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Examples of council staff authors

Examples of community authors

Church choir Sports clubBusinesses Book club Individual

PR Officer Sports Officer Arts Officer

COMMUNITY MODULES
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ONE-OFF SELF REGISTER PROCESS

Register 
online

Can access 
all community 
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�
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AUTHOR PROCESS

Log in
Create 
content

Preview
content

Edit/delete 
content

Submit 
for 

approval

Access 
a 

module

Content 
awaits 

approval
�

�
�
/
'�
��3� 	
� ��$$��������� 
����	�� 	��� $
�����	�� �
�� ���� 	����� ���� ��
�������
��
	�������$	�
���'��$��������1������	
���� �
�	��	(�



�
��������	�
�� ��
��
����	� �

���	� ��
�
�����	���
������

�
�

 ������!�	�
����"�
#�$	� � "����2�
��%&�

�
������������������"�������	�"���	�������&�������
-�$��
��	��������$	�
���������$������������	������	 �������
'(�
�

LOCATIONS
SELF 

PUBLISHCLUBSEVENTSJOBS LOCATIONS
SELF 
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ADMINISTRATION

TECHNICAL SUPPORT

CREATE CONTENT

OVERSEE

TRAININGMARKETING

EDITORIAL

Functions

COMMUNITY MODULES
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ADMINISTRATIONTECHNICAL SUPPORTOVERSEE

• Set up Community 
Operators with 
permissions to approve 
and review content

• Set up workflow 
matching authors to 
approvers

• Strategy & development for 
the modules and ongoing 
operation of the modules

• Monitor content, and use of 
the modules and identify 
areas for development

• Develop and implement 
standards for content, 
process and policy around 
using the modules

• Identify gaps and overlaps
• Manage Community 

Operators (Action Plans)
• Monitor and review content 

(particularly without date 
stamps) to ensure content 
is still relevant and remove 
that which is not

• Support the technology 
ensuring it is robust and 
available

• Provide support to users
• On-going system 

development and 
enhancements

• Develop new modules

�

�������%��������*�	��%�"���	�����

TRAINING MARKETING

• Develop and deliver 
training to users of the 
Community Modules

• This may include training of 
the team managing and 
supporting authors and 
training of authors 
themselves

• Support council and 
community authors in using 
the system 

• Provide formal workshop 
training as well responding 
to ad hoc queries by 
phone, email or in person

• Develop a marketing 
strategy to raise profile of 
the community modules 
within the council and the 
community

• Deliver marketing strategy 
• This may include 

workshops, advertising, 
promotional events

• Ongoing championing of 
the community modules

• Identifying opportunities for 
marketing

�
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CREATE CONTENTEDITORIAL

• Check Community Modules 
for new content to be 
published (may be council 
or community created 
content)

• View new content and 
check against council 
community module content 
standards and policy 
including spelling, 
grammar, offensive 
material, correctness etc.

• Approve or reject content
• Publish approved content
• Monitor community 

modules for out of date 
content

• Create content using the 
Community Modules

• Create content that is 
relevant, appropriate and of 
interest to the community
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EDITORIAL

APPROVE PROCESS

Log in
View 

content

Approve & 
publish or 

reject

REVIEW PROCESS

Log in
Review 
content

Remove 
or keep

Content is 
up to date

Content is 
live
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CREATE CONTENT

AUTHOR PROCESS

ONE-OFF SELF REGISTER PROCESS

Log in
Create 
content

Preview
content

Register 
online

Can access 
all community 

modules

Edit/delete 
content

Submit for 
approval

Access a 
module

Content 
awaits 

approval
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Five Welland Councils using the Community Modules

REGIONAL STRATEGY TEAM
Welland Community Portals Team meeting

REGIONAL OPERATIONS TEAM
Welland Portals Operations Team

Project 
coordinator

Content 
Officer

Process 
Officer

Welland Programme 
Manager

LOCAL OPERATIONS TEAM
Local Portal Team

Community Portal 
Coordinator

Council Information 
Officer

Rutland online 
representative

Welland Portals 
Operations Team

Council Info 
Officers

TECHNICAL 
OPERATIONS TEAM
Rutland Online

EXECUTIVE TEAM
Executive Sub Group (ESG)

Welland Programme 
Manager

Council Chief Officer Council Chief Officer Council Chief Officer Council Chief Officer Council Chief Officer 

LOCAL 
OPSERATIONS 

TEAM
LOCAL 

OPSERATIONS 
TEAM

LOCAL 
OPSERATIONS 

TEAM
LOCAL 

OPSERATIONS 
TEAM

LOCAL 
OPERATIONS 

TEAM
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REGIONAL OPERATIONS TEAM
Welland Portals Operations Team 

Project 
coordinator

Content 
Officer

Process 
Officer

Welland Programme Manager

Community Portal 
Coordinator

Community Portal 
Coordinator

Community Portal 
Coordinator

Community Portal 
Coordinator

Community Portal 
Coordinator

Community Portal 
Coordinator

Community Portal 
Coordinator

Community Portal 
Coordinator

Community Portal 
Coordinator

Community Portal 
Coordinator

Community Portal 
Coordinator

LOCAL OPERATIONS TEAM
Local Portal Team

Council Information 
Officer
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CommunityCouncil

LOCAL OPERATIONS TEAM

Council Information Officer

PR Officer

Sports Officer

Arts Officer

Council staff authors

Other

Any officers within the authority that 
have a community facing role and 
therefore may have information to 
add to the community modules

Community Portal Coordinator

Community authors

Any members of the community 
who may wish to enter content into 
the community modules: jobs, 
events, clubs, self publish, locations

Groups Individuals

Businesses Other

APPROVERS

AUTHORS
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Council Community Portal TeamCouncil Community Portal Team

TECHNICAL OPERATIONS TEAM: 
Rutland Online Technical Team

Responsible for hosting, technical 
support, and product development

LOCAL OPERATIONS TEAM: 
Local Portal Team

Council 
Information Officer

• Responsible for council’s 
content. Approves all 
council staff entered 
content

• One per community (so may be more than one per 
council) 

• Community person in a part time role (8 – 12 hrs per 
week)

• Responsible for support, training, marketing within the 
community

• Approval of all community entered content

Community Portal 
Coordinator

REGIONAL OPERATIONS TEAM:
Welland Portals Operations Team 

Project coordinatorContent Officer Process Officer

Welland Programme 
Manager

• Content standards 
across Welland.

• Process and policy 
development across 
Welland

• Manage and coordinate the Community 
Portal Coordinators

• Ongoing strategy and development

• Supports the Process 
and Content officers and 
the fortnightly Regional 
strategy team

• Overall responsibility 
for the Welland Portals 
project

Community Portal 
Coordinator
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H&B COMMUNITY MODULES OPERATIONS TEAM 

Community

Content authors

E-government 
project manager  

Administrator

Information 
Officer

Director of Resources

Communications 
Officer

Community 
groups

Community 
individuals

Businesses Council Staff

Chief Executive

Technical 
Support 

TECHNICAL OPERATIONS 
TEAM
Rutland Online

�
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H&B COMMUNITY MODULES OPERATIONS TEAM

Content authors

• Enter content into the community modules: jobs, events, clubs, self 
publish, locations

• Supports the 
Communications 
Officer

Administrator

Communications 
Officer

Community 
groups

Community 
individuals

Businesses Council Staff

• Approve content
• Provide support 

to authors

• Implemented the 
Community Modules

• Initial training and 
marketing (workshops) 
for staff and community

• Strategy for ongoing 
sustainability, 
developments, 
marketing, training

• Attends The Welland’s
fortnightly portal 
meeting

• Define and 
document:

• Policy
• Legalities
• Data protection
• Security

Information 
Officer

E-government 
project manager  

Technical 
Support

• Responsible for dealing 
with technical queries 
and issues to support 
operations, servers down 
etc. 

• Liases with Rutland 
online (who hosts and 
supports)

• Responsible for internal 
developments e.g. 
systems integration

APPROVER

AUTHORS
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FEEDBACK GROUPS

OPERATIONAL TEAMS

Purpose :
• Strategic direction and operational 

management of the community modules
• Encourage and support authors from the 

community and the council to provide 
content

• Set standards and ensure quality of 
content

Core Team 

Purpose :
• Strategic direction and operational 

management of the community modules
• Encourage and support authors from the 

community and the council to provide 
content

• Set standards and ensure quality of 
content

Core Team 

Purpose :
• Development of the modules
• Provide statistics on usage and 

accessibility
• Provide technical support to Community 

Modules Team 
• Ensure availability and robustness of 

system

Technical Team

Purpose :
• Development of the modules
• Provide statistics on usage and 

accessibility
• Provide technical support to Community 

Modules Team 
• Ensure availability and robustness of 

system

Technical Team

Purpose :
• Provide feedback on the LAWs 

products
• Development suggestions
• Organisational feedback
• Share case studies around 

processes and procedures

LAWS User Advisory Group

Purpose :
• Provide feedback on the LAWs 

products
• Development suggestions
• Organisational feedback
• Share case studies around 

processes and procedures

LAWS User Advisory Group

Purpose :
• Provide feedback on the usability of 

the community modules
• Accessibility, navigation
• Content relevance and usefulness
• Development suggestions

Public Focus Groups

Purpose :
• Provide feedback on the usability of 

the community modules
• Accessibility, navigation
• Content relevance and usefulness
• Development suggestions

Public Focus Groups

Purpose :
• Provide feedback on the usability of 

the Community Modules
• Development suggestions
• Organisational feedback
• Share learning around processes 

and procedures and standards

Community Modules User Group
(The Welland’s Community Portal 

Team Meeting)

Purpose :
• Provide feedback on the usability of 

the Community Modules
• Development suggestions
• Organisational feedback
• Share learning around processes 

and procedures and standards

Community Modules User Group
(The Welland’s Community Portal 

Team Meeting)

�
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Core Team Core Team Technical TeamTechnical Team

Community 
Operator

Council Community 
Modules Manager

Community 
Operator

Developer

Technical 
Manager

Analyst Tech support

�



�
��������	�
�� ��
��
����	� �

���	� ��
�
�����	���
������

�
�

 ������!�	�
����"�
#�$	� � "����%7�
��%&�

.�����������	
�"����������	
��������)���	������
��� �� �

Authors

MARKETING

Core Team Core Team 

Community 
Operator

Council Community 
Modules Manager

Community 
Operator

ADMINISTRATION

CREATE CONTENT

OVERSEE

TRAINING

EDITORIAL

Community authors

Council authors
Council authors

Community authors
Analyst

Technical TeamTechnical Team

TECHNICAL SUPPORT

Developer

Manager

Tech support
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Core TeamCore Team

Community Operator Community Operator Council Community Modules 
Manager

Council Community Modules 
Manager

AnalystAnalyst

MARKETING
Strategy and Action Plan

ADMINISTRATION

OVERSEE
Strategic level 

TRAINING 
Strategy and Action Plan

Delivery to council authors

EDITORIAL 
For council authors

MARKETING
Delivery of Action Plan

TRAINING
Delivery of Action Plan; ad hoc 
support to community authors

EDITORIAL
For community authors

OVERSEE
Using statistics on usage
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Core TeamCore Team

• Reports to the Council Community Modules Manager
• Responsible for delivery of marketing training and 

support within the community
• Responsible for approval and review of community 

produced content and support of community authors

Community Operator 

• Reports to the Council Community Modules Manager
• Responsible for delivery of marketing training and 

support within the community
• Responsible for approval and review of community 

produced content and support of community authors

Community Operator 

Source of skills:
Communications or Information 
Officer

Source of skills: 
The community

• Overall responsibility for the Community Modules strategy and 
operations 

• Responsible for standards
• Manages the Community Operators with regular meetings setting 

Action Plans
• Responsible for approval and review council produced content 
• Provides support and training to council authors

Council Community Modules Manager

• Overall responsibility for the Community Modules strategy and 
operations 

• Responsible for standards
• Manages the Community Operators with regular meetings setting 

Action Plans
• Responsible for approval and review council produced content 
• Provides support and training to council authors

Council Community Modules Manager

• Assesses trends in use of modules by the public as 
well as authors and approvers including usability 
issues and user profiles based on data from the 
Technical Team, user group feedback, and research

• Reports on areas for technical development 
marketing and training strategy 

Analyst

• Assesses trends in use of modules by the public as 
well as authors and approvers including usability 
issues and user profiles based on data from the 
Technical Team, user group feedback, and research

• Reports on areas for technical development 
marketing and training strategy 

Analyst

Source of skills: 
Existing Web team, ICT team or Communications 
team
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Technical TeamTechnical Team

Source of skills:
ICT team

• Responsible for developing 
new modules or enhancing 
existing modules as 
directed by the manager

Developer

• Responsible for developing 
new modules or enhancing 
existing modules as 
directed by the manager

Developer

• Provides technical support to the Core 
Team as required

• Responsible for maintenance and stability 
• Provide technical statistic around usability 

to the Core Team for analysis

Technical Support

• Provides technical support to the Core 
Team as required

• Responsible for maintenance and stability 
• Provide technical statistic around usability 

to the Core Team for analysis

Technical Support

• Manages the technical team
• Strategy for technical development of the 

Community Modules – additions and 
enhancements

Manager

• Manages the technical team
• Strategy for technical development of the 

Community Modules – additions and 
enhancements

Manager

Source of skills:
ICT team

Source of skills:
ICT team
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Technical TeamTechnical Team

Developer

Technical 
Manager

Tech 
support

Core Team Core Team 

Community 
Operator

Council Community 
Modules Manager

Community 
Operator

Analyst

Core Team Core Team 

Tech 
support

AnalystTrainer 

Core Team Manager

Corporate Editor 

COMMUNITY MODULES
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APLAWS SYSTEM

Core Team Core Team 

COMMUNITY MODULES

Core Team Core Team 

Responsibilities
• Overall responsibility for the Community 

Modules strategy and operations
• Responsible for standards

• Manages the Community Operators
• Approval responsibility for council 

produced content

• Provides support and training to council 
authors

Council Community 
Modules Manager

Responsibilities
• Overall responsibility for the Community 

Modules strategy and operations
• Responsible for standards

• Manages the Community Operators
• Approval responsibility for council 

produced content

• Provides support and training to council 
authors

Council Community 
Modules Manager

Community Module Responsibility
• Overall responsibility for the Community 

Modules strategy and operations 
• Responsible for standards

Core Team Manager

Community Module Responsibility
• Overall responsibility for the Community 

Modules strategy and operations 
• Responsible for standards

Core Team Manager

Community Module Responsibility
• Manages the Community Operators
• Approval responsibility for council produced 

content

Corporate Editor

Community Module Responsibility
• Manages the Community Operators
• Approval responsibility for council produced 

content

Corporate Editor

Community Module Responsibility
• Provides support and training to council 

authors

Trainer

Community Module Responsibility
• Provides support and training to council 

authors

Trainer

�
�
�


