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Winteringham Parish Council 

 

Village SharePoint Service 

 
 

Winteringham Parish Council is about to configure its SharePoint service for the village and make 

this available for use by community groups, residents and local businesses as well as the Parish 

Council itself. This collaboration service is based on the Microsoft Office 365 ‘cloud’ product that 

is used widely within public service organisations and companies in general. SharePoint can 

provide secure document libraries for the on-line storage of important information that may be 

accessed from anywhere in the world. This document outlines how the proposed service will be 

configured and is open to residents to provide their own suggestions about how the service should 

be set up and operated for the benefit of the whole village. 

 

The service will include both ‘private’ and ‘public’ facilities. Private services will be made available 

by ‘controlled’ access to the service i.e. by entry of a user identity (e-mail address)/ password 

combination or even more securely using a “two factor” authentication method. Public services can 

be accessed simply by accessing the site via a URL (web address). 

 

It is anticipated that the initial sites that will be made available by this service will include: 

 

• A Councillors ‘Intranet’ – This will be a private area of the site that will be used to create a 

document library containing important Council documents such as the Village Hall lease, 

the Parish Clerk’s Contract of Employment, policy source documents, training information 

and manuals, etc. These documents will be made available to view and download by the 

Parish Councillors but will not be made available to the public at large. 

• Community group’s document libraries – These will be private areas that members of the 

various community group committees may use to store their own important documents such 

as the group’s constitution, policy documents, meeting minutes, financial documents and 

returns. Access to each of these areas would be controlled by the application of the 

appropriate group permissions – for example a Councillor may be a member of the Village 

Hall committee so he/she would have access to the Council intranet and the Village Hall 

area but not the Festival Committee area. Similarly, someone who is a committee member of 

the Festival Committee and the Camera Club would be able to access these areas but not the 

Councillor’s intranet. 

• Parish Council Archive – This will be a public area that will be used to store items of general 

interest that the Council archives such as the minutes of meetings, financial statements and 

documents from previous years. The current year’s documents which will always be made 

available on the Parish Council’s general web site. 

• Consultation area – A public area that may be used by the Council to upload discussion 

documents like this one that people may comment on. Other community groups may do 

likewise. This area could also be used for the polling of residents for their opinion on an 

issue or to undertake more comprehensive surveys. 

• Projects area – This will contain a mix of both public and private information concerning 

village projects. The Council already produces a simple spreadsheet showing the current 

village projects and their progress (this is updated monthly and uploaded for public view on 

the ‘Home’ page of the Council’s web site – http://www.winteringham-pc.gov.uk) but as the 

village’s project portfolio grows then most of the project control documents (i.e. those that 

do not contain any commercially sensitive information) could be uploaded into the public 

http://www.winteringham-pc.gov.uk/
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areas. More sensitive documents (e.g. contact information, etc.) would be kept in a 

controlled area but the Council will endeavour to publish virtually all of its project 

documents and make these available to residents. Projects within larger local authorities 

follow a strict control methodology (PRINCE 2) and whilst the village is too small to follow 

this methodology in full Council initiated projects will follow a ‘lite’ version of the methods 

used to control projects i.e. concept, summary, initiation documents and Gantt chart will be 

produced and updated as each of these projects progresses. 

 

As mentioned above SharePoint is part of the Microsoft Office 365 product offering and for Council 

administration purposes the Parish Clerk and some Councillors (who chose to do so) have been 

granted Office product licenses. This permits the individuals concerned to download the full suite of 

Office collaboration products to their own computers and devices. In addition, a Council e-mail 

address is created for these individuals based on the Council’s web domain (e.g. 

parishclerk@winteringham-pc.gov.uk). Microsoft Office 365 is a licensed product and the Council 

pays a subscription for this service. This secure web service could be made available by the Council 

for use by other community groups, residents and local businesses but a small monthly fee would 

need to be charged to cover the cost of the license subscription and any administrative overhead 

involved. 

 

If you have any comments or suggestions to make on the proposed installation of this service for the 

village then please contact me at: 

 

stephen.foston@winteringham-pc.gov.uk 

 

14th. September 2017 
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