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1 Notes for users
This template is designed for documenting an injury data collection (the process and activity of collecting data) and the resulting dataset. It presents a ‘standard’, with the aim that all injury data produced in New Zealand is documented to a consistent level of completeness and specificity so that the data can be easily understood and used.
A standard set of information about a dataset helps to:
· improve communication and understanding

· reduce confusion, information loss, or rework

· simplify comparison between different datasets

· facilitate data sharing between different parties.
About this template
This template was created by taking key fields in existing injury sector documentation and fields not currently documented, and matching these with an international standard for data documentation. The result is a template based on the Data Documentation Initiative (DDI) version 2.1 standard (see section 2), with additions accounting for existing practices. This template allows for ease of comparison with other documentation, and for easy online publication.

The template may be used to document a data collection:

· that gathers information over a discrete period of time and results in a single dataset

· that is ongoing with a continually updated dataset

· where information is collected directly from respondents
· from sources that have already previously collected information from respondents (ie administrative data). In this case the template allows for the identification and description of the sources and how these sources collected the data
· that is related to what is being collected, where applicable.
Structure

The template provides the following sections:

· organisational context

· data collection summary

· methodology

· related data collections

· technical guides and other related documents

· dataset.
Repeating sections

Parts of the template can be repeated to allow for multiple instances of the item being documented (eg, data sources). These sections are identified by a black line above and below. To repeat the section, select the black lines and the text in between and then paste into the document immediately after the first instance.

2 Background to the Data Documentation Initiative

Begun in 1995, the Data Documentation Initiative (DDI) is an international project that was developed by a membership-based alliance to create a standard for information describing social science data. 

This standard:

· outlines the information that could be recorded about a dataset and the process used to collect it

· enables those documenting datasets to know what information should be included in the documentation

· lets researchers know what information they can expect to have been recorded, and where to find it
· provides a structure, by providing constraints on the order and position in which information is included.

The standard is used by organisations worldwide across many different disciplines. In Australia and New Zealand, for example, it is used by the Australian Social Science Data Archive (to document microdata on economics, demography, politics, sociology, psychology, health, law, and education) and by Statistics New Zealand’s Data Archive.  In the health sector, the standard is used by Health Canada, among others, to document data used in its web-based data analysis system.

As a standard, the terminology, structure, and information provided by the DDI can be used as a framework for documenting a diverse range of datasets. For the injury sector dataset documentation, standard content from the DDI has been used to create a template in Microsoft Word. The template outlines key information that should be recorded by producers of the data. This document may be published and made available to researchers who use the dataset.

As well as a standard that can be implemented in any format and medium, the DDI also provides a technical solution to the documentation of datasets. A DDI document is intended to be written in Extensible Markup Language (XML) to provide a format for the content, exchange, and preservation of information. XML is designed to store information in a hierarchical way, and is flexible because it allows the transformation of information into different formats for display and presentation on the web or in print.
<
<<<<Documentation for

<enter the title of the data collection here>>>
Version: <<<version number of this document>>>
Authored by: <<<author(s) of this document and their affiliation, each on a new line>>>
<Produced by: <<agency that produced this document>>
Produced on: <<production date of this document>>>
Other notes:


<<other pertinent comments regarding this document (not the data collection)>>>>

<Organisational context
About the organisation:
<< a brief description of the purpose and function of the organisation that produced this data collection>>
Mandate:
<<legislative or other formal responsibilities held by the organisation in relation to the collection of data>>
Relevant structure:
<<enter a description of the structure, roles, and responsibilities of areas in the organisation that are involved in collecting and processing data>>
Website:
<<URL to the organisation’s website>>
Datasets: (provide names and descriptions of all the datasets produced by the organisation, repeat this section as necessary)

<
Name:


<<name of the dataset>>
             Description:
<< of the scope and purpose of the dataset, including key concepts/variables >>
             Website:                         <<public URL to gain entry to the description, documentation, and/or access to the dataset >>>
Other notes:

<<other key information about the organisation>>
Data collection summary

Citation

<<Title:


<<title of the data collection>>
Identifying number:
<<ID number of the data collection, if applicable>>>
<Producing agency/agencies:<<agency that has administrative responsibility for the data collection and that produced the resulting dataset and documentation>>
Production date:
<<date when the data collection was completed, use the date when the resulting dataset and documentation were first (final release) released>>
Funding agency/agencies:
<<agency that provided funding (ie to produce the resulting dataset and documentation) for this data collection >>
Copyright owner:
<<agency that owns the copyright to the resulting dataset and documentation from this data collection>>>
<Distribution

Distributing agency:
<<agency responsible for providing access to the resulting dataset and documentation>>
Contact:
<<contact details of the data custodian (within the distributing agency) who is responsible for providing information and processing requests to use the resulting dataset and documentation>>>
Discovery

Bibliographic citation:
<<bibliographic citation for the dataset resulting from this data collection>>>
<<Keywords:
<<keywords that will help identify the subjects covered by this data collection, enter each on a new line>>>
Abstract

<<background of the data collection,  such as the purpose, nature, and scope of the collection>>
<Coverage (of the collected data)
Reference period start:
<<start date of the period >>
Reference period end:
<<end date of the period >>
Geographic coverage:
<<geographic area covered>>
Target population:
<< the intended group that the collected data should cover conceptually>>
Observed population:
<< the actual group that the collected data covers.>>
Methodology
Data collection method (this data collection method refers to the activity used to gather the data into its current form, this may be either a direct collection of information from respondents or a data capture from a source that holds previously collected data)
Collection period start:
<<start date of the period when data was collected or captured into the resulting dataset, if the collection is ongoing the start date should still be entered here>>
Collection period end:
<<end date of the period when data was collected or captured into the resulting dataset, if ongoing this should be stated here>>
Type of data: 
<<whether this data collection is either an ‘administrative data capture’ or a ‘survey’>>>>
<<Data collector:
<<a description of who gathered the data into the resulting dataset, ‘agency’ or ‘individual’>>
Frequency of collection:
<<if collection is discrete, how often it is repeated, or state ‘continuous’>>
Mode:
<<how data was gathered into the resulting dataset, that is, oral interview, paper survey, telephone survey, capture from system>>
Collection situation:
<<detailed description of the process used to gather the data into the resulting dataset>>
Data sources: (if the data collection does not represent the initial collection of this information direct from the respondents (i.e. is captured from a system that already holds collected data) each source should be described, repeat this section for each data source used)
<Name:
<<the source> >
             Description of source:
< <original collection method, the characteristics of the data, and changes to the data over time, where known >>>
Editing:
<<any action taken to fix errors in the data after collection>>
Confidentiality:
<<actions performed on the data to protect privacy or ensure confidentiality>>>
<Missing data:
<<unit non-response in the data and any related response information>>
Accuracy:  
<<detailed description of the accuracy of the data collection, including sampling error, estimated completeness, and validity> >
Other quality issues:
<<other quality information>>>
Business processes:
< <business processes used to process the data>>
>
Changes over time: (provide descriptions of all changes to the data collection and the resulting dataset overtime, repeat this section as necessary)
< Change agent: 
<<organisation or individual/s responsible for initiating the change to the data collection>>
Date of change:                 <<date the change occurred>>
Change description:          <<description of the change. If the data collection represents an ongoing activity that regularly updates the resulting dataset, this should be used to describe any breakpoints and changes to the method over time. If the data collection represents one instance of a discrete data collection then this should be used to describe differences between this and previous instances for the purpose of comparability>>
Reason for change:           <<why the change occurred and any anticipated consequence of the change> >
>
<Forms and questionnaires (the forms and questionnaires identified here should refer to the forms or questionnaires used to initially collect data from respondents. If multiple questionnaires or forms are used repeat this section as necessary)
<<<Title:
<<form or questionnaire used to initially collect the data from respondents>>
Identifying number:
<<ID number of the form or questionnaire, if applicable>>
>
<Version:


<<version number >>>
<Producer:

<<agency that created the form or questionnaire>>
Production date:

<<date on which the form or questionnaire was created>>>
Bibliographic citation:
<<bibliographic citation >>
Location:
<<Internet address or other location where it can be viewed>>
Other notes:
<<relevant notes or comments about its use>>>>
Related data collections (if there are multiple related data collections, repeat this section as necessary) 
<<<Title:


<<title of the data collection>>>>
<Version:


<<version number of the data collection>>>
<Producer:

<<agency that produced the data collection>>
Production date:

<<date on which this data collection was produced>>>
Bibilographic citation:
<<bibliographic citation >>
Location:
<<Internet address or other location where this data collection, or information about it, can be found>>
Other notes:
<<other notes, including how this data collection is related to the current data collection>>
Technical guides and other related documents >
<<(if there are multiple documents, repeat for each document, include the Variables Relationships  section for each document)
<Title:


<<title of the related document>>>
<Version:


<<version number of the document>>>
<Author:


<<author of the document>>>
<Producer:

<<agency that created the document>>
Production date:

<<date this document was created>>
Production place:

<<location (city) where document was created>>>
Bibliographic citation:
<<bibliographic citation for the document>>
Location:
<<Internet address or other location where the document can be found >>
Other notes:
<<other notes including how the document is related to the current data collection>>>
Variable relationship: (repeat this section as necessary to specify the variables which are common between the dataset and the related document. If related by all the variables or unsure, state in Other Notes section above and leave Variable Relationship section blank)​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​

<Variable relationship:  <  <name of the variable that relates the study with the document>> >
>>
<
Dataset

Who can access:

<<<who is allowed to access the dataset>>>
<Privacy issues:
<<any privacy issues relevant to this dataset>>
Security
:

<<description of the restrictions placed on access to the data 



and how security is maintained>>
Ethical/legal constraints: << ethical or legal constraints that impact on the 




use of this dataset>>>>>
<Dataset/file name:
<<<file or database where dataset can be found>>>
Guide for use:

<<general explanation of the dataset and its use>>
Website:                         <<public URL to gain entry to the description, documentation, 


and/or access to the dataset >>>
<Variable group: (repeat this section as necessary to group the variables in the dataset)
<Label:


<<name to identify the group of variables>>
Description:

<<description of the variable grouping including why 




these are grouped together>>>
Variables: (repeat this section for each variable included in the dataset)
<Name:


<<name of the variable>>
Identification number:
<<ID number for the variable>>


Label in dataset:

<<label for the variable as it appears in the 




dataset>>
Definition:

<<description of what the variable 





represents>>
Type:
<<data type included in this variable, for example, ‘character’ or ‘numeric’>>
Standard classification:
<<title of the classification, where it can be 



referenced, and if this variable has been 



coded according to a particular standard 



classification >>
Coding: (repeat this section for each possible value for this variable)
<

Label:


<<enter the response>>


Definition:

<<enter further definition and 





meaning of the response>>


Value:


<<value used to represent the above 




response>>>
Analysis unit:

<<item or activity that the data contained 




within the variable represents>>
Derivation:

<<<description of the method used and the 




source data/variables, if this variable is 




derived>>>
Verification rules:

<description of the rules for validating the 




data contained within this variable>
Question/field:

<<<question or form field that was first used to 



collect the data included in this variable>>>
Original collection:
<description of how the data (represented by this variable) was originally collected>

Changes over time:
<<description of the changes to this variable over time, if a continuously updated dataset this should describe the effect on the data in this dataset, if a discrete collection it should describe changes from previous iterations of the dataset>>
               Related variable(s):
<description of the relationship between this and any other variables>>
>>
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