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	Executive summary 
	This document introduces idea the SNN handbook, as a set of checklists and procedures for EMSA and MS in relation to SSN operations, development etc.


	Action to be taken
	As per paragraph 4

	Related documents
	n.a.


1. INTRODUCTION
The SafeSeaNet handbook objective is to harmonize all the procedures that are currently in place (but not organised), all related external documents and all routines. Thanks to this handbook, Member States at any stage of their participation in the system should swiftly find and conduct proper, harmonized actions.

The SafeSeaNet handbook should provide relevant parties at national level (i.e. developers, NCAs, contractors) and EMSA answers to basic questions e.g. 
· What steps should be followed to organize and perform commissioning tests? 
· What should be done to obtain SSN commissioning test approval?

· What needs to be done to join the production site of the SSN system?
· Who needs to be notified if my system becomes unavailable due to technical problems/service works etc?

· What steps should be followed by EMSA if there is a need to notify changes in the SSN version/developments/bugs?

EMSA is organizing a set of tasks and procedures that will enable swift and effective co-operation within the SSN community. It is primarily for MS that still require further development and for those actively participating but experiencing problems. Each Member State participating in SSN may be within one of the phases described below. At each of those phases different checklists, routines and procedures are applicable.
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Drawing 1
Figure 1 - Different level of MSs participation in the SSN and related procedures, checklists or routines of the SSN Handbook.


2. Content of the SSN HAndbook
The SSN Handbook represents steps towards full participation in SSN. The diagram below illustrates this approach and describes the content of procedures/actions that are required at each step. Such actions are repeatable when changes occur, or are routine when in the operational phases.
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Figure 2 - Step Approach towards full participation in SafeSeaNet 

The SSN Handbook will consist of the following procedures:
	Procedure N.
	Description
	Version

	S 0.0.0
	List of procedures
	0.01

	S 0.0.1
	Track of changes
	0.01

	S 0.0.2
	List of Annexes or referred documents
	0.01

	S 1.0.1
	“Welcome on Board” document and update on the contact details
	0.01

	S 2.0.1
	Preparation for the Commissioning Tests and testing/training period
	0.01

	S 2.0.2
	Reporting after Commissioning Tests
	0.01

	S 3.0.1
	Request for the Digital Certificate for production site
	0.01

	S 4.0.1
	Entering Production Site of the SafeSeaNet, initial Operation Phase (I.O.P)
	0.01

	S 5.0.1
	Conduct of actions if Change Management Plan is invoked
	0.01

	S 5.0.2
	Conduct of actions in case of the new release of the SafeSeaNet software 
	0.01

	S 5.0.3
	Conduct of operations in case of the technical failure on the local level
	0.01


Apart from the checklists, the document will provide links to other reference SSN documents and consolidate them under one comprehensive document – The SSN Handbook.  
An example of one of the SSN Handbook procedures is given in the Annex 1.

3. ACTIONS PROPOSED BY EMSA

· The SSN Handbook version 1 will be drafted by 31st June 2008
· It will be distributed to MS by 1st of September 2008
· Subject to the acceptance of any comments from MSs, to be received, will be amended by 15 September 2008 

· Version 1 will be finally brought into use by 22 September 2008
· It will be published on the EMSA WEB Page before SafeSeaNet Workshop 10.
4. ACTION REQUIRED

The Member States participants are invited to provide their comments on the content and scope of the document.
Annex 1 - Example of the SSN Handbook Checklist

	WHEN TO APPLY:

· WHEN YOU WANT TO START ANY OPERATION WITH SSN

· CONTACT DETAILS HAVE CHANGED

· OPERATIONAL CONTACT CHANGED
· DIGITAL CERTIFICATE HAVE CHANGED
· NEW SCOPE OF THE TESTS WAS INTRODUCED
· TWICE A YEAR TO CONFIRM THE PERSONS RESPONSIBLE 
	WHO SHOULD APPLY:

· NCA, LCA



	GENERAL INFORMATION – Familiarize your self before requesting for the WoB document
	Check



	Welcome on Board document issued by EMSA per each MS. This document formalise entering of each Member State into the SafeSeaNet system and summarise the information necessary for running MS application in the production and training environment. This document has to be filled in and forwarded to EMSA before launching any activity with SafeSeaNet. It also have to be regularly updated as per conditions of application of this procedure or whenever information changes.


	(

	You will be requested to fill contact details tables in the Welcome on Board documents. Weather you are commencing training/testing or wishing to join the production (real operations of the SSN) you will be asked to fill the appropriate parts of the Welcome on Board document.


	(

	A Member State Representative at the National level is the person in charge of the general responsibility of the system. He is the Member State representative in charge for participating to the SafeSeaNet management organisation and expressing the opinion on behalf of the Member State authority.

A Operational Contact is responsible of the management at National level. He is responsible for holding the complete list of documents relevant of the system and he is the contact with the EMSA team for all technical issue. He will receive the alert provided by the Help Desk.
MS Contractor/ Technical contact is responsible for the development of SSN at MS National level, to be used in cases where the NCAs wish information to be received directly by their contractors/technical bodies, on matters relating to technical details such as improvements, changes, system failures or interruptions due to maintenance works and new releases of the SSN system.
These persons/functions have to be appointed. It is a sole authority of the Member State. All contact details must be confirmed once a year and any time there is a new version of the document issued.


	(

	The core of the SafeSeaNet system is hosted within a data centre under responsibility of the Commission. The system is monitored within a Service Level Agreement that guarantee a permanent surveillance of the system based on 24h/day with an availability of 99%. A help desk support the service with objective to report in real time of any trouble affecting the SSN core. The data centre helpdesk is not accessible by SafeSeaNet users.

If any problems arise at this stage, familiarize yourself with reference documents.
	(


	REQUEST FOR THE WELCOME ON BOARD DOCUMENT 
	

	If you are going to start testing or training, request from EMSA a user id, on the NCA level, to gain access to the SSN Training environment. The creation of the NCA user id falls under the responsibility of EMSA. Once the NCA user is created you can used to send XML messages to the SSN central system (hereinafter the European Index server – EIS) training/production site and to create additional user ids for the LCA (CST, POR, PSC, OTH) that participate in SafeSeaNet. If any problems arise at this stage, familiarize yourself with reference documents.
	(

	If you have already completed the tests/training, wish to update contact details/ accounts request from EMSA a user id, on the NCA level, to gain access to the SSN Production environment, forward your request to the contacts described in the next point.
	(

	In order to obtain or update Welcome on Board document, submit a request via email to the helpdesk at helpdesk@intrasoft-intl.com or EMSA at SafeSeaNet@emsa.eu.int .
	(

	EMSA will provide you the latest version of the Welcome on board document. You are always required to complete the document and submit it back to EMSA with the following details:

1. The Member State representative(s).

2. The technical operational person(s).(Refer to the General Information section)

3. Other technical information as per next point
	(

	Technical information. 

Define or update the representative for the account, his/her contact details, the location, the type of network to be used (TESTA/Internet), the type of interface and if it is and XML interface Data Provider and Data Requester URLs.


	(

	In case of the XML user define:

- Data Provider URL: Is the URL pointing physically to the remote website of the Member State allowing SafeSeaNet to get the result of its request in xml format. Where can we find information when the NCA has it?
- Data Requester URL Is the URL pointing physically to the remote website of the Member State allowing SafeSeaNet to send the answer to a request previously sent by the Member State.
	(

	Return completed document to EMSA and store the latest version at NCA.
	(

	Consider the condition of application of this procedure in your local procedures for the operations of SafeSeaNet in order to provide updates/confirmation of the contacts at least once a year.
	(

	REFERENCE DOCUMENTS 

	Interface Control Document (ICD), - http://www.emsa.europa.eu/Docs/ssn/ssn_icd_v1_rev0.pdf 

SSN v1.9 User Manual, - http://www.emsa.europa.eu/Docs/ssn/ssn-umn-v1.02-public.pdf
Latest edition of the Welcome on Board (WoB) document


� SSN WEB Interface will be phase out for notification purposes as proposed by EMSA (SSN 8.7.2, SSN 8 Workshop Report)


� In the future SSN WEB Interface will be retained for requesting purposes 
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0. Assessment of the Scope of Participation in the SSN. Made on the National level i.e 
What messages are provided? Are we able to request and obtain all messages? Are we providing messages as per Directive Requirement?


1. Contact details and account management 
How to and obtain user account (NCA) from EMSA with proper access rights? How  to create user accounts for the local users (LCAs)? How to obtain url of the training/testing site and production?  How to obtain latest version of technical requirements (documents)? How to update contact details of the NCA, LCA, users? How to manage user accounts locally?



2. Testing/Training phase and Commissioning Tests
How to prepare for the commissioning test? How to book the training site for the intended date? How  to provide information on the scenarios tested? 
How to perform tests and send test report to the technical helpdesk? 
What if any feedback on the failures obtained? How to repeat particular tests.?
Which Digital Certificate to be installed for commissioning? 
When to Start training testing of the system? 
How to obtain feedback on the local organization in relation to compulsory notifications and request responses? 


3. Digital Certificate
How and when to apply for  Digital Certificate for the Production Site? When to install it and request EMSA for mapping? How to make sure that server is ready for the testing and all data providers are connected? When to train your operational and testing personnel accordingly?


4. Start Initial Operation Phase (I.O.P)
How to perform I.O.P. with EMSA? When to start your activities on the production site and obtain information on the quality of data provided? 
How to modify organization/technical to improve quality of data? How to apply for another set of I.O.P. tests? 


5. Continue your operations within SSN Productiuon. 

What to do in case of failure, maintenance, modification or unavailability? When and how to inform EMSA, Technical Helpdesk and the SSN users? 
What if  problems regarding request/response from data providers are experienced?
How to deal with follow-up requests from EMSA?
How to foresee and manage potential system changes/modifications?



