GOVERNMBNT OF KERALA
’ Abstract ' ‘
Information Technology Department - Guidelines for Government of Kerala
Websites - Approved - Orders issued.
: : INFORMATION ‘TECHNOLOGY (B) DEPARTMENT
G.0. (Rt) No 17/ 2011/1TD - Dated, Thlruvananthapuram 24.01.2011

- Read: 1. D.O. letter N0:4534/ BZ / 2010/ ITD dated 15. 7 2010 from the Ch1ef
Secretary addressed to all Secretaries.
Y 2. Letter No:KSITM/RKGWS/2008/3147/9/5228 dated 22.9.2010

from the Director, Kerala State IT Mission.

. -~ ORDER- ' '
VA As per. the D.O. letter read above, direction was issued to all
Y% - departments to take immediate steps: to update the website under their

department to comply with the guidelines developed by National Informatics
Centre for development and management of Government websites and to .
designate a "senior level officer of their department as "Web Information
Officer” to ensure-up-to-date and high quality content on the website as well
as timely response/action on the feedback/ queries received through websites.

" As per the letter read above the Director, KSITM informed that -
eventhough the Guidelines for the development and ‘'management of
Government websites developed by NIC is applicable to Governiment of Kerala
like other states, there is a need to customize some specific areas of the said
guidelines which shall also be- applicable to the various departmental web
sites over and. above the general guidelines developed by NIC. Hence the
Director, Kerala State IT Mission submitted draft guidelines for Government
of Kerala websites along with application forms for domain reglstratlon and
for usage of State Information Infrastructure.

v Government have examined the matter in detail and are pleased to
approve the guidelines for Government of Kerala web sites developed by
Kerala State IT Mission annexed, o this order. Government further order that,
as the facility for hosting websites in State Data Centre (SDC) is. presently‘

o available, all Government Departments/Organisations shall host their

: ((_ w2/ websites in SDC and if the space is not available in SDC, they shall select
C(/(i‘ v \Web hosting Service Provider as: per guldehnes issued by NIC. .

' ‘ (By order of the Governor)

K. Suresh Kumar -
. Secretary to Government

All Departments in the Secretariat.
The Director ,KSITM [for uploading the GO in the Webs1te]
All Heads of Department
State Informatics Officer, NIC, Thlruvananthapuram _
Information and Public Rela’uons Department ~
Finance( IT Cell)Department
- General Administration (Co-ordination) Department

Stock file / Office copy ’ o
. Forwar/dédi}/ Order
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Gurdelmes for the Government of Kerala Websrtes

lntroductron

This document provrdes the recommended gurdelmes for the development and management
of Government of Kerala (GoK) websrtes The primary objective of this document is to ensure
that the GoK websites, belonging to any constituent of the Government of Kerala, at any level,
are following the common guidelines. It is advised that these guidelines be followed by the
various departments of GoK while developlng or managmg any departmental websites, portal
or web based applrcatlons Compllance to, these gurdellnes will ensure a high degree of
consrstency and uniformity -in- the content coverage ‘and presentation and further promote

excellence in Government of Kerala web space

1 Definition A o
1. 1. "Solutlon Provider (SP)" means the Total Solutron Provider (TSP) for Government
of Kerala as per the Government Order G. O(Ms)No 3/2000/lTD 'dt.22/02/2000 or any
other Third Party Agent:y selected through a competrtrve brddmg process.
1.2. _,"Constituent“ means any Apex Offices, 'Consti tutronal Bodles ‘Secretariat .
Departments Directorates Commissionerates, Admrmstratrons Orgamzatrons C‘J'

'Operatrve lnstrtutlons LSGs of the Government of Kerala.
2. Website Design and Development

2.1. The Government of Kerala has empanelled'three 3 Totél. Solution Provlders (TSPs),
viz, National Informatics Centre (NIC), C-DIT and KELTRON. Any constituent, which
wrshes to develop a websrte shall raise the request for the same to any of the TSPs of :

their chorce

1 2.2. The Constrtuent to ensure, through appropnate Servrce Level Agreements, that the
websrte developed by the Solution Provuder is as per the 'Guidelines for Indian
Govemment Websites', prepared by the National Informatics Centre (NIC) and adopted by
the Department of Admrnlstratrve Reforms and Public Grlevances (DARPG) The detarls of
the guldelrnes can be downloaded from http:. Ilweb gurdelmes gov.in. ' ’




3. Lint( to State Po’rtal‘ '

Al web sites of Govemment of Kerala shall be lrnked to the official state portal

WWW. kerala gov.in

4, Domam Regrstratlon

3.1. Every Government of Kerala websute shoutd use the sub domaln kerala.gov.in.
. The use of kerala.gov.in is restricted to the constttuents of Govemment of Kerala. The
‘tnformatton and Public Relations Department(PRD) Government Kerala, is the
- exclusrve reg|strar for the kerala gov.in sub domam name. It |s the responsmmty of the

:vpartlcular Constltuent to obtain’ the kerala.gov.in sub domain.

3.2. The step—by-step procedure on how to reglster to a kerala.gov.in is grven below:

° Any Constituent of Government of Kerala whlch wrshes to register to the )

'_ kerala.gov. |n has" to "ratse a request in the prescnbed format as

mentioned in Annexure 1, to the PRO..
e The PRO shan process the request so received from the Constrtuent and
inform the sub domain reglstratlon details to the concemned Constituent

5. Website Testing

- All the Constituent websites of Government of Kerala shall ensure proper'u'ser )

acceptance testmg of the software developed to ensure the quality and may choose to
~ obtain a website quality certlflcatlon from orgamzatrons such as the StandardIZatlon

~ Testing and Quallty Certrt” cation (STQC)

- 6. Website Hosting

6.1. The Constltuent websrtes of Government of Kerala must be hosted in the'

Centrahzed State Data Centre (SDC) facilities in Thlruvananthapuram with the State—

of-the Art facilities, established by the Government of Kerala

6.2.The Data Centre shall have the followmg facilities:-
¢ Secure hosting .

. Standard technologies

e Guaranteed service levels
e High quality support, operation and monitoring of Consti_tuentsapplications ‘
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e Data }and. Appltic,ation, avaitability seven days a week twenty-four hours a day .
~ » Centralized network managemen't and operations capability

6 3. The procedure for hostmg the website in the SDCis gnven betow
~Any Constituent of Govemment of Kerala, which wishes to host the website
in the SDC, has to raise a request to the Kerala State IT Mission (KSITM), in
the presoribed format, as given in Annexure 3 for allocating the space for
* hosting the apphcatlon at the SDC. '

o The request for website hosting’ should go from the authonzed authonty of
the concerned Constrtuent, |dent|f|ed as the Head of the Department(HoD).

o K'S.ITM Shall-communicate the aVailabitit'y details to the concerned authority.

7. Back Up
7.1. The back-up of the websntes shall be taken care at the State Data Centre as per

i

" 'the back-up policy as per the G.0. (MS) No: 10/201OIITD dtd 05.03. 2010 as given in

Annexure3 o \

8. Website Management ‘

8.1.1. The concerned Solutlon Provider (SP) shail be the Super Admmlstrator for: the ,
management of the Constrtuent websnte .
8.1.2. However if the Constltuent wishes the System Admmlstratton to.be dene from

the Constituent side, the Head of the Department of the- Const-twnt shalf raise a
’ formal request to the TSP seeking the admmrstrator pnvueges
- 8.1.3. Upon recelpt of the request in the prescnbed format from the Constituent, the

TSP shall send the user id and password for the system admlmstratton to the

C concemed Constltuent

8.1.4. Websﬂe Content Managemen' The responsubmty of management of the content

: kof the websute hes with the t:oncerned Constituent. Al departments shall appoint a |
' senior level officer in each of the department as "Web Information Leader to ensure

up-to-date and hlgh quahty content on the web5|te as well as timely response/actlon on

the feedbacquuenes reoewed through the websntes The foliowing Content

: Management Framework shall be followed by the Constituent to effectively manager

- the content of the Constltuent website. | -

t

3
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~ 9. Content Management Framework

9.1.Content Management System

retrieve the relevant content efficiently, every Constrtuent shall ensure a proper
Content Management Framework (CMF), which would be web-based, havmg, user-

~ Content Management System (CMS) for management of the content of the website.

N

9.1.1. While the Develop’m'ent"of the websites in order to- present the content as per
the requirement of the viewer, organize the content in a categorized manner and to .

' friendly interface. As a part of this, the Constltuent shall use a free open source

CMS should support creatmg and confi gunng workﬂows based on categones of .

content

" 9.1.2. The Constituent shall be responsible for the creation, review, updation approval

and publishing of the content in the website. The user id and password for the content
management shall be provrded by the SP ‘ S

- 913 The Constltuent ‘shall constitute a- Content Management ‘Team. to manage the,w

contents of the webslte for the partlcular Constrtuent

| 9.2.| Content,Management Team cMT)

9. 2 1.Every Constituent shall constitute a Content Management Team for the creation,

updation and publtshrng of the content. Content could be contributed at grerent leVels

of the CMT but the same to be approved in only one level and finally PUbllShed on the .

portal after fi nalrzat!on The CMT shall consist of the following members -
« Content Creatorj B '-‘multiple‘(at"l'east2~nos.)7 '
- o Content Reviewer R multiple (at least 2 nos.) '

e Content Approver - - _One No

9. 2'2 Roles and Responsrbrlmes The roles and responsrbrhtres .of the various

members of the Content Management Team | is gwen below , .-
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Content creator

Content can be contributed by any authorized contributor of the Constituent. The roles
and responsibilities of the Content creator is given below:-

» Responsible for creation of the content for the Constituent website

t- Editing of the content before resubmission of the éame for review and ’a‘pproval

Content Reviewer

Once the content is contributed, it needs to be reviewed prior to its approval. The
important roles and responsibilities of the content reviewer(s) are given below:-

¢ . Any content that ha.s been created by the Content creator(s) shall be reviewed
by the content reviewer. - |

¢ The reviewer shall modify/edit the.content_ prepared by the creator.

e Once the content hés been reviewed, the content reviewer shall release the

-content for the approval.

Content Approver

Once the Content is reviewed, it needs to be-approved prior to its release. The
~ important roles arid responsibilities of the content approver is given below:-
* _Shall approve the content after. the review of the content reviewer

“e Shall be responsible for the release of the content for publishing in the website.
' 9.2.3. Monthly meetings and review .

The Content Management Team shall meet once in every month for the review of the
activities undertaken during the current month and shall address the challenges that

-are being faced by the Constituent. .

. ANNEXURES

Annexures 1 — Format of application for the Kerala.gov.inr domain registration.

Annexures 2 - Format of application for hosting the websites in the State Data Centre.

Annexures 3 - Government Order (GO) onthe Back-up Policy of Government of Kerala. -

4
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ANNEXURE = 1 ' I R

Application for Domain Registration

To -
The Concerned,
Information & Public Relation Departm,ent.

‘ a) Requesting Department/Organization ‘

b) Name, Address, Phone No. and e-mail
of the Administrative Head

c) Name of the Solution-Provider _
d) Name, Phone No. and e-mail of the
contact person of the solution provider: -

&) Requested Domain Name L L 1) .
(Please write in the order of preference, . 2)
with the most preferred one as the first option) - 3)
Sd/
Administrative Head

Important: Please note that the Domain name shall be allotted subject to avallablllty.

................................................

Application Reference No.
Requesting Department/Org.
Date ,6f applicatidh

Allotted Domain Name

Allotted Date
: Sd/




Arnexuie-2

L
/
Director -
‘Kerala State IT Mission
. ICT Campus
Vellayambalam v
Thiruvananthapuram - 695 033.

W

APPLICATION FOR USAGE OF STATE INFORMATION INFRASTRUCTURE

Name of the Departmem/Otgahization

Official Address

Name, Addyess 4& Ph'one number of the

Administrative head

I. Requirement Details

| (a) Required Space

{b) Domain registered? If yes,

domain name.

i
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7. MomtOnng Servncas requwed

(Need’s agent for CA Uméentré software agent)

8. SAN Storage

(Needs 2 Gbps FC Adapters with cables)

I Technical representative(s)

(a)“ Name ) \_ :--.‘u'-‘--/-,a. -------- )c--i-.c\-u-n’.ccno-tnq‘"
Designat:on ....... OO T SO '

---------------------------

+ - R \ N
Address .................... eeresessancrasnesnte

B ]

\wd,_‘ |

senssssan

‘ '.(b)'Name' Leereeeeser st '

"Desmnauon ......................

---------

. Address  ............. K

Signature of the Administrative -
.+ head of Client department

Date: Allotted/Not Allotted

| gsmh;tm of the Approving authority





