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[bookmark: _Toc241020793]
Overview
[bookmark: _Toc241997010]SharePoint Governance is ”the set of policies, roles, responsibilities, and processes that is established by the laboratory to guide, direct and control the usage of technology to accomplish laboratory needs.” SharePoint Governance for Fermilab is broken down into:
Policies: The do’s and don’ts relating to the guiding principles of Fermilab SharePoint usage
· Roles:  Who interacts with Fermilab SharePoint 
· Responsibilities:  How individuals in each role interact with Fermilab SharePoint
· Procedures:  How activities get accomplished in Fermilab SharePoint
[bookmark: _Toc241997011]The goals of this SharePoint Governance Plan are:
· To outline the needs and goals of Fermilab SharePoint
· To define a body of people at Fermilab who will govern the use of Fermilab SharePoint based on the requirements outlined
· To define what services and functionality will be offered through Fermilab SharePoint and how Fermilab SharePoint services will be offered to the greater Fermilab audience
[bookmark: _Toc241997012][bookmark: _Toc241020794]Fermilab SharePoint Mission and Goals
The Fermilab SharePoint mission is to provide a single-stop shop for all internal and external collaboration, publishing and document management needs, as well to provide the opportunity to leverage the platform as a framework for application systems, and enhance business processes throughout the laboratory.	
Fermilab SharePoint’s Goals are:
To provide a consistent method of presenting information that is easily accessible to the laboratory community. 
To provide a system that enables the end user to independently develop and maintain their own information and improve processes.  
To provide to Fermilab a centralized platform in order to consolidate, integrate and secure distributed systems and information, as well as collaborate with internal and external projects, and operational and functional teams. 
[bookmark: _Toc241020795]Outline of the Document
SharePoint Governance is a living framework that covers many aspects of the principles and practices of SharePoint at the laboratory. The audience for the documentation of this framework includes: 
The following sections of the SharePoint Governance document cover. The 
· Service offerings
· Taxonomy and branding
· Governance committees 
· Program structure/organization
· Policies and procedures
Where material is covered in other documents pointers are (or will in the future be) given to the source, rather than the information covered here. 
[bookmark: _Toc241997014][bookmark: _Toc241020796]Fermilab SharePoint Service Offerings and Service Levels 
By offering Fermilab SharePoint to divisions, teams and the public, Fermilab is essentially offering services as a hosting provider. SharePoint Support Services is available to assist users in receiving SharePoint training on SharePoint functionality and Fermilab SharePoint Governance. As well as, providing site design guidance and providing support for general out of the box SharePoint functionality. 
Requests for enhancements, conceptual site design, or development work should be submitted through SNOW as a General Request assigned to SharePoint Services for review, approval and prioritization. Resources, Schedules, and Budgeting will be considered as part of the review process. 
SharePoint General Support, Enhancements & Site requests will be responded to within 24 hours after submission through SNOW. Requests will be completed within reasonable time depending on the nature and prioritization of the request. 
More detailed service levels and service offerings are available through the Service Level Agreement and service catalog.
[bookmark: _Toc241020797]SharePoint Sites offered are as follows:
[bookmark: _Toc241020798]Fermilab SharePoint Main Site
The Fermilab SharePoint main site (https://sharepoint.fnal.gov/) is the top-level site of Fermilab SharePoint where all staff and contractors with an assigned and approved Service Account can access secured collaborative data.
Examples of Sites:  Project Collaboration, Department Collaboration, Cross department or Team Collaboration
[bookmark: _Toc241020799]Fermilab Public Site
The Fermilab SharePoint main site (http://web.fnal.gov/) is the top-level site of Fermilab SharePoint where unauthenticated users can access non-collaborative information to be presented to the general public.
· Examples of Sites; Fermilab Department Public information, Fermilab or Fermilab hosted public project websites, NewsCenter, Computing Bits
[bookmark: _Toc241020800]FermiDash SharePoint Main Site
The FermiDash SharePoint main site (http:/fermidash.fnal.gov is the top level site of Fermilab SharePoint where authenticated users can access FermiLab Dashboard applications.
· Examples of Sites:  Business Operations Dashboards

[bookmark: _Toc241020801]SharePoint Sites NOT offered at this time are as follows:
Fermilab Extranet Sites: Currently Fermilab does NOT offer collaboration with external users without access to a Services account.
· Examples of Sites: DocDB repositories 
Fermilab Intranet Sites: Currently Fermilab does NOT offer collaboration to Fermilab Domain staff members only,
· Examples of Sites: WDRS information only accessible to Fermilab Employees
[bookmark: _Toc241997015][bookmark: _Toc241020802]Fermilab SharePoint Requirements
To accomplish Fermilab SharePoint’s vision to provide a centralized location for the laboratory collaboration needs, the following requirements must be met:
· Fermilab SharePoint site security will be dictated by laboratory policy and governance processes. Including responsibility for security and risk management. Site Managers are responsible for ensuring site content is compliant with these policies, including responsibility for security and risk management. 
· Fermilab SharePoint sites will provide agreed-upon design standards (i.e., branding, templates, navigation, and hierarchy), dependent on the targeted audience
· All Fermilab publicly readable site pages are required to display a notice to the effect that it is approved for public read
· All Fermilab publicly writable site pages will only display information based on a moderated approval process. 
[bookmark: _Toc241020803]SharePoint Taxonomy[footnoteRef:2] [2:  Taxonomy is the next section that will be worked on] 

The following managed paths are recommended for the Publicly accessible and Intranet Sharepoint hierarchies.
· xxx.fnal.gov\project\[Site Name]
· xxx.fnal.gov \experiment\[Site Name]
· xxx.fnal.gov \org\[Site Name]
· xxx.fnal.gov \services\[Site Name]
· [bookmark: _GoBack]xxx.fnal.gov \sites\[Site Name]

[bookmark: _Toc241997016][bookmark: _Toc241020804]Governance Committees
There are several committees that help in overseeing, directing and governing the SharePoint Program. The current members of these committees are given in appendices to this document.
[bookmark: _Toc241020805]CS Senior Management Committee
The Fermilab CS Senior Management Committee is a group of executive-level individuals who have a full understanding of the Fermilab goals and strategy. This committee will be responsible for prioritizing initiatives and aligning technology with the direction of the laboratory. The Fermilab CS Senior Management Committee will be responsible for the vision of Fermilab SharePoint
The CS Senior Management Committee has a primary goal and a secondary goal:
· Primary:  To formulate high-level guidance on the goals and strategy of Fermilab SharePoint
· Secondary:  To approve the goals of Fermilab SharePoint as defined by the Governance Steering Committee and facilitate accountability throughout the laboratory.
The CS Senior Management Committee will meet annually and also on an “as needed” basis as determined by the SharePoint Product Manager and the CIO. 
Typical Questions Addressed by the Computing Sector Management Committee
· What is the vision for Fermilab SharePoint at Fermilab?
· What are the priorities in accomplishing the vision for Fermilab SharePoint?
[bookmark: OLE_LINK1]
[bookmark: _Toc241997018][bookmark: _Toc241020806]SharePoint Program Committee
The Fermilab SharePoint Program Committee provides overall approval of the SharePoint initiatives. Ensuring that the program goals and objectives are consistent with the strategy and vision determined by CS Senior Management Committee. 
The SharePoint Program Committee has a primary goal and a secondary goal:
To coordinate and prioritize multiple project related functions/activities and resolve disputes regarding priorities.  
To ensure clear deliverables are established for the Program 

Typical Questions Addressed by the SharePoint Program Committee
· How are major plans and any major deviations approved?
· What are the priorities in program initiatives?

The SharePoint Program committee meets biweekly or weekly if needed.

[bookmark: _Toc241020807]SharePoint Governance Steering Committee
The Fermilab SharePoint Governance Steering Committee is a decision-making committee responsible for guiding the governance initiative for the Fermilab SharePoint environment. 
Individuals will be appointed by the CS Senior Management Committee, which has the ability to change membership assignments on an incremental basis. Changing the membership will ensure the Governance Steering Committee will continue to have new insight and ideas as Fermilab SharePoint matures. 
The Governance Steering Committee has a primary goal and a secondary goal:
To create and document Fermilab SharePoint governance based on their knowledge and understanding of laboratory needs and the vision provided by the Senior Management Committee .
To help champion the governance and the technology in their respective organizations of the laboratory

Typical Questions Addressed by the Governance Steering Committee 
· What information should be presented to the laboratory and the public, and what is the most effective presentation method (taxonomy of data and architecture of layout)?
· What laboratory processes need more transparency and how can we utilize Fermilab SharePoint to improve these processes?
· How can SharePoint technology be used to reduce inefficiencies and improve processes?
· What initiatives and approaches are shared throughout the company, and how can we help leverage them?
The Governance Steering Committee meets Quarterly. 
[bookmark: _Toc241997019][bookmark: _Toc241020808]Organizational Structure of the SharePoint Program 
The SharePoint Product Manager has overall responsibility for the definition, execution and delivery of the SharePoint Program. They are accountable to the Governing Committees in the aspects described above. The SharePoint Program is organized into the following teams:
[bookmark: _Toc241020809]SharePoint Support Services
The SharePoint Support Services group provides general SharePoint functionality user support; they will evangelize SharePoint, and provide consulting services to the laboratory, and escalate to the SharePoint Program committee requests for developing custom solutions and applications. Services include site design, navigation taxonomy, governance, training, planning and deployment support, as well as identifying coded custom solutions or integrated systems. 
[bookmark: _Toc241020810]SharePoint Infrastructure Support
The SharePoint Infrastructure Support group will maintain the Fermilab SharePoint server environment and applications, as well as advise the Governance Steering Committee on the best way to utilize technology to achieve initiatives and provide best practices guidance for platform lifecycle. SharePoint Infrastructure Support will serve as the next line of support above SharePoint Support Services group, and field issues to SharePoint Development group when necessary. 
[bookmark: _Toc241020811]SharePoint Development Team
The SharePoint Development team will primarily design and develop custom solutions that leverage SharePoint as a platform, as well as advise the Governance Steering Committee on the best way to utilize technology to achieve initiatives.
[bookmark: _Toc241997022][bookmark: _Toc241020812]Roles and Responsibilities
Fermilab SharePoint governance is supported by the following roles that help to develop and document governance within the program:
· Fermilab SharePoint Product Manager
· Fermilab SharePoint Architect
· Fermilab SharePoint Administrator
· Fermilab SharePoint Developer
· Fermilab SharePoint Site Collection Administrator
· Site Manager
· Site Administrator
· Site Content Manager
· Internal and External Site Members

[bookmark: _Fermilab_SharePoint_Product][bookmark: _Toc241997023][bookmark: _Toc241020813]Fermilab SharePoint Product Manager
The SharePoint Product Manager is the assigned SharePoint Service Owner, as the final voice in how the service is run.  This role is ultimately responsible for how the Service is managed and services that are offered.
Responsibilities and tasks:
· Manage Fermilab SharePoint Governance and Tactical plans and how it fits with the laboratory needs and goals
· Leads the Fermilab SharePoint Governance Team and coordinates Governance workshops and meetings
· Defines the requirements of the SharePoint Service
· Approves sites and requests
· Approves custom development work
· Approves the designs of the underlying infrastructure and enhancement requests

Documentation Responsibilities:
· Fermilab SharePoint governance policies, roles, responsibilities and processes 
· Documentation of the operations support team and escalation points of contact
· Fermilab SharePoint FAQ, learning material, and glossary
· Support structure and escalation process for the Fermilab SharePoint site collection as defined in the SharePoint Service Level Agreements
· SharePoint Service Tactical Plan and roadmap

[bookmark: _Fermilab_SharePoint_Engineer][bookmark: _Toc241020814]Fermilab SharePoint Architect
Responsibilities and tasks:
· Maintain a clear understanding of Fermilab SharePoint Governance and how it aligns with the laboratory needs and goals 
· Perform operational and/or maintenance activities for one or more specific projects.
· Lead and participate in design efforts, regularly gathering requirements and information from users for specific projects and obtain feedback
· Provide technical leadership to and expertise within the team and to outside project teams
· Primary contact for system and operations problems
Documentation Responsibilities:
· Configuration, recovery, and installation documentation of the Fermilab SharePoint authentication and architecture
· Operational procedures and documentation (patching process, backup & recovery process, etc.)
· Infrastructure roadmap with current and future architecture designs
· Change and configuration management processes
Availability, capacity, and continuity reports and plans
[bookmark: _Fermilab_SharePoint_Administrator][bookmark: _Toc241020815]Fermilab SharePoint Administrator
Responsibilities and tasks:
· Maintain a clear understanding of Fermilab SharePoint Governance and how it aligns with the laboratory needs and goals 
· Perform operational and/or maintenance activities for one or more specific projects.
· Contact for system and operations problems
Documentation Responsibilities:
· Configuration, recovery, and installation documentation of the Fermilab SharePoint authentication and architecture
· Operational procedures and documentation (patching process, backup & recovery process, etc.)

[bookmark: _Fermilab_SharePoint_Developer][bookmark: _Toc241020816]Fermilab SharePoint Developer
The Fermilab SharePoint Developer will be responsible for architecting approved custom solutions 
Responsibilities and tasks:
· Architect and build custom solutions as approved by SharePoint Product Manager and SharePoint Administrator 
· Maintain a clear understanding of Fermilab SharePoint governance and how it fits with the laboratory needs and goals of Fermilab SharePoint
Documentation Responsibilities:
· Maintain design documentation
· Maintain deployment and rollback documentation
· Relevant governance documentation for their site collection

[bookmark: _Fermilab_Site_Collection][bookmark: _Fermilab_SharePoint_Site][bookmark: _Toc241997025][bookmark: _Toc241020817]Fermilab SharePoint Site Collection Administrator
The Site Collection Administrator will be responsible for top-level search, navigation and accessibility for their site collection.  
Responsibilities and tasks:
· Enforce standards in layout, structure, content and security for the site collection
· Maintain a clear understanding of Fermilab SharePoint governance and how it fits with the laboratory needs and goals for their site collection  
· Provision sub-sites, and delegate to and grant permissions of Site Managers and Site Administrators for those sub-sites
· Activate feature solutions according to implementation procedures as provided by Fermilab SharePoint Developers
Documentation Responsibilities:
· Relevant governance documentation for their site collection

[bookmark: _Site_Manager][bookmark: _Toc241997026][bookmark: _Toc241020818]Site Manager
The Site Manager will be accountable for every aspect of the site they own, including: content, layout, support, usability, access and use.
Responsibilities and tasks:
· Maintain a clear understanding of Fermilab SharePoint governance and how it fits with the laboratory needs and goals for their site  
· Manage and dictate the site layout, structure and content
· Manage and dictate site and item taxonomy  
· Delegate control to Site Administrators
· Approve creation of sub-sites 
Documentation Responsibilities:
· Support structure and escalation process for their site
· A method for contact on their site
· A method for collecting feedback on their site
· [bookmark: _Site_Administrator][bookmark: _Toc241997027]Relevant governance documentation for their site
[bookmark: _Toc241020819]Site Administrator
The Site Administrator will be the technical arm of the Site Manager. The Site Administrator will have full control over the site and be responsible for adding and maintaining site users and permissions, and creating sub-sites when directed.
Responsibilities and tasks:
· Maintain a clear understanding of Fermilab SharePoint governance and how it fits with the laboratory needs and goals for their site
· Maintain site security
· When directed by the Site Manager, provision sub-sites and grant permissions to Site Managers and Site Administrators
· Acquire Site Administrator & Designer SharePoint Training
Documentation Responsibilities:
[bookmark: _Site_Content_Manager]Maintain site requirements and design documentation
[bookmark: _Toc241020820]Site Content Manager
The Content Manager is the designer of their assigned site. Content Managers will maintain information, provide a consistent user experience to the audience, and ensure valuable information is presented on their resource site. 	
Responsibilities and tasks:
· Enforce standards in layout, design, structure and content for consumption by the laboratory
· Ensure site objectives are in line with Site Managers’ objectives for the site
· Keep site in line with goal of Fermilab SharePoint, as well as  maintain, organize and update important information for consumption by laboratory
· Maintain a clear understanding of their audience and goal of their site
· Ensure the presentation of their content is in line with Fermilab SharePoint governance policies and standards 
· Maintains site and item taxonomy
· Acquire Site Designer SharePoint Training
Documentation Responsibilities:
· A method for contact on their site
· A method for collecting feedback on their site
[bookmark: _Internal_and_External][bookmark: _Toc241020821]Site Members
The Internal and External Site Members will have the ability to view and/or collaborate on information as defined per the Site Manager objectives of the site.	
Responsibilities and tasks:
· Conform to the polices and standards as defined by Fermilab
· Acquire Site Contributor SharePoint Training
Documentation Responsibilities:
· Conform to the policies and standards as defined by Fermilab 
Conform to the policies and standards of the assigned site membership
[bookmark: _Toc241997028][bookmark: _Toc241020822]Policies
[bookmark: _Toc241997029]Policies associated with SharePoint listed below are applicable to all Fermilab SharePoint, Public and FermiDash sites[footnoteRef:3]. Once the SharePoint Service Level Agreement is written and approved some of the sections below will point to the document for the specific information contained within it.  [3:  Currently sharepoint.fnal.gov, web.fnal.gov. FermiDash.fnal.gov] 

[bookmark: _Toc241997030][bookmark: _Toc241020823]Site Content
The Fermilab SharePoint Administrator will provision all site collections and pages
· Sites will be created with a template according to the Laboratory needs
· Content on the Fermilab SharePoint main site will be available to all users; if information must be secure it should be moved to a an alternate secure location
· Main Resource Site will adhere to the following layout:
· Governance:  This section includes links to Governance tools, internal or external, that are offered through the site.
· Support:  This section includes links to operational support information.
· Introduction to Collaboration: This section will include information how to collaborate and acquire training, and request a site. 
· Site Manager and collect feedback section: This section will display the name of the owner of the site. The section will also have a link to a form for the site where users can provide feedback to the Site Manager.
· All sites will adhere to the agreed upon information taxonomy:
· All sites will contain the approved Fermilab content types applied to all lists and libraries
· Content will be added and maintained on sites by Site Sponsor assigned Content Managers
· Content will be approved and in accordance with the policies created by the owner of each resource site
[bookmark: _Toc241997032][bookmark: _Toc241020824]Site Provisioning
Fermilab SharePoint Site Collection Administrator will provision site collections for collaboration purposes. Site Collection Administrators will be given provisioning permissions (create, administer, delete) over their own sites collections. All Site Collection Administrators will be members of Fermilab IT. 
· Collaboration site collections will be moved to appropriate collaboration site collection databases by IT upon creation
· Site Collection Administrators will provision top level sites in their site collections and grant Site Managers and Site Administrators provisioning permissions over their own sites  
· Smaller team sites can be created by Site Administrators and access will be granted to a designated Site Manager and Administrator of the site
· Publishing features should not be used for the following:
· For team sites where the primary goal is team collaboration
· Information can be presented without utilizing multiple pages
· Publishing features should be used on Public sites where: 
· Content that applies to multiple parts of the Laboratory is being aggregated and made available
· There are resources responsible for maintaining the content on the site
· The site can be recognized as a top level topic within the Laboratory and is permanent (e.g., Human Resources, IT)
· Sites will be created with templates appropriate for the divisions purpose
· Sites are based on templates that are centrally designed.
· The assigned Site Administrator is responsible for assigning further access to their sites
· Sites will adhere to the following standards:
· Site Manager, Site Administrator, and Site Content Manager names must be displayed in the top right corner of each site
· Each site will contain a link to a form where a user can submit Feedback to a Site Manger. 
· Link to support escalation process is present on the site  
· Site creation requests will only be granted when the following is true: 
· There is a designated Site Manager and Site Administrator
· The site objective provides value to the Laboratory 
· There is an audience for the site, and not individual usage (MySites are to be utilized for individual purposes)
· Site URLs will be created according to company standards
· Public Sites – http://web.fnal.gov
· Internal Collaboration or Resource Sites – https://sharepoint.fnal.gov/ [Resource name]
· New URL sites will be reviewed for approval by the SharePoint Program and provisioned as a New Web Application when:
· The site necessitates a specialized SLA’s for reliability, support,  availability, or backup & recovery procedures that fall outside current infrastructure service offerings
· The site requires centralized monitoring
· The site has special search requirements
· The site requires specialized language requirements
· The site is a definitive top level Laboratory unit for Fermilab  (Example: Intranet, FermiDash, DocDB)
· The site requires extensive custom features or development 
· Fermilab Users with services accounts will have the capability to create a MySite via self-service.
[bookmark: _Toc241997033][bookmark: _Toc241020825]Site Management
Site auto expiration: To ensure stale sites are removed and data storage is reclaimed, site collections not modified for 180 days will be slated for automatic archival. Site Managers and Site Administrators will be notified if their site is slated for archival 30 days prior to the 180 days, with a reminder at 15 day prior, and 3 days prior. They will be provided with a mechanism to remove it from the automatic archiving list and keep the site active or archive it immediately. If no response is received at 30, 15 or 3 days prior to 180 days, the site will be automatically archived and retained according to standard Site Retention guidelines.
[bookmark: _Toc241997034][bookmark: _Toc241020826]Storage Quotas
· A300MB limit on the size of a single document that can be uploaded into a document library
· Site Collection storage quota options 
· Large Site = 50Gb
· Medium Site = 10 GB
· Small Site = 2GB (default for new sites)
· MySites will be allocated 1GB of storage (File upload is 300MB)
· Site Managers and Administrators receive alerts when storage is at 90% of quota
· Fermilab SharePoint Administrators can override storage quota for site collections if necessary and approved by SharePoint Product Manager
· Storage Quotas include the content retained in recycle bins. Recycle bins will be set to a maximum of 50% of total storage and deleted items will be removed every 30 days
[bookmark: _Toc241997035][bookmark: _Toc241020827]Document Management
· Documents used by a particular location, or with minimal sharing, should be stored on sites with the same audience as the document. For example:
· Core Computing Sector documents will be stored at or under the Core Computing Sector department site
· Team documents for a project will be stored under the designated project site
· Divisions will store all information related to their division under their sites
· Allowed file types: Fermilab will allow all of the default file types that are allowed by SharePoint (.doc, .xls, .ppt, etc…). File types outside the default will be allowed if for Laboratory reasons if an appealed is made to the Governance Committee. 
· Prohibited file types: Fermilab will prohibit all of the default file types that are blocked by SharePoint. (.mp3, .avi, .mdb, .exe, .qry, .dll, etc…) File types outside the default will be allowed if for Laboratory reasons if an appeal is made to the Governance Committee.
[bookmark: _Toc241997036][bookmark: _Toc241020828]Content Management
· Fermilab SharePoint (Home Page) –While the Fermilab SharePoint Site Manager is responsible for this site the Content Manager is responsible for updating the content. 
· Fermilab SharePoint Governance & Support Sites - Content available on the Governance & Support sites are added and maintained by the Content Manager. 
· Site Content (Team, Project, Blog & Wiki Sites) - Content available on the site level is the responsibility of the Site Manager. The Site Manager must make sure the content stored on their site is relevant to the Laboratory’s needs.
[bookmark: _Toc241997037][bookmark: _Toc241020829]Data Retention
· Fermilab SharePoint site recycling bin will retain deleted items for 30 days
· Fermilab SharePoint site collection recycling bin will retain deleted items for 30 days
· Daily site backups will be retained for 5 days 
· Weekly site backups will be retained for 5 weeks
· Monthly backups will be retained for 1 year and are taken on the first Friday of the month
[bookmark: _Toc241997038][bookmark: _Toc241020830]Branding
· Always use an approved Fermilab theme when creating a site
· Always use one of the approved master pages when creating a site (i.e. Department, Team, Extranet, Public)
· All sites under the Team sites will use the default team site or blank site master pages
· MasterPages should not be customized through SharePoint Designer or any other development tool without approval and proper packaging. If any modifications are made the site will not be supported.  
[bookmark: _Toc241997039][bookmark: _Toc241020831]Enterprise Search
· One central search center will provide search results that span the entire Fermilab SharePoint environment
· Updates to the thesaurus file can be made
· Additional keywords can be identified
· A method for collecting feedback will be linked on the search page, the results page, and through the help center
[bookmark: _Toc241997040][bookmark: _Toc241020832]Site Hierarchy
· The following will be contained in the Fermilab SharePoint top level site collection:
· Governance
· Support
· Search Center
· Other content that has a specific audience inside of Fermilab will be contained in its own site collection under the Fermilab SharePoint site. These separate “team” site collections will be accessible through Teamsites and separate links on the home page. Team site collections can have sub sites where appropriate.
[bookmark: _Toc241997041]
[bookmark: _Toc241997042][bookmark: _Toc241020833]Fermilab SharePoint Development
· Fermilab staff and contractor users are only allowed to customize sites leveraging the out of the box features after receiving proper SharePoint Site Designer training.
· There are assigned developers and a Fermilab SharePoint Developers team
· Custom development needs to be first scoped by a developer and then approved by the SharePoint Product Manager and SharePoint Developer team lead. The Governance Committee will be made aware of any proposed custom development.
· The development lifecycle will require all solutions are developed in a development environment, tested in QA then released to production by a Fermilab SharePoint Engineer
· Codeplex Tools – Must be approved by the Fermilab SharePoint Administrator after system testing of the tool in the QA environment. The time of deployment and the proper approvals will be determined by the Development Team of the Governance Committee.
· Visual Studio – Visual Studio should only be given to SharePoint Developers who have completed Visual Studio training and accessible only to a development SharePoint environment and cleared with the SharePoint Product Manager.
· InfoPath – InfoPath Forms Services should only be given to users who have completed InfoPath training and cleared with the Fermilab SharePoint Product Manager.
· Nintex workflow – should only be given to SharePoint Developers who have completed Nintex training. Nintex workflows should first be cleared with the Fermilab SharePoint Product Manager. 
· SharePoint Designer – SharePoint Designer should only be given to SharePoint Developers who have completed the SharePoint Designer training. SharePoint Designer customization should be first cleared with the Fermilab SharePoint Product Manager. The following lists the changes that are allowed or prohibited by non Fermilab SharePoint Developers.  

	Type of Change
	Allowed
	Prohibited

	Data View Web Parts
	X
	

	Content Query Web Part XSLT
	X
	

	SharePoint Designer Workflow
	X
	

	Creating New Pages
	X
	

	Content Editor Web parts – Java Script
	X
	

	Content Editor Web Parts – XSLT
	
	X

	Design Changes
	
	X

	Code Behind
	
	X

	Master Page Modification
	
	X

	Alternate CSS Files*
	
	X

	Global Assembly Cache
	
	X



* * Alternative CSS File – Allowed only if not overriding the existing style classes
[bookmark: _Toc241997043][bookmark: _Toc241020834]Procedures
[bookmark: _Toc241997044][bookmark: _Toc241020835]How to Obtain Support
· Support escalation can be obtained through Service Now servicedesk.fnal.gov
· Where an escalation method is not clearly present proceed with the following support request process:
· Check ServiceDesk Knowledge Base for answers to common questions
· Leverage SharePoint Product ivy Hub for ‘How to’ information
· Request support from the listed Site Manager
· Support  schedule:
· Self serve support will be available through the ServiceDesk Knowledge Base.
· Sharepoint Support Services (Tier 1) support will be available Monday – Friday, 9 am – 5 pm, Central time
· Developer (Tier 2) and Expert (Tier-3) support will be available Monday – Friday, 9 am – 5 pm when contacted by the Support Services team.
[bookmark: _Toc241997045][bookmark: _Toc241020836]Requesting a New Site (Site Provisioning)
All New Site requests must go through a site request process and reviewed for approval. Criteria to be reviewed will consider the following:
· Site objective is in alignment with the goals of Fermilab SharePoint at the laboratory
· Activity to be performed within the site does not interfere with the performance of the SharePoint infrastructure or application and Site adheres to the quota storage offerings
· Ensure the availability requirements of the site can be met with the current SharePoint service Level Agreement
· Identify any special document usage, records management, or sensitive data requirements outside the standard document management features available 
· Identify potential system integration points external to SharePoint, if so , the request will require additional review with manager of the external system 
· Identify if the activity performed within the site will be user self-supported
· Identify if there is a need for additional user training beyond the training offerings provided 
· Identify potential development or customization requirements. If so these would require conformance through change, deployment and configuration management policies and procedures 
· Identify if the site will require SharePoint Program consultation. 
· Identify if the site will require project management
· Identify potential additional costs or resources associated with acquisition of third party vendors or tools
· Evaluate the lifecycle of the site (ie. Longevity)
· Evaluate if an existing site collection is available to host a sub site or functionality as an alternative
Site Collection Request Process
· Requesting Site Owner fills out site request form through Fermilab Service Now –  Service Catalog - Web & Collaboration – Request a Site
· Request will be routed to the SharePoint Site Approval Group for review, additional information may be requested from the requesting Site Owner
· The appropriate business analyst, computing sector scientific liaisons, and SharePoint Services groups will be informed of the request.
· If approved, a task will be created and assigned to the SharePoint Services Group, following a sequence task to the SharePoint Support Team & Web Team to complete fulfillment, deliver site, and schedule training as needed.
· If denied, the request will be cancelled with explanation of denial and recommendations. 
Sub Site Request Process
· If a sub site is needed, request the site from the Site Manager. The Site Manager will be responsible for reviewing validity of sub site adheres to overall objective of Site Collection, and coordinating having the sub site created by the Site Administrator. Site Manager may also advise the requester to the Site Collection request form if needed.
[bookmark: _Toc241997046][bookmark: _Toc241020837]Requesting Access to a Site
· Find the Site Manager listed for the site you want access to and contact that person to request access, the Site Manager will coordinate granting with the Site Administrator if approved.
· Alternatively, if the site has Access Requests enabled, simply submit the access request when presented with that option.
[bookmark: _Toc241020838]Site Retention
While sites objectives will differ based on laboratory, project, department, team, or ad-hoc needs, some sites will have a longer life than others. It is important to ensure that sites longer in use are identified and potentially deleted or archived. Site Owners will be notified when a site has not been used for a period of XX days. At which time the Site Owner will confirm continued usage is needed.  If usage is not confirmed after X notices given over a period of 30 days, or the Site Owner confirms usage is no longer needed, the site will be archived. 
[bookmark: _Toc241997047][bookmark: _Toc241020839]Feedback Collection
The following will be provided as methods for users to provide feedback:
· ServiceDesk request.
· The search site will be equipped with a collect feedback link so users can suggest best bests, keywords, or thesaurus changes to make searches more relevant. The same search feedback collection will be available on the Help Center.
· Each site should provide a link where users can submit feedback
[bookmark: _Toc241020840]MySites
MySites will be available to all users with Fermilab services accounts as self-service creation. All users must adhere to the Fermilab Social Networking Laboratory Policy (to be generated) 

[bookmark: _Toc241020841]Appendix - Committee Membership 
As of September 2013 the committees have the following membership:

CS Senior Management Committee
Victoria White, Fermilab CIO
Jon Bakken, Core Computing Division Head
Robert M Roser, Scientific Computing Division Head

SharePoint Program Committee Members
Mark Kaletka - Core Computing Division Deputy Head
Scott Nolan – Core Computing, Head of Enterprise Architecture
TBD - Core Computing, SharePoint Product Manager
Ruth Pordes -  OCIO - Scientific Computing Division
William Boroski - OCIO, Governance, Project Management
Tammy Whited, Services Manager
Jim Fromm – OCIO, Applications Manager
Peter Rzeminski II – OCIO, Web Collaboration Systems

Governance Steering Committee Members
Mark Kaletka - Core Computing Division Deputy Head
Scott Nolan - OCIO, Head of Enterprise Architecture
TBD - Core Computing, SharePoint Product Manager
Peter Rzeminski, II - Core Computing, Web, Communications, and Collaboration Services
Ruth Pordes - OCIO - Scientific Computing Division
Tammy Whited - Office of CIO, Services Management
Matt Crawford - Office of CIO, Governance, Project Management
Katie Yurkewicz - Directorate, Office of Communication
Bob Sieloff, Core Computing, SharePoint Architect
Adam Talesky, Core Computing, SharePoint Developer
Marc Mengel, Computing Services Spec, SCD/SCP/REX/DHS
Panagiotis Spentzouris Scientist, SCD/FPE/ADS
Daniel Stenman, Network Analysis & Arch Mgr., AD/ENG/CONTROLS
Jim Patrick - Accelerator Division
[bookmark: _Toc241020842]Appendix – SharePoint Team Tasks and Skills 
[bookmark: _Toc241020843]SharePoint Support Services
The SharePoint Support Services Team has the following tasks:
· Provide basic user SharePoint Support as fielded from Fermilab Service Operations Support
· Provide basic SharePoint functionality and governance training
· Consult the with the laboratory on strategy and requirements
· Provide basic out-of-the box design consulting
· Help create and manage SharePoint FAQ in a knowledge base
· Escalate support issues as needed to SharePoint Infrastructure and Development teams
· Escalate enhancements & custom solution requests to SharePoint Product Manager

The SharePoint Support Services Team members should have the following skill set:
· SharePoint site design and administration
· MS Office
· Understanding of application integration with SharePoint (i.e., InfoPath, SharePoint Designer) 
Requirements gathering
[bookmark: _Toc241020844]SharePoint Infrastructure Support
The SharePoint Infrastructure Support has the following tasks:
· Advise the Governance Committee on operations related matters
· Monitor and maintain quotas, usage, performance and capacity levels
· Patch and update servers
· Restore lost content
· Maintain environment backups
· Deploy SharePoint features and solutions
· Adhere to application release deployment and change migration procedures
· Maintain clean logs and resolve log issues
· Maintain search availability, scopes, keywords and best bets
· Create approved web applications and site collections 
· Monitor the Fermilab SharePoint environment and archive unused content
· Ensure Fermilab SharePoint is leveraging Active Directory correctly
· Ensure Fermilab SharePoint is leveraging security infrastructure correctly
· Perform and document installation and configuration of the system
· Maintain Fermilab SharePoint document recovery process
· Coordinate support for hardware, OS, Networking and databases
· Tier 3 support on resolving SharePoint application functionality issues
· Other tasks as assigned through the SharePoint Program

The SharePoint Infrastructure Support members should have the following skill set:
· SharePoint architecture and administration
· SharePoint Site Design and Site Administration
· Advanced understanding of SharePoint application and development concepts
· Advanced understanding Windows Server administration 
· Advanced understanding SQL Server administration
· Advanced understanding IIS administration
· Advanced understanding Network administration
· Advanced understanding SharePoint administration and customization

[bookmark: _Toc241020845]SharePoint Development Team
The Development Team has the following tasks:
· To advise on the best solution on initiatives approved by the Governance Steering Committee based on their knowledge of the platform
· To build and maintain solutions in line with best practices for development and within the specifications of the laboratory’s internet, extranet and intranet governance
· Resolve SharePoint application or customization issues
· Oversee and provide insight and knowledge into the platform lifecycle
· Provide best practices guidance for development lifecycle
· Advise Governance Steering Committee on best way to utilize technology to achieve initiatives

The Development Team members should have the following skill set:
· SharePoint Administration
· Microsoft .net development
· SharePoint Designer
· SharePoint workflow
· Microsoft InfoPath
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