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Phillips Brooks House Association

Resources for Students 

Best Practices for PBHA Program Website 

Why have a website for your program? 

This document is meant for program directors at all different stages of having (or not having) a website. A website helps to add legitimacy and increases the visibility of your program. This, in turn, is important for recruiting volunteers, researching and applying for grants, and attracting community resources. Websites can be used to provide information for multiple constituencies – Harvard, volunteers, potential volunteers, clients, potential clients, community members, foundations, corporate sponsors, etc. You should explore these constituencies to better understand how you want your website to work for your program.

Program Infrastructure – Does your program have the right resources to manage a website effectively?
· An account with HCS – go to http://www.hcs.harvard.edu/ to request for one
· A system to pass down the login information 

· A technology coordinator - either a separate position or a formal part of the director job description 
· Technology coordinator’s guide – you can get one from the PBHA fellow and modify it according to your program’s needs. 
Visioning – What do you want it to look like? What do you want it to do?
· Program mission statement – your program needs to have a written program statement. Your website (all of your program’s operations) should reflect this statement. 

· Program Logo – a logo adds a unified look to your website

· Layout draft – a couple sketches of what you want every page to look like
· Color chart – swatches / hex numbers of the main colors for your website
· Site map – chart of the main pages and their content 
Software – Do you have what you need?
· All required software can be downloaded from http://downloads.fas.harvard.edu

· For PCs

· Secure FX (or another file transfer client)

· Secure CRT (or another SSH Secure Telnet application)
· For Macs

· Fugu (or another file transfer client)
· Terminal Script (or another SSH Secure Telnet application)
· Dreamweaver + Key server (optional, for advanced editing)
Important Files – (if Angel redesigned your website for you)
· PBHAlogo.jpg ​– now available for download at pbha.org
· Pictures from your program
· PBHA Web package 2.0 – have the PBHA help you set these up

· Layout.php

· Style.css

· “Magic words”
· Index.php

