KDU Webs:te Policy
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The function of the Centre for Information Technology and Development Services (CITS & DS) of
General Sir iohn Kotelawala Defence Umvers;ty (KDU) is to develop, maintain and update the
University Website in line with the vision, massmn and objectives of KDU.

Details about the university must be added to the website depicting mformatlon, ethical norms,

history and services of the university, and the mélusuon of mformatlon that are detrlmental to the

- good name of the university must be avoided.

All rights regarding the KDU Website lie with the CITS & DS.
While the task of including information in the website is a dutyr of the CITS & DS, the Centre should
constantly update the website and remove all outdated news from the website.

. “In the event an officer/ lecturer leaves his/her service at KDU, it'is the responsibility. of the

Registrar and the Adjutant to inform the CITS & DS about the same within five days, and the CITs
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& DS must remove-all relevant details of such offi cer/ Iecturer from the webs;te forthwith.

Details and photographs reqwred for updating the website shou!d be forwarded to the CITS & DS
only by Faculty Coordmators and in case a faculty coordinator leaves. his/her service: at KDU,
Director CITS & DS must be informed about the new coordinator appointed by the Faculty.

The details sent for updating the website must be examined and proofread by the relevant Dean

of the Faculty, and finally e-mailed to the address web@kdu.ac.! only No information submitted

in CDs or flash drives should be accepted by CITS & DS officials.

“All passwords relevant to KDU Website must be enclosed in a sealed enve[ope and kept in a safe

or a secure place.

. CITS & DS must examine other university websites for technologies used by them and i lmprove

the KDU website accordmgly :
CITS-& DS must study the possibility of unauthorized access into the KDU website, and in case the

knowledge required for the same is not avallab!e assistance of the institute of ICTA or related-

institutions should be sought

j.«_'fWerkshops, training programmes or. functions planned tobe. ccmducted at.KDU must. be informed. .
to the CITS & DS, and it is requwed to publlsh |nformat|on relevant to such occasions. Such

information must be forwarded to the CITS & DS five days prlor too such event through e- mail
anly. . : . :
News and relevant photographs of functions held at the Universm/ must be e-mailed to the CITS

8 DS within two days of such function, and it must be ensured that such details in-the Englnsh:

language are perused by the Department of Languages for grammatical corrections prior to being

- . sent to the CITS & DS. Service from different lecturers of the Department of Languages appointed
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by the Vice Chancellor for different sections / faculties can be obtained for this purpose. -~
Photographs selected to be published in the official website of KDU should be sent with the water
mark, “KDU Media”, and the CITS & DS must not publish photographs in the website without this
water mark.

The responsibility of the accu racy of details sent to the website must be borne by the offtcers who

send such details, and it will not be borne by the CITS & DS

In case, there are details of an officer who has left KDU in books, leaflets etc. which are already
published in the website, they should be revised removing such details and including details of
new officers, The relevant revisions should be sent to the CITS & DS through the Registrar.



~ Updating Faculty/Section Websites
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15 Ifa particular Faculty needs to undertake an updatmg of the relevant website, it should be notified “?
* to the Vice Chancellor and the relevant letter of approvai should be forwarded to the Dlrector z-%
CITS & DS. o i
a. The name telephone number and the Mational identity card number of the officer i \;
nominated by the Dean to update the website must be informed through a letter to the '\"%
CITS & DS. , |
b. While a sealed envelope enclosing the relevant passwords for the website should be ‘E
handed over to the _person relevant to the faculty, a photocopy of the Ietter signed by : x\
that person should be accepted by the CITS & DS. ‘ . :

the the passwords glven to the relevant faculty are completely prohibited to be handed
over to any other person it is the respon5|brhty of the faculty to keep such passwords in
a safe and secure place. ' : _
d. Relevant Faculty Websites should. be updated, and outdated mformatlon must_be ’
removed from the website only after obtalnlng the relevant Dean’s approval given after
examining such information, The responsibility. regarding the accuracy of the relevant
mformat:on should be borne by the Faculty.
In case the officer who updates the Faculty Webs:te terminates. his/her service at KDU,
“the Director CITS & DS must be mformed of the same within two days, and the Vice
~ Chanceilor must be bnefed in detail about the new officer appointed for the task.
: Subsequently, the CITS & DS must |ssue a fresh password to the new officer.

f. Ifacertain Faculty /Section requires a change in the current theme or a new website, the
Dean/ Section Head shouid forward a letter with the Vice Chancellor's approval to the
Director CITS & DS without delay. Therem the Vice Chancellor must be informed as to
whether a new website is purchased or whether a free serving website is used. -

€. The external structure / appearance of Deparf‘fnental Websites should .not exceed those |

" of the Facultaes .and those of the —Facultres shouid not ‘exceed that of the maifn KDU
websrte
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h. The structures of Faculty/ Section Websites must be similar to one-another




