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INTRODUCTION

There are now hundreds of swimming clubs in Britain with web sites. If your club isn’t one of
them it’ s certainly worth considering the merits of setting one up. An effective web site can
improve your club communications and act as a shop window to non-members. It is also away
of involving more than just the committee in your communications.

These guidelines were written with the experience of having set up club web sitesas well as
working on the ASA’s web site, britishswimming.org. It will hopefully give clubs an insight into
how to go about setting up aweb site and how to effectively maintain it to keep people coming
back to look at it time and time again. Whether you want to set a site up from scratch or you
already have a site and want some advice on managing it, it is hoped that these guidelines will be
useful.

There are severd different software packages mentioned within this guide but it should be kept
in mind that in addition to these there are several other good products on the market that will do
the job for you, inclusion in this guide shouldn’t be considered as an endorsement of any of them
in particular.

WHERE TO START

Before you start it’s agood idea to have in mind why you want to set up a club web site and who
the target audience is. Have a brainstorming session and write down what you want to tell people
about your club. The mgjority of userswill probably be club members. While the general
swimming community might surf around your site to see what it’s like and what you' re up to, the
people that will hopefully come back time and time again will be club members. Y ou should
write your site plan with thisin mind.

Once you have alist of things you want to include on the site, group them together into similar
topics and try to come up with a storyboard or site map. The sample map on the next page shows
how different topics can be arranged into a hierarchical map with the most important pages at the
top of the map. This gives you a concept to work from and can be taken to the next committee
meeting for discussion and approval.
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Sample Site Map for a simple club web site:

Home Page

¢ A A
Club Info Fixtures Members Links

MAIN TOPICS

SUBSIDIARY PAGES

News Results
Archive
Coaches History Fees Swimmer
of the
Year

Once the site map has been created the homepage can be designed with links to the main topics
fitted in.

{

[

TIP Have alink back to the Home Page on every page, it will prevent users from getting
lost. (The other method is to use frames to split up the screen and leave the navigation
. buttons on screen at all times. However, this can make your web site more complicated
- tosetup)
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HOME PAGE

The Homepage should grab the attention of the user and most importantly it should download
quickly. If the user has to wait around to download a huge graphic they will probably get bored
and go somewhere else.

What to Include on your Home Page

e Full Club Name, including * Swimming Club’

* Location ie. Walford, London, England

» Linksto main pagesie. News, Links, Fixtures, Results etc

* Clublogo or apicture related to swimming/polo etc — but not too large

*  What'snew?—alist of new modifications and additions to the site will encourage
frequent users to keep coming back.

TIP Re-use images, it speeds up thetime it takes to load a page. Once an imageis
downloaded it is stored in the computers cache and won’'t need to be fetched from a
faraway server. It also creates consistency throughout the site.

-

When selecting a colour scheme and fonts for the home page remember that these will be used
throughout the rest of the site.

TIP Use ‘browser-safe’ colours—if you mix your own colours they may not be visible
. by both Windows and Macintosh browsers.

-

TIP By using aclear font, such as Aria, you will make your site more accessable to the
partially sighted. Blind people are also able to use the internet via a software package that
will filter out graphics and convert text to speech. By having afairly simple page layout
you will make your site more friendly to the visually impaired.

The home page could open straight into the main news stories to draw people into your site.
Alternatively, the News page could be separate. If it’s not going to be possible to update the
news very regularly its probably a good idea not to put it on the home page. Users may be
discouraged from exploring the rest of the site if the news on the front page is out of date, they
might assume that the rest of the siteisn’t being updated regularly.

NEWS

What’ s happening in the club?
Notice Board — could include team selections, reminders about paying subscriptions, notice of
meetings etc
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CLUB INFO
Where does the club train? What meets does it compete in? How many members does it have?
When was it established? Etc etc.

Thisis a page that might well attract new members. Parents looking for a club for their young
children might want to find out about your club. They’ll want to know how much it costs, how
often are the training sessions, do they have to be a certain standard to join or does the club teach
beginners? At what age can children join, will they have to swim galas... and so on. If the club
secretary is happy to have an e-mail address on this page it might be a good place to put their
contact details. Please consult them first and avoid putting up address and phone numbers.

Thisis also an areathat young members might want to consult for school projects soit’sanice
idea to include some history of the club. Y ou could also include past club captains or swimmers
of the year asarole of honour. Y ou could allow people to vote for captains or swimmers of the
year online.

SUMMARY - Suggestionsfor the Club Info Area

General:
»  Objectives and scope of the club
e Membership fees
e Training venues and times
¢ Information for new members
* Code of conduct
¢ Committee information
o Affiliation
* Clubkit details

Coach information:
e Who are the coaches?
* What qualifications do the coaches have?
» Sometips from the coach

History:
e Theyear the club was founded
e Mgagjor achievements by the club
» Past captains/champions/swimmers of the year
» Past presidents

FIXTURES

Include all the dates of league meets as well as suggested open meets. Y ou could also include
qualifying times. Rather than duplicate district or nationa qualifying times that are already on
another site, you can link to the specific page of your District or the ASA site. For example, a
fixture list for 2001 is available on the ASA site at

http://www.briti shswimming.org/sports/swimming/calendar.html and you can link straight to this
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page from your site. The advantage of thisisthat you won't be responsible for keeping it up to
date yourself.

TIP When adding links to external sitesit’s agood ideato open it in a new browser
“ window. This meansthat, for example, the ASA site would open on top of your site and
the user can go off and look at the ASA site but when they have seen enough information
they can close the window down and your site will still be underneath. If you have too
many links out of your site users might get lost and might not find their way back, opening the
linked site in a new window is agood way to keep your user. It's aso agood ideato tell the user
where you are taking them. See the example below.

-

To open a page in a new browser window your code would look something like this:

<a href=" http://www.britishswimming.org/sports/swimming/calendar.html”
target="_blank”>National Fixtures List (from ASA site)</a>

If your club holds an open meet you can put al the details on your site. By putting the entry form
on the site you will not only cut postage and printing costs but you may attract competitors who
might not normally have entered your meet. It’ s usually a safe bet to put your form onlinein
Word format but individual printer settings may affect the layout of the form. Try to keep your
form smple. Beware that documents saved in Word 2000 format may not open correctly where
the user has an older version of Word installed. It might be prudent to save documents in Word
97 format instead.

Many sites, including the ASA site, use Adobe Portable Document Format (PDF) for such things
asforms. Acrobat software will convert your document from Word (or what ever package you
used to design it in) and conserveits original appearance. Acrobat (.pdf) files are compressed so
will have the added advantage that they will download faster and take up less space on your
server. Users will need an Adobe Acrobat Reader to view the pages, but thisis free software. For
more information see http://www.adobe.com. The full version of the software is around £160 so
may nhot be an attractive option for a club site as the cost may not outweigh the benefits when
Word or Excel format might do the job almost as well.

RESULTS

Y ou could either have a separate results page or link it from the fixture page as in the sample site
map on page 4. This could simply be results from |eague matches or you could include al the
meets that your swimmers go to. It might also be a series of linksto other sitesthat offer results.
For example, if your club sends swimmers to an open meet at a neighbouring club they might put
all the meet results up on their site after the meet. Y ou could link to their page and do a summary
on your site of how your swimmers did. Similarly, you might want to put the results of your open
meet or club meet on your site.

ASA Guiddinesfor Club Web Sites 7
Get your club listed on http://mww.britishswimming.org




The ASA owns the intellectual property to National level results and clubs are asked not to
duplicate such results. Whenever possible the ASA runs alive results service from National
meets and clubs are encouraged to link to these results from their own sites.

The ASA site currently has British Rankings available. It is hoped to expand the scope of this
service in the future. Thisis another area where clubs are asked to link to the relevant page rather
than copy the rankings onto their own site. However, it'saniceideafor clubsto say on their
sites where their own members are ranked.

MEMBERS

In this area you could include membership information such as how many members you have
and who some of the stars are. Some clubs list the names of all their members and offer profiles
and photographs of selected swimmers. Thisis an areato be very cautious because you don’t
want to expose young members to any unwanted attention. However, when managed properly
this area of the site could prove to be popular with swimmers logging on to see their name on the
internet.
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Thefollowing guidelines were prepared by the ASA Child Protection Working Party:

Following some queries regarding what is acceptable for clubs to include
on their websites, the Working Party are endeavouring to obtain
advice from a number of different sources. In the meantime the

general guidelines are:

* not to include photographs which show full length images of children in
swim suits

» better to ensure that photographs are where possible group shots, but
should be head and shoulders or fully clothed or action shots in the
water

* information on sites is inevitably going to be used to include names in
results and selection lists. However, profiles should only be included
with the permission of the person concerned and for those people under
18 with the permission of their parents. The information in the profiles
should be carefully selected - PB’s, best events, medals won, favourite
TV programmes etc are fine, but they should not reference where people
live or go to school and for very young swimmers photos are best
avoided.

» websites should not include any information which allows swimmers to
be contacted either through the internet or by reference to individual
phone numbers and addresses.

« the opportunities for access to chatlines should be thought through
carefully and will need to be monitored in some way.

» any contact details for club officers should only be included with their
permission.

The internet is a new and rapidly growing medium which will have lots of
advantages for communicating information and ideas, but it is also
proving to be a difficult area to police in relation to inappropriate access
to the young and vulnerable.
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LINKS

In this area you can provide all the web links that you think your users might find
useful or interesting. These can range from local clubsto international governing
bodies, but you don’t have to restrict yourself to swimming sites, why not include
links to your local football team or city information site. Y ou can also invite visiting
users to submit the address of their site for consideration on your site. If you add their
site why not write back to them to let them know and ask them to add a reciprocal
link, thisis agood way of promoting your site.

To get link suggestions from other clubs you could design a feedback form. If you
want specific information about the user and the site they are suggesting, feedback
forms are very useful. However, if you simply want them to send an address, you can
get them to e-mail you by using the following code:

<a href="mailto:you@yourswimclub.co.uk?subject=Please add my club
link’>Suggest A New Club Site</a>

By adding the subject line you will be able to identify what the e-mail is about
before you open it, but this isn’t essential! The simplified version would look
like this:
<a href="mailto:you@yourswimclub.co.uk”>Suggest A New Club Site</a>

It is good practice to check all your links regularly as addresses change and sites close
down. If you don’t want to be responsible for checking al your links you could link to
the Clubs section of the ASA web site using the following URL.:
http://www.britishswimming.org/clubs.

Please note that the ASA have alink logo available for linking to
britishswimming.org. Use of the ASA crest has to be licensed and clubs are not
permitted to put it on their sites.

WEB SITE POLICY

Asagenera rule, including such things as Chat Rooms and Message boards where
users can post messages directly to the site are best avoided on club web sites. The
primary problem with such thingsis that they aren’t monitored. There are plenty of
chat rooms available on the internet and in reality they add very little to your site. If
people really want to chat, they will find somewhere to do it.

Messages in chat rooms that are of a defamatory nature may giverise to lega liability
on the club. Thisisan evolving area of the law. One internet service provider has
aready been found liable for failing to adequately police a chat room area. The easiest
way around thisisto plan an information based web site. Y ou might make it lively
and include such things as quizzes and votes to make it interactive, but the focus
should be on information sharing.

Y ou should also consider who is authoring the site. It will be using the club name and
possibly also the logo so the committee or someone appointed within the committee
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should know what’s on it and have asay in it’s content. Y ou should also consider
whether the author has enough time to keep the site up to date and what would happen
to the site if they were to decide not to continue with it.

While helping and encouraging keen web devel opers within the club, the club should
have ultimate ownership of the site. In practice thisis the best way to ensure the site is
kept up to date. The efforts of your web author may go to waste if there is no channel
of communication open with the committee because new information won't be getting
to them.

WEB SPACE AND NAME

If you are already using e-mail the chances are that your e-mail provider (Internet
Service Provider, |SP) has aready made some web space available to you. Most will
offer between 10 and 20Mb for free, thisis more than enough space for the average
club web site.

A good starting point would be to look at your ISP’ s web site and see what they say
about web space. If you' re unsure you should have a telephone support number to
givethem acall. If they don’t offer you any web space you might consider changing
your provider. It is possible to buy space at afairly low premium but thisisreally
aimed at larger users.

Some web sites will offer you free space, for example, http://www.freenetname.co.uk
were offering 20Mb of space and aweb name of your choice for free, aslong as you
used them as your 1SP. However, the service proved to be so popular that they are no
longer accepting new subscribers. A similar serviceis offered by
http://www.easyspace.com but there is a charge of £10.

Once you have some space and have started building your site you may decide you
want to buy aweb name to go with it. If you use your ISP web space the address you
will need to typein to get to your web space will look something like this:
http://www.yourisp.co.uk/yourname~index.html - hardly memorable! Much better to
actually use your clubs name in the address, for example:
http://www.yourclub.org.uk.

Web names have come down in cost significantly in the last year and a name might
only cost around £10.

It'swell worth buying an internet magazine to look at the adverts. This should give
you agood idea of prices and where to look for web names and space. Most
magazines also come with afree CD that’s got lots of sample software that you might
find useful in setting your web site.

SOFTWARE

WYSIWYG Editors

A lot of the donkey-work can be taken out of web authoring by using software such as
Microsoft FrontPage or Dreamweaver. These and similar packages allow the user to
edit text on screen, much as with any word processing software. Unlike using notepad
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to create web pages, FrontPage or Dreamweaver are WY SIWY G environments, in
which “what you seeiswhat you get.” In addition to these two packages there are
several good products on the market, these two aren’t necessarily the best for you.

Microsoft FrontPage 2000 costs about £100 and is a popular web authoring tool
because it uses much of the same functionality as Microsoft Office. Microsoft also
made FrontPage Express available free with the intention that interested users would
then want to upgrade to the full software version. If you’ ve got Internet Explorer 5
installed on your computer, the chances are that you’ ve probably got FrontPage
Express along with it. It’sworth having a play around with it to learn afew basics.
The advantages of WY SIWY G editors becomes very obvious when you don’'t have to
write all the code that is needed to get a simple sentence to appear on the screen. With
such editors you are assured that the HTML tags that are in the page are correct, with
no missing angle brackets, misspellings, etc.

The ASA web site was created using Macromedia Dreamweaver 3 templatesand is
edited on adaily basis using this software package. At around £230 it is more
expensive that FrontPage but is used by alot of professional designers. The BBC web
site, for example, is also managed using Dreamweaver software. Dreamweaver
courses are becoming more widespread now.

TIP It'saways worth looking on the internet for trial versions of software.
| Therearelots of different packages around.

4

Graphics

Y ou may also want to consider getting a decent photo editor. Some packages could
set you back nearly £500 but unless you're really into graphic design you' |l probably
never use them to their full capacity and it might be worth looking at alimited edition
that will be alot cheaper. If you buy a decent scanner you' Il get free software with it
that is usually good enough to edit photos and design simple graphics. The down side
with free softwareis that you don’t usually get an instruction book!

It might also be worth investing in a package that will optimise your graphicsto
reduce the file size. There are lots of packages that will do thisfor you.

For free swimming related graphics have alook at http://www.swimcity.com. The site
contains lots of different icons and pictures but have alook around some other sites
before you choose to use anything, you don’t want your site to look the same as
everyone el ses!

File Transfer Protocol (FTP)

Unless you are very confident with DOS or Unix, you will need a graphical file
transfer programme to send, or ‘upload’, files from your local computer to your web
server. If you' re used to using Windows Explorer then you’ll have no problems using
an FTP programme. Windows based software is available free on the internet and
thereis afacility within Dreamweaver to send filesto your internet server.

The screen shot below shows the Terrapin FTP Browser in action as used to update
the ASA web site. In thiswindow the bottom half of the screen shows files on your
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local computer while the top is the server computer. Files can ssmply be dragged
around and dropped to move them. The software will recognise if you have a newer
version of afile on your computer than is on the server so you'll know which files
you need to update. It will even check all your links for you.

frm Foge Far lSem Geprh Maco [eree  Tpoh Her

Dicel al:] du) | Rl =|[E ] ¥ 2

gl gy [ mh'l'*—-lﬂlw -
: 1 a1 Hirlribomar 1&ds
ol e Pl il FT= bmemom o G
wrlrihﬁ'l'l
i b £ ngrepd [ p it G =
g e g
P ke Ly [T | o) ipe | D, sl ]
M e Sl ] e frm A ™ i o
0 ket e i B Howd FTHL D WA 2R
D LT ST

T
b His Frakbed

] i e
o S T
2

1 stk

4]

Fm = o T
e A S DR R e [ L wod | EIRR W MES =5, e
Screen Shot of Terrapin FTB Browser in action

This software can be downloaded from http://www.tpin.com, you’'ll get afreetrial for
30 days and then it will cost £19.95 for a one-off registration fee. However, there are
ahost of similar products available, some of which are free. Some web editors also
include afile transfer module. Try doing a search on file transfer protocol on any
internet search engine or looking in an internet magazine.

It is also possible to use Microsoft’s Web Publishing Wizzard to upload documents to
your server. If you use afairly recent version of the Navigator browser, you can
upload files by entering ftp://yourid@yourftpserver.com/ in the Location line and
you’'ll be asked to insert your password. Using this method you need to be familiar
with the structure of files on the server. Y ou may find this method somewhat
cumbersome if you upload files frequently.

HITS!

After you have completed your site and sent the link address to the ASA for inclusion
on the club links page (for free), you should consider posting the address to al the
major search engines. If you go to sites such as Y ahoo, Excite, Lycos, Alta Vista etc.
you will be ableto fill out aform and add your link. It's also worth posting it to as
many swimming related sites as you have got time to post it to.

Put the address on your club notice board and use it on club stationary. After all your
hard work you want people to come to the site!
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Search engines will find your site in anumber of different ways but there's a chance it
might not get picked up unless you post it to them viatheir web sites. Some do
searches based on the content of your front page, some will search pages further into
the site and, some will search your page titles. However, most are looking for your
META tags in the head of your page.

<META> Tags are used within the <HEAD> of the a page to embed information on
what the page is about. Such information can be used by search enginesto identify the
site.

<HTML>
<HEAD>

<TITLE>My Swimming Club</TITLE>

<META NAME="description" CONTENT="The Official web site of my
Swimming club™>

<META NAME="keywords" CONTENT=" Swimming, Swim, Britain,
British, Walford, London, Club">

<META NAME="resource-type" CONTENT="document">

<META NAME="distribution” CONTENT="global">
</HEAD>

Thereis plenty of free software on the internet to count the number of hits you get.
Try http://iclicks.mycomputer.com or http://www.fastcounter.com. Y ou can get
detailed reports about not only the number of hits you are getting, but how long
people are spending on your site, how they got there and which was the most popular
page. Y ou can even find out what resolution they set the monitors to and whether they
are using Internet Explorer or Netscape.

HOW LONG WILL IT TAKE?

Setting up the site plan and collecting all the information to go on the pages can take
sometime. Theinitial design and set up of the site will aso be time consuming and
won't happen over night. It'simportant to get the design and structure right from the
start. If you manage this, editing the site in the future will be arelatively quick and
easy job. If your web author is working full time and then working on the web sitein
their spare timeit will probably take at |east a month or longer to get the site up and
running. However, that is the most time consuming part of setting up a club web site,
updating it may only take a few minutes each week if al information is sent to the
web author in electronic format.
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QUICK DO’sAND DON'Ts

DO

Have alogica site plan and
obvious links

Use graphics to brighten up
your pages

Use your club logo or design a
mascot

Use aclear Font that isn’t tiny
Update your site regularly

Put your e-mail address on the
site and invite comments
Make your site interactive

LITERATURE

DON'T

Underlinetext that isn’'t a
hyperlink

Have a complicated
background that detracts from
the text

Set your font size too small
Have too many large
photographs on the site

Have too many animated
graphics

Use blocks of red or blue text
Put signs all over your site
saying ‘under construction’
Use too many frames

There are lots of books about HTML and web authoring available. Have a browse
around your local bookshop and be sure to choose one that’ s not too out of date!
Although HTML 4 has been the standard for some time now the internet is arapidly
developing world and new literatureis available al the time.

Good L uck!

ASA/ASFGB Communications Department

communications@swimming.org
29" March 2001
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