
         Selecting Data Checklist

	1. Identify Data

	Publications
	Review all public facing data – websites, announcements, online and print publications
	☐

	Requests
	Review Freedom of Information Requests or customer requests
	☐

	Existing asset registers or inventories
	Review existing asset registers or inventories from all areas of your business
	☐

	2. Capture Metadata

	Description
	Why was the data created? What information does it contain?
	☐

	Owner
	Who is responsible for the data?
	☐

	Frequency
	How often is the data updated? 
	☐

	Format
	What formats is the data available in? Could it be made available in a machine readable format? Do you foresee any problems? 
	☐

	Third Party Rights
	Do you have the right to release the data? Does anyone other than your organisation own the rights to the data? If yes, can the copyrighted material be easily separated from the rest of the data or can you easily obtain permission to release the data?
Remember if you do not own the rights you cannot publish the data without the owner’s permission.
	☐

	Privacy
	Does the data contain information which could directly or indirectly identify an individual? If yes, could steps be taken to  annonmise the data? Have you sought advice to make sure any release would comply with DPA? 
	☐

	Security
	Does the data contain any information which could cause security concerns?
	☐

	3. Value Assessment

	Public value
	Do you think the information would be of interest to the public or other public organisations? Does the data contain information which could stimulate economic growth, create efficiencies or improve services?
	☐

	Quality
	Is the data accurate, complete and current enough to release publicly? How will you review quality of this data – who do you need to get to check it?
	☐

	Preparation
	Can the data be released as is or would additional work have to be undertaken? How much work would have to be undertaken to get the data ready for release? Is this a one-off or will the additional work have to be undertaken every time?
	☐

	Costs
	Open data should be made available for free, are there any costs associated with the data’s release which would prevent it being made available for free?
	☐

	Restrictions
	Can the data be released – are the security or privacy concerns so great that the data can never be released? Does the existence of third party rights or terms mean the data cannot be released? 
	☐

	4. Select your data

	How
	Decide how you will select your data. Will you select data which supports your goal, offers quick wins, is demanded by public, follows international practice or will you design an internal selection process?
	☐

	Identify 
	What data supports the selection criteria? Identify all data which supports your preferred selection process.
	☐

	Prioritise
	What order should the identified data be released? Should they be released all together? 
	☐

	Next Steps
	After your initial release, what data should be released next? Identify how you will select and prioritise future releases of data. Will you engage with the community or do you have an organisational vision for future releases?
	☐

	5. Publication plan

	Create your Open Data Publication Plan
	Record information relating to the data and estimated dates for release in the Open Data Publication Plan. You can create your own publication plan or use the template available.
	☐

	Publish
	Publish your publication online, in open and machine readable formats. Your first publication plan should be published by December 2015.
	☐

	6. Review

	Data review process
	Decide who will sign off on the release of data. Make sure the data is as complete, accurate and up-to-date as possible. Ensure any limitations or caveats are recorded. 
	☐
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