DRAFT Editorial Policy for the CIVIC 2.0 Platform at  http://www.civicaribbean.org Version 3

1. Purpose

The Caribbean ICT Virtual Stakeholders Community (CIVIC) has developed the CIVIC 2.0 platform, a mechanism for collaboration among CIVIC members and to share information and knowledge about the use of Information and Communications Technologies for development in the Caribbean. 

The purpose of this document is to define the policies governing the management, administration and use of the CIVIC 2.0 platform.

2. Scope

The scope of this policy is the web based application hosted at  http://www.civicaribbean.org

This policy does not govern any of the other tools and services which CIVIC members might use from time to time and which are provided by other hosts and providers.

This policy is associated with the CIVIC Organisational Charter <> and is linked with the Channel Managers Charter at <>.

In this document, "Content" means all forms of information and, without limitation, includes: text, formatted text such as HTML pages, interactive and/or dynamic Web pages (such as those generated from data files and databases), images, animation, video and sound files. Content would also include text provided in mailing lists and forums.
 Content could be available in any other format which is available through the CIVIC 2.0 platform.   

"Content Management" refers to the process of ensuring that the content on the CIVIC 2.0 platform is 

· accessible with the compliance with the guidelines for relevant audiences

· properly described using the metadata in this policy

· legally available on the platform 

· not offensive

· and that content publication privileges are distributed based on granular permissions.

The implementation of this policy is vested in a Content Management Team (CMT) who is still to be formed  and mandated by CIVIC. 

Issue/suggestion : This CMT could include be a subset of the Channel Managers team.

3. Accessibility

3.1 Language

The CIVIC 2.0 platform will provide translated interfaces in English, French and Spanish. There will be an automatic translation tool to ensure that content posted in text in any of these languages can be accessed. This automated translation is generated for the viewers and is not stored. 

Content can be posted in any language, but there is no guarantee that there will be translations. It is acknowledged that there is a wide diversity of languages and dialects in use in the Caribbean.

A separate translation policy document (CIVIC translation policy) details the translation mechanism adopted by CIVIC.

3.2 File Sizes

The files which are uploaded to the CIVIC 2.0 platform should not be larger than 4MB. Files larger than 4MB should be compressed or broken down into smaller parts. This is to accommodate the many people in the Caribbean who are using low bandwidth connections.

3.3 File formats

3.3.1 Text Documents

Documents generated within CIVIC and submitted through the content upload functions of the CIVIC platform must meet the following minimum requirements:

· be in standard, widely used and ubiquitous formats;

· be in free, open source format, or in a proprietary format for which a free reader exists;

Derogation to the above rules is permitted only when the use of a specialized format/software is strictly necessary to preserve the integrity and usefulness of the content, and for which there is no reasonable possibility to convert the document so that it complies with the above rules.

Thus, final, public documents must be submitted preferably in PDF format. Documents subject to further editing by final users (like templates) must be submitted in alternate versions accommodating the widely used open source and proprietary text editing formats on the web (MS Office 2003, OpenOffice, HTML, depending on the nature of the document). Groups of users can decide on the format of draft documents when there is collaboration.

3.3.2 Mailing lists

Emails submitted through the various mailing lists of the platform must be sent in text/plain format, particularly to accommodate the automatic translation of messages
.  In general, attachments are not allowed in mailing lists.  The attachment restriction is usually removed for the channels / sub-groups to facilitate collaborative drafting of documents. 

3.3.3 Online and distant editing

Online tools may be used to generate content directly on the platform (posting articles, wiki, etc.).  In that case, the format used by the online tool is automatically allowed, provided that the tool is effectively integrated into the CIVIC platform.  Documents generated by external tools are subject to the same restrictions described in 3.3.1, unless they are in the same formats generated by the CIVIC platform integrated online tools.

3.3.4 Podcasts/vodcasts

Podcasts and Vodcasts must be in the widely used MP3 format.  Flash video formats are also allowed.  Users should submit their content in a web-optimized version. Users should be aware that they may limit the accessibility of their content by their choice of format.

3.3.5 Images

Images should be optimized before submitted (to provide the best balance between necessary quality and size). Users should use the tools available to them to optimize the images against their final intent use so as to make them more easily accessible to users.

3.4 Content Links

Content which is linked to from the CIVIC 2.0 platform must be available online, free of charge, and suitable to be viewed by a public audience. It is possible that links to materials such as books and other material available at cost can be added. If possible, users would be encouraged to submit full text for content which might be short lived and not archived, eg news content with references to the main website as source.

3.5 Access restrictions

The following access roles and restrictions have been defined for the CIVIC 2.0 Platform:

	User role
	Definition

	Anonymous User
	Anonymous visitor. Has almost no rights on the system. Can only access public sections of the web site.

	CIVIC Member
	An authenticated member of the group who has followed the proper procedure to become a member of CIVIC. Has access to the private sections of the web site. Can maintain his or her own blog, suggest resources, comment on contents, can suggest articles to be published on the web site, can participate in discussions, etc.

	Content Manager


	Approves submission of content to the web site by other members, makes sure the editorial policy is respected, makes sure the content is organized as intended

	Channel Manager
	Animates a specific section of the web site in his/her area of expertise, actively looks for resources, materials related to his/her field to publish and feed the section he/she is responsible for, animates discussions in his/her field

Channel Managers role is defined in the Channel Managers Charter

	Administrator/WebMaster
	Has full rights on the system, maintains the system, approves new subscribers and  maintains metadata etc


3.6 Search and Retrieval of content

The Search and Retrieval functions on the platform will allow users to search for content either by various taxonomies, using tags, or by doing searches of words which would be matched in the text of any field of the metadata of the content or resource. It is intended to add a functionality for users to do faceted searches of content.

3.7 Web Accessibility 

The content on the web platform should be produced so as to enable accessibility tools such as screen readers and font resize functions to work efficiently. 

4. Identification and description of content

Content is organised in a recursive typology, which has the basic type 'Resource' at the highest level. The metadata set for any resource is 

	Field Name
	Description

	Title
	Name of the resource, compulsory

	Category
	(Which Resource Type)

	Description
	To be used for description of the resource 

	File attachment
	if any files are to be uploaded in any formats

	Date
	Date of creation of the resource

	Owner
	Owner of the resource


The other field names and descriptions are available in the document located at http://www.carisnet.org/docs/carisnet_clearinghouse_specification.pdf 

The resource types which are used are:-

· Project

· People

· Institution

· Event

· Market place item (Job, call for proposals)

· Document

4.1 The Document type

The Document type has these additional attributes:

	Field name
	Description

	Version
	Major versions: 1, 2; updates: 1.1, 2.4, etc.

	Status
	Draft, final, expired (to be determined)

	History
	History of versions, summary of changes

	Language
	Language of the original version


Within CIVIC, there are 4 broad types of documents:

· Outreach information: documents containing information for the public outside of CIVIC.  Those documents are usually concise documents aiming at raising awareness on the existence of CIVIC and the work of the network;

· Strategic documents: documents outlining the strategic planning of the network, its short, medium and long term objectives, its plan of action, etc;

· Policy documents: documents generated by CIVIC and representing the position of the constituency on various issues; documents for lobbying and advocacy, etc.;

· Other documents: documents generated by users or external documents, draft documents or other non official documents within the network

Issue/Suggestion[we might set a minimum set of parameters or guidelines for each type of document here].  

5. Tools and applications

5.1 Blogs

The CIVIC 2.0 Platform will provide a blogging tool which CIVIC members can use. The content which is uploaded to the Blogs will be visible immediately. The assessment of the content on the blogs will be done after the posting and any breaches of the editorial policy will result in content being removed.

5.2 Forums 

The forums will be moderated. Posts will be in plain text. Some forums will be available to the public while others will only be accessible to the members. Some mailing lists will be integrated with the forums. The forums will also be searchable. The Mailing lists archives are accessible only to CIVIC members. 

6. Copyright and legal issues

All copyright arrangements and statements of ownership must be clearly resolved in the source of the content or, when possible, in the content itself.  Users can add the URL for the copyright for documents

7. Content Filtering

Any content will be rejected if it is deemed offensive by the Content Management Team (CMT). Offensive content will be content which is deemed racist, pornographic, advocating violence or advocates discrimination or is prejudicial to any section of the society.

Content considered as SPAM in general will also be rejected, notably advertisements or other non solicited, opportunistic marketing or commercial content. 

The decision of the CMT to reject such content could be reviewed by CIVIC members if the person who submits the content wishes to challenge the decision. Any CIVIC member can appeal using the mandate mechanism and the CIVIC members can decide on  the CMT decision.

8. Content Review

The Clearinghouse will use a deferred publishing approach in which all content which is submitted (or edited) will be reviewed by the Content Management team. The Content Managers will apply this policy when determining whether the content is suitable for any part of the platform. This content applies to content which is not managed by the Channel Managers.

9. Correction of Errors

The Content Manager(s) will quickly correct any errors of fact or interpretation that stem from decisions or actions of the CMT. 

10. Disclaimer

The Content Manager(s) will rely on feedback from users about the validity, accuracy and currency of content (eg if the links are no longer available, or version upgrades to documents are available). The users of the web platform are encouraged to report any changes in the validity of submissions so that the appropriate changes could be made.

11. Technology

The CIVIC 2.0 Platform is developed using the Drupal Content management system which is open source. The life cycle of the current platform will be determined by CIVIC members.

12  Changes to this policy

This policy will be reviewed every twelve months or as requested. This version is agreed  <date finalised> 2009. 

�	http://www.murdoch.edu.au/admin/policies/murdochnet/policy.edo/8/


�	 A separate document describes the use and the rules for the automatic translation of mail messages





