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TeleCommunity Webraising Guide

Non-profit organizations, neighborhood groups, and their resources are vital elements of a healthy and viable community.  Their diverse activities enrich and improve the quality of life available for everyone.  To help support the contributions that organizations like these make to Austin and Central Texas, and to help make participation available to anyone associated with these organizations, the Metropolitan Austin Interactive Network (MAIN) is in its tenth year of offering free Internet website hosting and other technical assistance to local public and non-profit groups and organizations.

Even in this Information Age, not every non-profit group has the Internet and technology expertise (or in some cases even the inclination) to create an effective online presentation of information about their own organization. While many recognize and desire the outreach capabilities available through the Internet, they need assistance and deserve support in creating web pages to present accurate and timely information about their services and activities.  

To meet this need, MAIN offers community volunteer “webraisings” to convert any organization’s information into the style and format suitable for a clear and effective web presence.

Webraisings celebrate the classic traditions of local “barnraisings” – sociable gatherings where neighbors donate their time and skills to help each other.  In these MAIN events, local web development experts, including fulltime professionals and highly skilled amateurs, donate a few hours of valuable time to assist non-profit groups in creating quality web pages to be hosted on servers at the MAIN network operating center.  Other non-technical volunteers also join in making webraisings possible

This TeleCommunity Webraising Guide offers simple steps any group or community can follow for a successful event.  Whether you adopt the MAIN formula directly or adapt it to fit your own goals and circumstances, the results will be a productive and enjoyable afternoon where neighbors work together to create lasting benefits for your community.  

If your non-profit group is in the Austin area and might be interested in scheduling a MAIN webraising, or if you have any questions on how to host your own webraising, we are happy to offer more information. Plus we always appreciate comments on how to improve webraisings, or to make this guide better, as well as reports of your own event.  A current version of this guide is maintained at: www.main.org/webraising/guide.

MAIN deeply thanks the City of Austin, whose assistance helps make our work and this shared information possible.  

Gene Crick

Executive Director

Metropolitan Austin Interactive Network

TeleCommunity Resource Center 

TeleCommunity Webraising Guide:

SIMPLE STEPS TO BUILD COMMUNITY TELECOMMUNICATION RESOURCES

Goals of a Webraising

The primary purpose of a MAIN webraising is to offer local non-profit leaders a way to obtain professional and quality online websites providing important information about their group, its activities, and how anyone interested can learn more about participation.

Another benefit is promoting personal and professional community interaction, which continues afterward, among participants at the event itself.  Commonly, people who meet or renew their acquaintance at webraisings will share information and suggestions during the event.  Many of them also stay in closer touch after the meeting to exchange information and offer support, technical, professional and personal.  In fact, a number of webraising “teams” of volunteer web developer and client organization have carried their new relationships forward as sustained volunteer guidance, paid professional services, or both.

Webraisings can also be directed toward special purposes.  For example, AIR-Austin disability webraising participants are closely focused on building web pages designed for maximum accessibility by everyone, creating web pages to help people overcome the limitations of physical handicap. (For more information: www.knowbility.org/AIR-Austin)
Other examples of targeted webraisings include partnerships with local economic and e-business Incubator projects, teaching and incorporating the most effective tools for electronic commerce available for smaller businesses or people who might want to start their own.  At another special webraising attendees might be invited from local churches and religious groups, focusing on the application of online content development for faith-based organizations.   MAIN believes using the Internet for sharing and service brings valuable tools and benefits to any worthwhile community endeavor.

USING THIS GUIDE 

The TeleCommunity Webraising Guide contains simple, informal instructions and checklists designed to help any group or community conduct a successful webraising. 

To use the electronic version of this webraising guide we recommend you print the guide, then read it completely through at least once, making notes of any questions or changes as they occur to you while reading.  

Any changes or updates to content will be available on the web, via the MAIN website.

WEBRAISING EQUIPMENT NEEDS (in approximate order of priority):

· Computer workstations:  Each developer must have a comfortable workstation with hardware, space and seating to work as a team with the clients being served. Computer requirements are not rigid but do include an adequate, reliable processor system with floppy disc drive and if at all possible, a CD drive, preferably writeable.

· Scanner: Though you can hold a webraising without one, a scanner system is highly desirable as it allows clients to bring in ordinary photographs, etc. for inclusion in their websites.  

· Internet Access:  Sometimes an otherwise suitable location may lack Internet access.  That can work out, but if you can reasonably obtain net access, be certain to do so.  Clients and developers alike benefit from seeing examples they can use to help clarify and improve their plans in building web content.  Plus webraisings are famous for friends pointing out interesting and valuable information sites to each other.  Live web access also permits you to post the finished web content directly to the Internet, a gratifying conclusion to your day’s work.

· Display Gear:  Webraisings are essentially focused task workshops, but it often helps to display information for the entire room.  A blackboard or large easel with paper for charts and notes is desirable; an LCD projector can be a great supplement when digital presentation material is available and appropriate. 

· Networks: Workstations do not have to be networked together, though this can prove very handy when a file needs to be shared or transferred among workstations.  A good example is scanned material, which can be transferred from a scanner station more easily over a network.

OTHER REQUIREMENTS:

· Software/Web Development Tools: Creating your clients’ online content, and in some cases posting it, requires that each computer workstation be loaded with your chosen content creation software, such as Dreamweaver, Splash or equivalent, to produce web-legible code and content.  

· Additional Tools: Other related web application software can also provide powerful means to enhance your efforts, including testing programs, virus scans, and tools to render your new websites accessible to persons with disabilities. 

MAIN’s experience has been that professional developers frequently have their personal favorites among the many programs available for creating websites.  Respecting these preferences, we try to check in advance to ensure we can provide the software they prefer.  If we are not able to offer their first choice, we encourage volunteer developers to bring their own copies of programs they would like to use.

The only constraint on creation software is naturally that the finished code produced by each team is fully compatible with normal web content standards.  However, since our volunteers are all veteran web professionals familiar with industry standards and practices, this has never been a problem.

· Personal Computer Access:  Often your volunteer web-author mentors will find it easiest to bring and use their own laptops, already loaded with their favorite web tools. So if possible, arrange with the site hosts to make laptop Internet connections available.

· Browser(s): A recent version of Internet Explorer is fairly well requisite, due to IE’s widespread usage.  It’s also good to have Netscape to check how pages appear on both browsers; same for any other browser you think might be used by web visitors.  Plan on installing a licensed copy on each of your workstations if they do not already have them.

Naturally you’ll check to ensure all your software types and versions are compatible.

· Webraising site:  These workshops require a location with space, seating, and amenities for the expected number of teams working on creating attendees’ websites.  Obvious basics include parking, restroom access, installed computers if possible (or connectivity for you and your volunteers to bring computer workstations from elsewhere).  Though not required, live Internet access is a definite plus, if not too expensive or difficult to obtain.

· Publicity and Outreach.  Surprisingly we’ve often found it more difficult to get client groups who need free website assistance than to recruit expert web development volunteers. As use of the Internet grows, more groups have members who know how to build websites. (This may be in part because such a large percentage of Central Texas residents work directly with the Internet.)

That’s good news for those groups.  Yet many other groups who might benefit greatly from online help are not so blessed.  Many of their members may use the Internet very slightly if at all, and they may be unaware MAIN offers these services.  (As a volunteer-based non-profit, MAIN lacks the staff and budget we would like for active publicity and community relations outreach.)

Announcements and Invitations can be sent to any medium, organization, or individual that might be interested in either participating or spreading the word.  Community publications, local government, non-profit web and postal newsletters, civic groups, service organizations… your outreach is limited only by your imagination and initiative.

Remember, your invitation to prospective clients should be received in plenty of time for them to ask questions, schedule attendance, and prepare the necessary information for their websites.

Since a successful webraising depends upon careful balance of facilities, resources, and volunteer web experts, you’ll need an RSVP process to ascertain how many clients will need to be served at this particular webraising.  Make it very clear space is limited to those who sign up first.  Following up with a confirmation phone call shortly before the event is a good reminder and assurance they will be prepared and attending on time.

To reduce problems of possible overflow (it has rarely been a problem for MAIN) you should schedule clients for broad timeslots (a two hour window is one good approach). Some time flexibility is inherent, but you may need to decline firm commitment to groups responding after you have filled your estimated capacity.  Perhaps you can “work them in” during or after the normal webraising schedule, or offer them reservations for another webraising to be held soon.  Retain group contact information for future communication.

· Volunteers:  You’ll want at least two types of volunteers – an event management team and a group of experienced web developers.  Most developers are like fine musicians; their talent is wasted without all the other logistical needs met.  Usually we ask them to show up for the webraising and nothing more.  The management team is responsible for everything else, notably the site being prepared and everyone involved being informed and in place.

Critical functions include one organized and reliable individual to serve as the Webraising Director who coordinates the logistical operations and confirms with others that things are on track.  Another is a working group of people who accept and fulfill the tasks needed for success.   

Don’t let this sound daunting.  MAIN has conducted successful and enjoyable webraisings for many years; we hope that experience is reflected in this guide, complemented by our sincere willingness to answer your questions and offer additional insights on specific webraising aspects.
· Prerequisite Information:  MAIN provides scheduled webraising clients a sample form in advance (usually via email, though fax will do) describing the information they need to collect and bring to the webraising.  Your volunteer experts are giving valuable time and skill to clients; it’s not unfair to ask clients prepare in advance the information your volunteers will help turn into quality website content.  When you check to confirm their expected participation, remind them again they should fill out that form before they arrive.

While each client group is unique, some information is basic for any good website serving a non-profit organization, including:

· Name of organization

· Addresses: physical, postal, and email

· Telephone and fax numbers

· Primary and alternate contact: names, titles, email and phone

· Group website URL (existing or newly created) and email lists

· Office (if any); Meeting dates and locations

· Affirmation of non-profit status (501c3?)

· Organization Goals, Purposes and Services

· And everything else they feel should be said in describing their organization to someone not yet thoroughly familiar with their group.

You might also ask the purposes they hope will be served by an online website.

· Refreshments: Good hearts and noble work notwithstanding, sometimes people need a break from sitting in front of a computer screen for long periods of time. Snacks and beverages are a lifesaver, refreshing not only bodies but also the spirits of all participants.  There is no need to voyage through Cyberspace while suffering from low blood sugar.

Coffee, doughnuts and juice get mornings off to a good start for all.  But some MAIN webraisings have so many groups signed up to be assisted that a longer schedule was required, extending over the lunch hour.  For these events we provide food for attendees, usually the official Cuisine of Cyberspace. – pizza, with vegetables, dips and the like for lighter snacking.  [You may be pleased to discover that kindhearted sponsors or public-spirited local restaurants will donate food for your webraising.  Just ask them.]

· Event Day Printed Materials:  Prepare enough copies of all desired printed materials, including information and membership forms describing MAIN and any other partner groups, signup sheets, participant information forms, nametags, and pens.

· Webraising Checklist:  Copies of this guide draft should be circulated among your group for edits, comments and amendment to fit your own community webraising. A key part of this process is requesting and confirming volunteers’ commitments to the various project responsibilities.  When those are settled, add the team members’ names to the sections for which they are responsible and print out copies of the document to use as a checklist.  For example, you may decide to have a section like the following sample:

· Refreshments Committee: Wayne McDonald (555-0123), Sue Soy (555-6246), Wolfgang Puck (555-3663)

8am
 Brioche, Frittata, Cappuccino  (Wolfgang)

10:30
 Tofu SomeMores, DietRite Cola (Sue)

Noon
 Frito Pie, Chicken Fried Kielbasa, non-alcohol beer (Wayne)

The webraising checklist you draft initially is likely to change, even if only to update lists of clients and volunteers as they accept.  We suggest you add current dates to the bottom of your planning pages to be certain you’re all working from the latest revision.

Major categories of preparations are prefaced with blanks for you to check completion.  This guide is intended for use as a printed document, serving as a webraising “checklist.”

Please note this is our first published Webraising Guide – we hope we haven’t inadvertently omitted any necessary consideration but can’t guarantee.  Your own insight and common sense are the true requirements for planning and hosting a successful, productive event. Your feedback and suggested improvements are invited and appreciated.

Policy, Legal and Liability Concerns

Recent times have brought increasing attention to issues of correct procedures and appropriate activities.  While most of this increased concern is well-founded, such as attention to privacy, security, copyright, and intellectual property, there is also a notable growth in liability litigation filed against even the most honorable and careful community organizations and individuals.  So be aware that legal and liability issues are a growing concern for community volunteer activities, and prepare thoroughly.

Fortunately a webraising is not a complicated event and to our knowledge, no problems have ever arisen for any MAIN event.  To preserve this bliss, you’ll want to follow a few prudent guidelines, including but not limited to the list hereunto appertaining:     

Remind all participants they must not access or incorporate any information, online or otherwise, which is proprietary, copyrighted, obscene, or in any way inappropriate for a non-profit organization serving families in the Metropolitan Austin community.  Content that may be legal (we respect the First Amendment) is not necessarily suitable for free hosting on MAIN public service webservers.

A recently added advisory in this area comes from the City of Austin, for many years a supporter of MAIN’s community efforts.  The City now says we should look at driver’s licenses and affirm insurance coverage of the people volunteering for any webraising just in case they are involved in an auto accident while driving to or from the event and someone might try to hold our group liable.  MAIN has not even considered this step before, but is now adding this ritual as a new step of the webraising volunteer process.

You should also take any other actions and protections suggested by common sense and/or legal counsel to avoid potential liabilities and problems while conducting what remains a relaxed, enjoyable community service event.

Any further updates and recommendations will be added to the evolving Webraising Guide maintained on the MAIN website.  Please advise us of any additional safeguards you recommend we consider for community webraisings.
Sample Webraising Day Schedule

The example below is a hypothetical model schedule for volunteers.  You may want to print excerpts adapted as an agenda for attendees.

MAIN Community Webraising

TeleCommunity Resource Center Technology Training Center
8:30am – 2pm

Saturday, August 20, 2005

8:30am
Pre-event team open facility, set out signs, tables, chairs, hardware, sign-in sheets, contact info forms, other materials

9:00am
Check out readiness of computers/network, camera, scanner… 

9:30am
First shift developers, other webraising volunteers arrive verify and/or install software: webtools, browsers, etc. 

Review resources and day’s agenda

Deploy doughnuts and coffee 

10:00am
First group clients arrive - INTRODUCTION & WELCOME by MAIN people introduced, process described, restrooms located, etc. 

Noon

Second group clients arrive – welcomed and paired with mentors

Midday snacks (pizza?) arrive and set out on refreshment table

2:00pm
Webraising adjourns; begin cleanup as last clients finish work

Throughout the event, after mentor/client teams complete their work:

· Compile and secure the newly created files for uploading

· Review new website content and functions with all browsers

· Create and store duplicate (backup) copy of new website content

· Issue FTP accounts to new organization sites

· Load new website content onto MAIN servers

· Access new site via Internet and confirm content and function

· Troubleshoot any problems; update online and diskette copies

· Ask each departing attendee to fill out an event “Feedback Form”

Sometimes a few MAIN webraising volunteers and clients meet elsewhere afterward to relax and celebrate a pleasant and valuable day’s effort.
Sample Client Information Request Form

ORGANIZATION WEBSITE INFORMATION

Congratulations and thanks for your non-profit organization’s interest in free web services from the Metropolitan Austin Interactive Network (MAIN).  For free web hosting all you need do is follow the simple instructions posted on our website at http://www.main.org.  For further information desired, email MAIN at office@main.org or call our office at 512-919-7590.

If you are interested in participating in a MAIN “webraising” where volunteer web experts help create professional quality web pages for local non-profit groups, simply:

1. Check the MAIN website for any scheduled webraisings and instructions on how to reserve a place for your group.  If no webraisings are scheduled, or the dates don’t fit, just contact us as described in the previous paragraph for information. MAIN webraisings are held solely to assist local non-profits; we’ll try to schedule one to meet your needs.

2. After you have signed up and been scheduled for assistance at a MAIN webraising, we request you complete applicable sections of the organization information form attached.  

We ask all participating non-profit groups to prepare basic information for your websites in advance. This preparation allows us to make best use of available time at the upcoming MAIN webraising and to produce the most effective website possible for your group.

When you have completed the form attached, please email it to office@main.org or fax a printed copy to 512-919-7591.  If you are unable to send this in advance please be sure to bring the completed form with you to the webraising.  The volunteer web developer who will assist your group needs this information before beginning work on your website.

This form requests basic information needed for an effective non-profit website.  To view illustrations of additional information you might choose to provide on your website, you may also want to visit http://www.main.org and browse among the hundreds of non-profit sites hosted or linked there.  You’ll find a wide array of innovative and informative approaches to presenting non-profit group information on the Internet.

Thanks again for allowing MAIN to assist you in your non-profit community activities.  We look forward to visiting and working with you at a webraising in the near future.

Organization Information 

Organization Name:

Mailing address:

Physical address:

Email address:

Current website URL:

Voice telephone:

Fax number:

Primary Contact Person’s Name:

Title:

Email:

Phone:

Alternate Contact Name:

Title:

Email:

Phone:

Note: though you may not decide to post primary and alternate contact names on your website, MAIN needs them for liaison with your group.

OTHER USEFUL WEBSITE AND ORGANIZATIONAL INFORMATION:

Non-profit status (corporation? 501c3? Other?):

What features and functions would you like your website to help serve:

Organization Goals, Purposes and Services: 

Meeting dates and times:

Meeting locations:

Further info email address:

Addresses of your group’s email lists and online forums:

And everything else you feel would be helpful in describing your organization to someone not yet thoroughly familiar with your group, including suggestions on how interested people can learn more about participating in your activities:

Please email your completed webraising form to office@main.org or fax a printed copy to 512-919-7591.   For further information e-mail to the above address or call 919-7590.

Sample Webraising Announcement/Press Release

Free Website Services for non-profit groups

MAIN Webraising — Saturday, June 14, 2003

If your local non-profit organization or activity needs a website, MAIN volunteers will build one for you, and host it, too – all for free!

MAIN is hosting a community “Webraising” where volunteer Internet experts will help build quality Web pages for non-profit organizations in the metropolitan Austin area.  All you need is to collect the information you want posted on the Internet and bring it to the webraising on Saturday, at MCC.

[MAIN also offers free Internet hosting for non-profit web pages. More details of this continuing free service are available at www.main.org]

MAIN (the Metropolitan Austin Interactive Network), founded in 1993, is a 501(c)3 non-profit organization dedicated to fostering and supporting the exchange of information within our community.   Whether Internet veteran or beginner, anyone interested is encouraged to volunteer and join in this webraising and other enjoyable MAIN Internet programs.

The MAIN webraising is open to the public.  Groups desiring website creation are requested to register in advance though “drop-ins” will also be welcomed.

DATE & TIME:  Saturday, June 14, 2003 from 10:00am till 2:00pm

MCC Building, 3925 West Braker Lane (at MoPac), Austin, TX.

For registration and information: 

http://www.main.org
office@main.org
512-303-MAIN (303-6246)
Sample General Webraising Checklist

OVERALL WEBRAISING CHECKLIST - Hosting a Webraising

8 Weeks Prior to Event

Tasks for Board & Webraising Team Leaders:

· Set goals for webraising

· Increase number of hosted websites by 50

· Review & refresh websites that need a boost

· Recruit 3 new volunteers for organization

· Establish focus and theme(s) for this event

· Emphasizing outreach and invitations to:

· Churches in Austin metro area

· Groups that Involve Teens in Austin metro area

· Groups that Focus on Pets and Animals in Austin area

· Groups that Garden in Austin area

· Learning to incorporate visual digital camera images

· Learning to create good navigational techniques

· Learning to incorporate useful links

· Learning Websafe color use

· Identify and plan contact with possible webraising host partners:

· Job Seeker clubs

· Knowbility

· Her Domain

· Women in Computing

· University of Texas Clubs

· St. Edwards Clubs

· Huston-Tilotson Clubs

· Austin Community College Clubs

· Select and recruit webraising committee chairs and event volunteers

· Identify potential locations and inquire suitability and availability

· Consider facility space for orienting web mentors, training non-profit reps, interactive space (breaks, conversation, announcements, etc.)

· Designate person as liaison between MAIN and host location managers

· Secure tools (PC’s, software, scanners, printers)

· Identify and plan contact with possible sponsors for event and food (previous/potential sponsors include Whole Foods, Randall’s, HEB, Schlotsky’s)

· Inform and invite web author mentoring teams:

· MAIN/TCRC Web Volunteer Professionals

· Austin Area Multi-Media Alliance

· Invite and schedule client content providers (non-profit organizations)

· Develop event agenda, curricula for web designers orientation and non-profit client training, configured for the focus of this webraising

· Plan & Initiate outreach & publicity 

· PSAs & Advertising — print; web; broadcast copy, scripts

· Announcements within Local & Professional Community

· Create & Post Web Announcements – MAIN and partners’ sites

· Outreach via FreeNet, Austin City Connection, etc.

· Plan refreshments & supplies for orientation, training, and webraising

· Plan clean-up, follow-up and thank-you’s (participation certificates?) 

7 Weeks Prior to Event

· Confirm location and secure use of suitable computers, scanners, etc.

· Create webraising announcements and other promotional materials

· Create flyers/pamphlets to recruit web authoring teams and non-profit groups as client content providers

· Contact TV and radio stations for to finalize and deliver PSA copy for recruiting mentors, inviting non-profit clients, webraising in general

· Post updated announcements/invitations on MAIN site and partner sites

· Request announcement posting or links from webmasters of other sites 

6 Weeks Prior to Event

· Confirm and schedule web mentor (author) volunteer teams

· Follow up with university graduate program offices

· Follow up with Technology companies and organizations

· Continue directly inviting non-profit groups as content providers (use MAIN/Austin Public Library lists of local non-profits)

· Contact other organizations for names of potential clients to serve

· Complete plans for web team orientation and non-profit training

· Contact & schedule other presenters (Mayor, council member, partners, hosts…)

· Proof and print updated webraising materials, including invitations, sign-in sheets, contact information forms, and general MAIN handouts.

3 Weeks Prior to Event

· Non-profit organization pre-webraising preparation & training (Direct contact and discussion on what to plan, bring and do)

2 Weeks Prior to Event

· Web Design team orientation (direct personal contact) Commitment/schedule confirmation; event preparation briefing

Week of Event

· Remind & confirm all involved are aware of time, place and commitment

· Arrange materials and supplies, including new, clean diskettes and CDs 

Developed by Metropolitan Austin Interactive Network 
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