Creating a Dataset Checklist

	1. Owner

	Person responsible for the dataset been identified?
This is the individual who will have final say on all decisions relating to the dataset.
	☐

	Person responsible for maintaining the dataset been identified?
This is the person who will be responsible for uploading, updating and correcting mistakes found in the dataset.
	☐

	2. Open Formats

	All appropriate formats for dataset been identified?
In the first instance you should identify all formats which you could apply to your dataset.
	☐

	Chosen the open format(s) which will be applied to your dataset?
After listing all appropriate formats, you should select the open formats which you will publish your dataset in. Selection criteria could be based on various criteria including ease, technical skill and time available.
	☐

	Chosen format(s) been applied to the dataset?
You must transform the data into the selected open formats.
	☐

	3. Metadata

	Metadata standard been identified?
Your organisation should choose its metadata standard, whether it is an internally developed standard only applicable to your organisation or an internally recognised standard such as DCAT. Having a standard provides consistency across all published datasets.
	☐

	Metadata captured?
You must capture all metadata related to the dataset. The amount and type of metadata captured will depend on your chosen standard.
	☐

	Metadata reviewed for accuracy and completeness?
You should review your dataset’s metadata to ensure all elements have been captured, the metadata is correct and it conforms to your organisations chosen standard.
	☐


	4. Open License

	Open Government license applied?
For most organisations you are required to apply the open government license to all publications and should ensure that it can be clearly identified by re-users.
	☐

	Reasons for applying different/more restrictive license captured (if applicable)
If you choose not to use the open government license you should make sure your reasons for choosing another license are recorded, particularly if you have chosen to use a more restrictive license.
	☐

	5. Review

	Dataset reviewed for accuracy and completeness?
	☐

	Metadata provided?
	☐

	Release approved by owner?
	☐
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