:Trebuchet MS

· Font-size: 1.2em

· Font-color: #2c395a

· Font-style: Italic

· Letter-spacing: 0.25em

· Line-height: 1em

Heading 4

· Font:Tahoma

· Font-size: 1.3em

· Font-weight: bold

· Margin: 1.8em 0 1.8em 0

· Letter-spacing: 0.25em

· Line-height: 2em

· Font-color: #cc6666

Paragraph text

· Font: Verdana

· Font-size: 0.8em

· Line-height: 1.5em

· Padding: 2px 15px 2px 15px

Unordered lists

· Font-size: 0.8em

Ordered Lists

· Font-size: 0.8em

· Margins: 0 0 2px 30px

· Line-height: 2em

Langauge
Titles and Headings 

Words in titles take initial caps except for a, and, at for, from, in, of, the, to (except in initial position or after a colon): A Tale of Two Cities, Happy End of the World, Shakespeare in Love, Superman: The Early Years, War and Peace, Who Wants to Be a Millionaire?

News headlines

Words in news headlines are capitalised as a sentence would be: A tale of two cities, Happy end of the world, Shakespeare in love, Superman: The early years, War and peace, Who wants to be a millionaire?
Abbreviations and Acronyms 

Do not use full points in abbreviations, or spaces between initials, including those in proper names: US, mph, eg, 4am, lbw, No 10, AL Rowse, OJ Simpson, WH Smith, etc. 

Use all capitals if an abbreviation is pronounced as the individual letters: BBC, VAT etc; if it is an acronym (pronounced as a word) spell out with initial capital, eg Nasa, Nato, unless it can be considered to have entered the language as an everyday word, such as awol, laser and, more recently, asbo, pin number and sim card. Note that pdf and plc are lowercase 

If an abbreviation or acronym is to be used more than once, put it in brackets at first mention, eg Association of Chief Police Officers (Acpo), seasonal affective disorder (Sad). This saves people having to search back through the article to find the original reference. 
Dates

Our style is 14 December 2008 (day month year; no commas). In the 21st century but 21st-century boy; fourth century BC; AD2007, 2500BC, 10,000BC; for decades use figures: the swinging 60s or 1960s.

All other language should follow the Guardian Style Guide which can be found at http://www.guardian.co.uk/styleguide.
Website Administration

Site access
The site is hosted by DataGate, this is managed by Information Services. The site is built on Microsoft Windows SharePoint Services 3.0.

Site Administrators and Security Permissions 
Site Administrators

· Craig Dickman

· Tessa Low

Site Designers / Site Wiki Editors
· Sue Dymond

· David Hodgson

· Graeme Taylor

Site Contributors

· Alastair MacGugan

Site Content Managers / Approvers
· Alastair MacGugan
· Donald Fraser

· Robbie Kernahan

· Jessica Findlay

· Paul Roberts

· Katy McNeil

· Vicki Mowat

Access to certain administrators is limited to certain areas of the site. For a complete list of site access rights and permissions contact Information Services.

Contact Details

Information Services
Craig Dickman

01463 725378

craig.dickman@dcs.gov.uk
Director of Stakeholder Relations

Alastair MacGugan

01786 446282
alastair.macgugan@dcs.gov.uk
Communications Officer

Tessa Low

01463 725287

tessa.low@dcs.gov.uk
External Web Developer

Simon Fraser

01968 661620
simon@simonfraser.co.uk 
