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CHARTER TOWNSHIP OF NORTHVILLE 

Subject: Website Update Policy Policy: 3.1.006 Pages: 3 

Standards: General Effective Date: 05/14/2025 Revised Date: 00/00/0000 

 

I. PURPOSE: 

This policy establishes a standardized process for maintaining and updating Northville 

Township’s websites to ensure all content is accurate, timely, accessible, and user-

friendly. It defines responsibilities, procedures, and enforcement measures to support 

consistent and effective digital communication across the organization. 

 

II. POLICY STATEMENT: 

The Northville Township Information Technology and Communications (ITaC) Department 

is responsible for implementing website updates and maintaining an up-to-date 

inventory of all township webpages. While the ITaC team manages the technical 

aspects, individual departments are accountable for monitoring their content and 

requesting updates to ensure accuracy. All update requests must follow the process 

outlined in this policy. 

 

III. SCOPE: 

This policy applies to all Northville Township departments and divisions responsible for 

managing website content across the following media channels: 

A. General Township Website 

B. Parks and Recreation Website 

 

IV. DEFINITIONS: 

A. Analytics: The systematic computational analysis of data, in this case, used to track 

and report on website traffic and performance through tools like Google Analytics. 

B. Compliance Monitoring: The ongoing process of reviewing and checking to ensure that 

all actions or content meet the established standards or regulations. 

C. Accessibility: The practice of designing and developing websites that can be 

accessed and used by people with disabilities. This includes ensuring compatibility with 

screen readers, keyboard navigation, and accessible formatting. 

 

V. PROCEDURES: 

A. Website Support Request Process 

1. All website update requests must be submitted through one of the following 

methods: 

a. Helpdesk Ticketing System 

b. Email: communications@twp.northville.mi.us 

2. Requests are prioritized by the order received and the urgency of the content. 

Each request must include: 

a. The name and direct link to the webpage needing updates 

https://chartertownshipofnorthville.freshservice.com/support/tickets/new
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b. A clear description of the requested changes (e.g., new text, images, 

document links) 

c. The preferred date/time for the update to be published (advance 

scheduling is welcome) 

d. Minimally formatted content (acceptable formatting: bold, italics, 

underline, paragraphs, and hyperlinks; avoid tables in Word documents) 

3. Once the update is completed, the requester will be notified. 

 

VI. RESPONSIBILITIES: 

A. Departmental Responsibilities 

Each department is responsible for providing updates and maintaining the following 

content areas: 

1. Departmental homepage and all associated subpages. 

2. Frequently Asked Questions (FAQs) relevant to the department. 

3. Forms, permits, and publications. 

4. Township project pages (RFP/Bids). 

5. Boards and commissions pages under their purview (See Policy 3.1A for agenda, 

minutes, and synopsis posting requirements). 

B. ITaC Department Responsibilities 

The Communications division of the ITaC Department is responsible for updating  

and maintaining the following pages once the designated departments provide the 

necessary information: 

1. Home Page 

2. "Get Connected" section and all subpages 

3. News and announcements 

4. Township calendar 

5. Township office closure dates 

6. Updating all website pages and/or providing training to departments 

7. Assign ownership to website pages 

8. Review all content for consistency within the style/branding guide 

9. Reporting on analytics and outdated pages 

10. Provide guidance and support to all departments 

VII. ANALYTICS, SCHEDULED UPDATE MEETINGS, AND TRAINING 

A. Website Analytics 

Website analytics are available for all webpages on the Northville Township and Parks 

and Recreation websites through Google Analytics. Departments can request viewing 

data and statistics at any time by submitting a Helpdesk ticket or emailing 

communications@twp.northville.mi.us. Google Analytics reports can also be scheduled 

for automatic email delivery upon request. 
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B. Scheduled Website Update Meetings 

To maintain accuracy and consistency in website content, departments are 

encouraged to schedule periodic website review meetings with the Communications 

Division of ITaC. The frequency of these meetings should be based on each 

department’s volume of content and frequency of updates. In addition, a 

representative from the Communications Division, along with another designated 

member of ITaC, will attend pre-planned monthly meetings to provide ongoing 

support and ensure that website updates are completed in a timely manner and 

align with township communication goals. 

C. Website Update Training 

The ITaC Department offers website update training for any department that wishes to 

manage and update its own web content. This training will cover the best practices for 

website management, content formatting, and how to submit updates efficiently. 

Departments interested in training should contact the ITaC Department via Helpdesk 

ticket or email communications@twp.northville.mi.us to schedule a session. 

 

VIII. ENFORCEMENT: 

Failure to comply with this policy may result in: 

1. Delayed or denied update requests. 

2. Mandatory training for the department involved. 

3. Escalation of unresolved issues taken to department leadership. 

 

IX. RELATED INFORMATION: 

Policy 3.1A: Agendas, Minutes, and Synopsis Posting Process 

 

X. POLICY HISTORY: 

Reviewed 05/14/2025 
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