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Version of the metadata used

[image: image2.jpg]_—-—_———— R ————————N——N—N——N—N——_N—N——N—N——NV—D——D———_] _—_—_—_——_——_—_——_—_ _ _—__—_———_————_——_——_—_—————————————
Statistics South Africa * Mbalo-mbalo ya Afrika Tshipembe ¢ Tinhlayo-tiko ta Afrika-Dzonga ¢ Dipalopalo tsa Aforika Borwa ¢ Ezezibalo zaseNingizimu Afrika
Dipalopalo tSa Afrika Borwa ¢ Dipalopalo tsa Afrika Borwa ¢ Ubalo IwaseMzantsi Afrika ¢ Telubalo eNingizimu Afrika ¢ iNanimbalo leSewula Afrika * Statistiek Suid-Afrika

email: info@statssa.gov.za 170 Andries Street » Private Bag X44, 0001 Pretoria, South Africa
www.statssa.gov.za Tel: +27(12) 310 8911, Fax: +27(12) 321 7381






TABLE OF  CONTENTS

10.1 Title of Survey/Series        :

0.2 Survey/Series Number       :
1
0.3 Metadata File Identifier      :
1
0.4 Metadata Version               :
1
1.
SURVEY OVERVIEW
4
1.1
Survey/Series Status
4
1.2
Objective of survey
4
1.3
Abstract
4
1.4
History of survey
4
1.5
Target Population
4
1.6
Main Topic
4
1.7
Keyword
5
1.8
Main users and specific usage
5
2
GENERIC INFORMATION ON SURVEY/SERIES TIME FRAMES
5
2.1
Frequency of series
5
2.2
Start Date of survey
5
2.3
End Date of survey
5
2.4
Reference Period
5
2.5
Collection Period
5
2.5.1
Start Date for collection
5
2.5.2
End Date for collection
5
2.6
Product Release Date
5
3
TYPE OF SURVEY
6
4
PRIMARY DATA SOURCE
6
4.1
Title of survey from the primary data source
6
4.2
Primary data source description
6
4.3
Contact person from primary data source
6
5
METHODOLOGY
7
5.1
Survey population
7
5.2
Instrument Design
7
5.3
Sample Design
7
5.4
Collection
8
5.5
Error Detection / Editing
8
5.6
Imputation
9
5.7
Estimation
9
5.8
Quality Evaluation
10
5.9
Disclosure/Confidentiality Control
10
5.10
Seasonal and working day adjustment
10
5.10.1
Is any seasonal adjustment done on the data?
10
5.10.2
Description of seasonal adjustment
10
5.10.3
Software used
10
5.11
Revisions
10
5.12
Data items/variables
11
5.12.1
Name of variable
11
5.12.2
Definition of variable
11
5.13
Dissemination
11
5.13.1
Types of products available
11
5.13.2
Geographical reporting level
11
5.13.3
Dissemination media
11
5.13.4
Dateset release format
12
5.13.5
Location of dataset
12
5.13.6
Distribution order process
12
6
Data Quality Report
12
7
Documentation
12
8
CONTACT
13



1. SURVEY OVERVIEW 

This field is meant for a brief overview.  For a more detailed survey description, you may provide us with a separate document to which we will provide a hyperlink.

1.1 Survey/Series Status

Highlight your selection:
             Active (ongoing survey) 

Pilot 

Discontinued

Discontinued and combined with another survey

Discontinued and conducted as two or more new surveys

Transferred to an external organization

1.2 Objective of survey 

The purpose for which information is required, stated within the context of the programme, research problem or hypotheses that gave rise to the need for information
1.3 Abstract

A short description of the contents and dynamics surrounding the dataset, unit of measure used etc

1.4 History of survey

Background of the survey/series e.g. when did it originate and reasons for its existence

1.5 Target population
Provide a description of geographical area such as region or major population centre and the target population covered by the survey. It could also comprise a specified population category such as a major national or ethnic group

1.6 Main Topic

Topics mainly covered by the survey
Highlight your selection:
             

Agriculture 
Law/Justice 
Trade 
Construction 
Demography 
Labour 
Health 
National accounts 
Prices 
Business enterprises    
Transport and Communication 
Energy 
Public Finance 
Manufacturing 
Mining 
Education 
Environment 
Science and Technology 
Social conditions
Tourism 
1.7 Keyword 

Commonly used word(s) or formalized word(s) or phrase(s) used to describe the subject). These are the words that may be used for search purposes.
1.8 Main users and specific usage

State the main organisation that will be using this information.  It is the intended use of the information

2 GENERIC INFORMATION ON SURVEY/SERIES TIME FRAMES

2.1 Frequency of series

Indicate how often the full survey/series cycle, from the information collection step to the statistical data dissemination, will be conducted

Highlight your selection
1= Monthly

2= Quarterly

3= Bi-annual

4= Annual

5= 3-yearly

6= 5-yearly

7= 10-yearly

8= Periodical

9= One time only

10= other, specify

2.2 Start Date of survey
Provide the year that activity on this survey/series programme began.  (This may be different from the first year in a time series for which statistical data exist.)

2.3 End Date of survey
If applicable, provide the date the survey ceased its activities.  As the case may be, give the name of the survey(s) under which the activity is now conducted, or the name of the organization to which the activity will be  transferred.

2.4 Reference Period

Provide information about the reference period of the data (e.g. 15th of the month, April 1 to March 31 (fiscal year), May 15th (calendar date)). This is the period for which data is relevant.
2.5 Collection Period

Indicate the period which the information is collected (e.g. first week of March, 1st March - 31 March)
2.5.1 Start Date for collection

2.5.2 End Date for collection

2.6 Product Release Date 

 The specific date on which product is made available to public (e.g. December 7, 2001)




3 TYPE OF SURVEY 

A survey is statistical activity that involves collection, compilation and publication of statistical data measuring characteristics of a population 

Please select the terms that apply to this survey/series 

	 Direct

Data are collected directly from Stats SA respondents with the use of a collection instrument


	Administrative

Data are extracted from administrative files provided by an external organization that collected them for reasons other than statistical purposes


	 Derived

Data were collected by other surveys

	Census

The intent is to collect information from all units of the survey  population


	Sample

Information is collected from only a fraction of units of the survey population
	
	

	
	
	
	


4 PRIMARY DATA SOURCE 

4.1 Title of survey from the primary data source

Refers to full title of the original survey collection, administrative source, database or publication from where the data will be obtained.

4.2 Primary data source description 

When a survey obtains data from administrative registers, statistical files, databases etc. Provide a summary or background on source data. This item requires a brief description of the purpose of such data collection by the primary source, how was the data  collected, any work to be done on the data (e.g. editing) by the primary source.

4.3 Contact person from primary data source

4.3.1 Contact person name

4.3.2 Title

4.3.3 Organisation

4.3.4 Phone number

4.3.5 Fax number

4.3.6 E-mail




	5 METHODOLOGY


5.1 Survey population 
Provide a complete, but concise, text describing the “population of units that is actually covered by the survey”. Identify the statistical unit and any of its relevant characteristics that will be used to put it in scope of the survey (e.g. South African population aged 15 and over and not residing in institutions Where applicable, describe any differences between the survey population and the target population of the survey. (Maximum of 2 000 characters)

 This field is meant for an overview; for a more detailed description, you may provide a separate document to which a hyperlink will be provided.

5.2 Instrument Design 

Provide details, for EACH questionnaire to be used for this survey, on how the collection instrument will be designed, tested and implemented. (Maximum of 2,000 characters)
5.2.1 Type of instrument used

5.2.2 How was instrument designed?
5.2.3 How was instrument tested?
5.2.4 Date of last revision

5.3 Sample Design 

Provide information about: frame, sampling units, stratification, sample selection methods, sample size, etc.(maximum of 2000 characters)
5.3.1
Sample frame
5.3.1.1 = Master sample

5.3.1.2= Population census enumeration area

5.3.1.3= Business sampling frame
5.3.2
Sampling units
5.3.3
Sampling selection methods

             
5.3.3.1= Probability sampling methods

5.3.3.1.1= Simple Random Sampling

                  
5.3.3.1.2= Systematic sampling

                   
5.3.3.1.3= Cluster sampling

                  
5.3.3.1.4= Stratification

                   
5.3.3.1.5= Complex sampling

              5.3.3.2= Non-probability sampling methods
                   
5.3.3.2.1=  Convenience sampling

                   
5.3.3. 2.2= Haphazard sampling

                    
5.3.3.2.3=  Expert sampling

                    
5.3.3.2.4=  Purposive sampling

                    
5.3.3.2.5=  Quota sampling 

5.3.4 Sample size

5.3.5 Sample frame Maintenance 
5.3.6 Sample Design
(Summary) (provide additional information on procedures to be followed to design a sample)
5.4 Collection 

Provide details on how the data will be collected, on the type of instrument and capture method, as well as on method of initial contact, on proxy and follow-up. (Maximum of 2,000 characters)
5.4.1
Data Collection methods
5.4.1.1
Telephone
5.4.1.2
Personal visits

5.4.1.3
E-mail

5.4.1.4
Postage

5.4.1.5
Fax

5.4.1.5
Computer aided collection

5.4.2
Proxy response
5.4.3
Follow-up
5.4.4 Data capturing tools
5.4.5 Data Collection 
(Summary) (Provide additional information on the procedures need to be followed for data collection)

5.5 Error Detection / Editing 

Provide information about methods to be used to identify invalid or inconsistent entries, or administrative data records that are in error. (Maximum of 2,000 characters)
5.5.1
Types of edits used
5.5.1.1
Interviewer field checks
5.5.1.2
Computer-generated warnings at the time of data collection or capture
5.5.1.3
 Validation edits

(Used to check the validity of basic identification of classificatory items in unit data)
5.5.1.4
Logical edits

(Ensure that two ore more data items don have contradictory value)
5.5.1.5
Consistency edits

(Ensure that precise and correct arithmetic relationships exits between two or more data items)
5.5.1.6
Range edits

(Identify whether or not a data item value falls inside a determined acceptable range)
5.5.1.7
Variance edits

(Involve looking for suspiciously high variances at the output edit stage)

5.5.2
Level where they are applied
5.5.2.1
Micro data

5.5.2.2
Macro data

5.5.3
Stage where editing is done
5.5.3.1
Collection

5.5.3.2
Processing

5.5.4.3
Analysis

5.5.4 The software used
5.5.5 Error detection/Editing 
(Summary) (Provide additional information on the procedure need to be followed for data editing)
5.6 Imputation 

Provide information about the process to be followed to replace missing micro data, invalid or inconsistent entries

5.6.1
Imputation used 

5.6.1.1 Yes

5.6.1.2 No

5.6.2
Type of imputation
5.6.2.1
Deterministic imputation

(This applies in situations where there is only one possible value that can be used to impute a given field. Such a function works not only with independent edit rules, but also with cross-edit rules)
5.6.2.1.1
Logical imputation

5.6.2.1.2
Historical imputation

5.6.2.1.3
Mean imputation

5.6.2.1.4
Ratio and regression imputation

5.6.2.1.5
Single donor nearest-neighbour imputation 

5.6.2.2
Stochastic imputation

(The imputation process consists of replacing missing or unusable values with other values. Post-imputation rules may be required to make sure the process provides valid values)

5.6.2.2.1
Hot deck

5.6.2.2.2
Cold deck

5.6.2.2.3
Nearest neighbour 

5.6.2.2.4
Regression with random residuals

5.6.2.2.5
Any other deterministic method with random residuals added.

5.6.3
Imputation method used
 5.6.3.1

Manual imputation

 5.6.3.2

Automatic imputation

5.6.4 The software used
5.6.5 Imputation 
(Summary) (Provide additional information on the procedures to be followed for imputing data)

5.7 Estimation 

Provide a description of how values will be estimated for the survey population based on information gathered from the sample. This includes: post-stratification, calibration, weight share methods, variance estimation method used (direct, Taylor, Jackknife, Bootstrap, etc.). (Maximum of 2,000 characters)
In the case of administrative and derived surveys, describe procedures or models used to create the indicators that are published.

5.7.1 Weighting Methodology
5.7.2 Modeling Methodology

5.8 Quality Evaluation 

Provide a summary of pre-release quality control procedures and of any process to be used to evaluate the quality of the final product in light of the original objectives of the survey (e.g. Clearance document) ( maximum of 2,000 characters)
5.9  Disclosure/Confidentiality Control  

This is the process of protecting the confidentiality of data. It involves limiting the amount of detailed information disseminated and/or masking data via noise addition, data swapping, generation of simulated or synthetic data, etc.”

Provide a summary describing the actual particular measures to be taken to ensure that content from the survey does not disclose information concerning any identifiable respondent.  This includes: a) for micro data: remove respondent, content reduction, content modification, b) for tabular data: sensitive cells correction methods such as cell collapsing or suppressing, as well as revision by committees, or by data providers. (maximum of 2,000 characters)
5.10 Seasonal and working day adjustment 

A summary of statistical technique to be used to remove the effects of seasonal calendar influences operations on a series. Seasonal effects usually reflect the influence of the seasons themselves either directly or through production series related to them, or social conventions.

5.10.1 Is any seasonal adjustment done on the data?
5.10.1.1 Yes

5.10.1.2 No

5.10.2 Description of seasonal adjustment

5.10.3 Software used
5.11  Revisions 

Describe procedures for making regular revisions to data (maximum of 2,000 characters
5.12   Data items/variables

A data item is the specific sub-component of a data record. For instance, in a population census, specific data items might be last name, first name, sex, and age. 

5.12.1 Name of variable
5.12.2 Definition of variable

5.13  Dissemination 

5.13.1 Types of products available
Indicate type of products available in this survey/series.

Highlight your selection

1=Statistical release

2=Report

3=Dataset

             4=Discussion document

             5=Interactive and electronic products

             6= Other, specify

5.13.2      Geographical reporting level 
Indicate the geographical area(s) in which the product will be disseminated

Highlight your selection

 1=South Africa

 2=Provincial level

 3=District council level

 4=Municipality level

 5=Main- place names level

 6=Sub-place name level

7=Enumeration area level

5.13.3 Dissemination media
Indicate types of media to be used for dissemination.   

Highlight your selection

1=CD-Rom

2=Dvd-Rom

3=Website

4=Telephone Link

5=Hard copy

6=Other, specify

5.13.4 Dataset release format

Provide a description of the way the data are presented in terms of the computer language, representation of data objects in record, file, message, and storage device or transmission channel  
5.13.4.1  PDF
5.13.4.2  ASCII
5.13.4.3  SAS
5.13.4.4  SuperCross
5.13.4.5  Excel
5.13.4.6  Spss

5.13.4.6  PC Axis 
5.13.4.7 Other, specify
5.13.5 Location of dataset
Provide the location where the dataset can be found

5.13.6 Distribution order process 
Provide information about how the product(s) will be obtained, including availability of information on request, turn-around time, fees payable, etc.
6 Data Quality Report 

Please refer to Data Quality Report

7 Documentation

Provide a copy of any additional documents that describe the concepts and definitions, methods and data quality applying to this survey; if the documents apply only to a particular survey occurrence, please indicate so.  You may include a brief summary (maximum of 2,000 characters) for each document.

If any documentation you are providing is intended only for internal use, please specify so and the document will be made available on our Intranet site only.

Examples of these documents are:

· Guides

· Manuals

· Training material

· Dictionaries

· Questionnaire

· Policies

· Concepts and Definitions

· Symbols and Abbreviations

· Classifications
8 CONTACT 

Provide the following information for the contact person(s) who will handle the inquiries concerning the data or information produced (usually an officer of the User Information System).

	8.1 Division
	:
	

	8.2 First and last name
	:
	

	8.3 Contact role
	:
	

	8.4 Telephone number
	:
	

	8.5 Fax number
	:
	

	8.6 E-mail
	:
	











