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Purpose

The purpose of this guidance is to provide any potential contributor of data to the Leicester Shire Online Research Atlas with adequate guidance to ensure that the data provided is compatible and can be published through the portal.  The web portal is a project developed jointly between three partnerships: Leicestershire Together, Leicester Partnership and Leicester Shire Economic Partnership.

This guidance has been developed with considerable input from all partner organisations currently involved in the project.  It draws on the work involved in producing the pilot and forms an initial set of guidance notes which will be subject to change as the project evolves and more organisations become involved.

It details the principal information that is required when any data set is provided and the format that is acceptable.

It will also create a set of standard definitions which can be adopted in partner organisations across the city and county areas.  This will influence the collection of future data and will facilitate the adoption of a consistent and compatible approach in partner organisations across the city and county areas.

The following items are covered in this report:

· Data protection

· Data description

· Time scales

· Geography
Geographic reference

Date of boundaries

Extent

· Source of data
Organisation

Contact details

· Guidance for use

· Format of data

· Related reports

· Standard definitions

Data Protection

Any partner organisation that supplies data to the portal must have signed the Data Sharing Protocol (October 2003) produced by the Leicestershire Local Strategic Partnership.  No data will be accepted until the supplying organisation has endorsed and signed the Protocol.

All data sets which are provided must also be the subject of a Data Exchange Agreement between the supplier of the data and the three partnerships.  These agreements will ensure that no individual can be identified.

Data description

Partner organisations contributing data to the web portal will be required to provide a number of details which will identify and describe the data being provided.  At a general level, these include the following:

Title: name by which the data set is known e.g. Indices of Multiple Deprivation 2004 

Subject: keywords or key phrases that describe the data

However, there are also a number of more detailed attributes that are required for each data set.  These are described in the following sections.

Timescales

Whilst it is recognised that different data sets will be collected at different times and for different periods, it is essential that the following information is supplied with each data set provided:

· Frequency of data collection – monthly, quarterly etc - see appendix 1 for more detailed listing

· Time period covered by dataset – calendar year, financial year, March 2004 etc

· Whether the data is a total figure for the time period covered or a ‘snapshot’ at a point in time

The web portal aims to include the most up-to-date information available at all times.  In order to achieve this aim, partner organisations must consider the mechanism by which the data is collected and then presented to ensure that the data is made available through the portal at the earliest opportunity.

Amalgamated data – eg data collected monthly but presented quarterly / annually etc will also need to be considered.

Geography

Geographic reference

To ensure maximum usage, it is essential that partner organisations aim to collect data at the lowest geography appropriate.  This will vary between data sets, with meaningful data being presented at Output Area for some data sets, but at ward or district level for others.  Wherever possible, geocoded data should be supplied to enable the amalgamation of the data into any current or new geography.  

Conversion files (e.g. postcode to OA / SOA / ward level are available on request from ONS customer services – census.customerservices@ons.gsi.gov.uk) 

Format of geographic reference:

· Grid reference – 12 digit easting and northing eg. E565656 N343434

· Postcode –postcode sector level eg. LE3 8RA

· Output Area – 10 digit code eg. 31UHGF0004

· Super Output Area (lower level) – 9 digit code eg. E01025624

· Ward – 2001 Census 6 digit code eg. 31UDGL

· District – 2001 Census 4 digit code eg. 31UB

This list will expand as future geographies are added to the web portal – eg. PCT boundaries, parishes, police beats etc.

Issues over disclosure and the potential identification of an individual will be addressed for each data set through a Data Exchange Agreement.

Date of boundaries

Data will need to be supplied with the date of boundaries used – eg ward boundaries at 1 April 2004, 2001 Census Output Area boundaries.  This will become increasingly important as boundaries will inevitably change over the life of the portal.

Extent

It is recognised that organisations will provide data for the geographical area that they cover and therefore in many cases, the data will not cover the entire Leicester and Leicestershire areas eg. district authorities will only provide data relating to their own local authority area.  When data is supplied, it is essential that the geographical coverage of the data sets is stated eg. available for Charnwood district only.

Source

Organisation

When data is provided, it is essential that the organisation supplying the data is clearly identified.

Contact details 

Contact details for the relevant officer in the organisation which supplied the data and is best placed to deal with any potential enquiries from users should be provided with each data set.  The following information will be required:

· Responsible officer

· Position within organisation / job title* 

· Organisation (including department / team if relevant)*

· Postal address of organisation*

· Telephone number*

· Email address* (wherever possible, this should be a generic email eg ri@leics.gov.uk rather than a specific personal email address which will be subject to change as people move on)

· Fax number*

Those items marked with an asterix are mandatory.  It will be the responsibility of the organisation supplying the data to ensure that the information is kept up-to-date.  If an organisation wishes to provide a named contact person, then it is the responsibility of the organisation to inform the three partnerships of any name changes.

Guidance for use 

Data providers must provide suitable guidance to enable the users to understand what they are looking at.  This should include information on the methodology used to collect data, levels of accuracy that can be attached to the data and any guidance for use.  

Format of data

Wherever possible, the data will be supplied in either excel or csv format.  This will ensure that any problems over the use of different versions of software are minimised.  An example of the format is found in appendix 2.
This is of particular importance where more than one organisation is providing the same data for different geographies e.g. district councils.

Related reports

In order to reduce duplication of effort, it is recognised that an important element of the web portal is the inclusion of existing reports produced by partner organisations.  This will provide the users with existing analysis by professional experts.

Partner organisations will provide copies of the reports electronically in pdf format wherever possible.  This will ensure that they will be readily accessible to all potential users and will minimise the number of broken links.

Standard definitions

It is essential that a standard set of definitions is established and maintained to ensure that data can be compared easily and it will enable the user to know what they are looking at more readily. 

This list of standard definitions will also ensure that future data collection is carried out in a consistent way.

As the 2001 census forms the core data set on the web portal, wherever possible the definitions used for the collection of that data will be adopted. www.statistics.gov.uk/census2001/outputclassifications.asp 

In addition, the following guidance has been issued and will be used for data collection / data dissemination:

· Ethnicity:  To ensure comparability over time and between data sources on the collection and classification of ethnic information, guidance has been issued by the Office for National Statistics.  It includes a set of standards that meet a range of user needs and which also provide comparability with the 2001 census.  ‘Ethnic group statistics A guide for the collection and classification of ethnicity data’ Office for National Statistics 2003. www.statistics.gov.uk/about/ethnic_group_statistics/downloads/ethnic_group_statistics.pdf  

· Age bands:  To enable comparisons between different data sets to be made, it is desirable that where data is provided by age bands that the data is provided for the same age groups.  Whilst clearly the most desirable solution is to collect the data for single year age bands to allow the user to custom make their own age groups, clearly this will not be possible or realistic in a number of cases.  
It is therefore suggested that XXXXXXXXXXXXXXX be used as the basis for data collection wherever possible.  
[More in here]

This list of standard definitions will expand as more data sets are added to the portal.  Where an organisation uses their own definition, it is essential that this is clearly explained.  Where a number of organisations provide the same set of data (for different geographies) it is essential that the definitions used to collect and display the data are the same.

Appendix 1

Frequency of data collection

Daily

Weekly

Monthly

Quarterly

By school term

Annually

This list is not exhaustive and may change as the project progresses.

Appendix 2

Examples of format of data submitted

	Ward code
	Active in the labour market
	Employment without training

	00FNNF
	31
	13

	00FNNG
	15
	8

	00FNNH
	35
	12

	00FNNJ
	8
	4

	00FNNK
	50
	30

	00FNNL
	9
	3

	00FNNM
	25
	11

	00FNNN
	15
	4


	
	CT Total
	HB Total

	31UHFZ0001
	7
	1 

	31UHFZ0002
	8
	3 

	31UHFZ0003
	8
	1 

	31UHFZ0004
	7
	3 

	31UHFZ0005
	2
	0

	31UHFZ0006
	1
	1 

	31UHFZ0007
	6
	2 

	31UHFZ0008
	5
	2 

	31UHFZ0009
	6
	4 


