
 

 
 

Web Planning Committee 

A Subcommittee of  

Glenn County Information Services Coordinating Committee 

 

MINUTES OF MEETING 

June 26, 2018 

 

Present:  

Chip Meriam, Assessor Lisa Hunter, Ag/Air Sendy Perez, Assessor 
Dana Dogali-Baker, Assessor Michelle Cavier, Personnel Jennifer Scott, Child Support 
Di Aulabaugh, Clerk of the 
Board/General Services 

Liliana Chavez-Cardona, County 
Counsel 

Don Rust, PCDS 

   
 

Meeting Chairman Sendy Perez opened the meeting at 1 p.m. and welcomed all in attendance. 

 

1.   Minutes of June 12, 2018 

 Chip Meriam reviewed the June 12, 2018 meeting for those that were not able to attend. Mr. 

Meriam stated the subcommittee was put together to review, discuss and recommend 

improvements to the website.  Chairperson Perez asked for approval of the minutes.  Motion 

by Don Rust, seconded by Chip Meriam minutes were approved unanimously by members 

present. 

 

2.   Webmaster 

 Mr. Meriam reported out on discussion from last meeting.  Shared that the focus of the 

subcommittee was to develop policy in regards to website content, satisfying various 

regulations such as Americans with Disabilities Act.  Chairperson Perez noted that she was a 

member of the Information Services Coordinating Committee and would report out at that 

meeting about the efforts of the Web Planning subcommittee.  Di Aulabaugh shared that the 

Clerk of the Board acts as the administrator of the website.  Discussion ensued regarding site 

administrator versus webmaster, definition of duties, individual or a team.  Motion by Mr. 

Meriam, seconded by Chairperson Perez to recognize that the Web Master is a single person, 

that person being the Clerk of the Board, motion passed unanimously by members present. 

 

3.  Guiding Principles 

 Lisa Hunter presented the policy guideline document forwarded by Marcie Skelton entitled 

“Web Planning Committee Guiding Principles and Goals”, attached to these minutes.  Motion 

of Mr. Meriam, seconded by Mr. Rust to add training and orientation for new staff motion to 

the guidelines document and to table further discussion until next meeting to allow everyone 

time to review the list, passed unanimously by members present.  
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4.  Establish Deadline for Policy Draft 

 Chairperson Perez called for suggested dates.  Discussion ensued regarding recommendation 

to the ISC Committee and then the Board for adoption, timing of those meetings.  Mr. 

Meriam motioned, Mr. Rust seconded that the policy be adopted by the Board at or prior to 

June 30, 2019. 

 

5. Selection of Focus Groups/Teams 

 Members presented nominated and volunteered themselves and others for the various areas 

of focus.  The following is a listing of those focus areas and the appointed team members: 

 

 Content, Templates, Images & Graphics: Lisa Hunter, Robert Johnson, Jennifer Scott 

 Style: Liliana Chavez-Cardona, Sendy Perez 

 Compliance: Michelle Cavier, Liliana Chavez-Cardona, Jill Hughes, Di Aulabaugh 

 Restrictions, Rejections & Appeals: Dana Baker, Dwayne Stewart 

Functionality, Links, Navigability: Mohammad Qureshi, Robert Johnson, Jennifer Scott 

Front Page: Di Aulabaugh, Department Heads, Board Members 

Documentation, Archival & Deletion: Don Rust, Ed Lamb, Chip Meriam 

 

6. Other Items 

Di Aulabaugh suggested an invitation be extended to the web team at M&I.  Mr. Meriam 

volunteered to reach out to Greg Delorey at M&I.  Consensus of the members present. 

 

7. Topics for Next Meeting 

 a. Guiding Principles 

 b. Focus Group reports 

 c. SiteImprove review 

 

8. Next Meeting 

Discussion ensued regarding regular meeting dates to keep the process and policy 

development moving forward with consideration of other standing meetings.  It was the 

consensus of the members present to schedule the next meeting on Tuesday, July 24, 2018 

at 1:30 p.m. 

 

Chairperson Perez adjourned the meeting at 2:14 p.m. 
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WEB PLANNING COMMITTEE GUIDING PRINCIPLES AND GOALS 

WEBSITE  

1. Provide a link to the homepage from every page on the website 

2. Display a statement of content ownership or management on every page 

3. Include an ‘About Us’ page that explains the county’s strategic plan, mission, governance, 

etc. 

4. Provide an easily finable way for users to contact county departments – general contact as 

well 

5. Include an internal search function to help the public locate information 

6. Provide a link that explains how users can access information under the Freedom of 

Information Act. 

7. Do not post empty pages or pages “under construction” 

8. Do not link political sites or use the site for direct or indirect lobbying 

9. Conduct a 508 assessment to ensure site is accessible to people using assistive technologies 

https://www.hhs.gov/web/section-508/index.html  

10. Obtain permission for any copyrighted material on website 

LINKS 

11. Use standard colors for visited and unvisited links 

12. Use meaningful language for links rather than “click here” 

13. Indicate the file type and size for downloadable files 

FORMS 

14. Establish and/or increase the use of forms that are fillable and can be sent directly from site. 

Acknowledge with an automated response whenever a user submits a completed form 

15. Clearly and consistently distinguish required data entry fields from optional data entry fields 

16. Provide radio buttons to choose one response from mutually exclusive options. 

GENERAL  

17. Enforce the county’s content management roles, procedures, and style guides 

18. Establish a plan and schedule to review and archive old content in relation to retention 

schedules 

19. All content should be written in plain language 

20. Use electronic forms to conduct business to the extent practicable  
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Adapted from the:  U. S. Department of Health and Human Services website 

Checklist for Plain Language on the Web 

https://plainlanguage.gov/resources/checklists/web-checklist/  

On the web, people are in a hurry. They skim and scan, looking for quick answers to their 
questions. Help your readers quickly find what they need with these web writing tips: 

 Less is more! Be concise. 

 Break documents into separate topics. 

 Use even shorter paragraphs than on paper. 

 Use short lists and bullets to organize information. 

 Use even more lists than on paper. 

 Use even more headings with less under each heading. 

 Questions often make great headings. 

 Present each topic or point separately, and use descriptive section headings. 

 Keep the information on each page to no more than two levels. 

 Make liberal use of white space so pages are easy to scan. 

 Write (especially page titles) using the same words your readers would use when doing a 
web search for the info. 

 Don’t assume your readers have knowledge of the subject or have read related pages on 
your site. Clearly explain things so each page can stand on its own. 

 Minimize the use of acronyms and jargon  

 Never use “click here” as a link. Link language should describe what your reader will get if 
they click the link. 

 Eliminate unnecessary words. 
 

Additionally: 

 Always hyperlink sources. When you reference another website’s content, make sure you 

hyperlink back to that site. It’s good internet etiquette. 

 Commit to having at least two others proof your work before publishing.  Be cognizant of 

spelling, capitalization or grammar rules.  Use the dictionary and/or Google it! 

Goals: 

 Home page states “Welcome!  How may we help you?” (example: 

https://www.sjgov.org/ ) 
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 Simplify home page of website (example: https://www.lakecountyca.gov/) 

 Reference important Board items in corresponding department’s page for ease of public 

reference, exclusively in Board agenda items are difficult to locate and search  

 Reduce or eliminate documents that download separately  

 Add staff names, titles, and emails to departmental pages for ease of public 

communication.  People want to contact staff directly and not use general mailbox 

emails for some of their correspondence.  

 Include other semi-related department contact information at the bottom of the page.  

https://www.sjgov.org/business/development/license_permits  

 Explore Google Translate options (example: https://www.sjgov.org/ ) 

 http://openbudget.humboldtgov.org/#!/year/default - a very different way to show 

financial transparency  

 Replace photos throughout website a few times a year to keep website fresh 

 List most current dated items at top of list in all instances on website  

 Provide section information when printing the County Code and Administrative Manual 

http://www.countyofglenn.net/print/223  

 Eliminate using the template pages when not applicable: 

http://www.countyofglenn.net/dept/board-supervisors/forms , 

http://www.countyofglenn.net/dept/ag-commissioner/agendas-minutes  

 Improve website search functions - Test the following search request: Permit for wood 

stove 

o Fail: Sutter, Glenn, Humboldt, Modoc, Tehama 

o Success: Marin, San Joaquin, Butte, Colusa, 

 


