

Informal Task Force Metadata Flows 

4.1 - Select sample

This sub-process establishes the frame and selects the sample for this iteration of the collection, as specified in sub-process 2.4 (Design frame and sample methodology). It also includes the coordination of samples between instances of the same statistical business process (for example to manage overlap or rotation), and between different processes using a common frame or register (for example to manage overlap or to spread response burden). Quality assurance, approval and maintenance of the frame and the selected sample are also undertaken in this sub-process, though maintenance of underlying registers, from which frames for several statistical business processes are
drawn, is treated as a separate business process. The sampling aspect of this sub-process is not usually relevant for processes based entirely on the use of pre-existing data sources (e.g. administrative data) as such processes generally create frames from the available data and then follow a census approach.


	Process input
	Process step
	Process output

	

Transformable input:
· n/a

Parameter Input:
· Sampling criteria, (2.4);
· Sampling methodology, (2.4);

Process support:
· Statistical Program Design
· Sample Design
· Process steps
· Business Services (SW Applications)
· Application to select the frame
· Application to select the sample
· Information resource
· Metadata database
· Units register
· Sampling Frame
· Population

	(Create, Use, Consult, Analyze, Update, Delete)

Processed inputs:
Consult Statistical Program Design
· Sample Design
· Process Step Design
       Use Information resource
· Metadata database
· Units register
· Sampling frame
Consult Population

Production of outputs:
Update Information resource (sampling frame)
       Create/Update Data set (sample)
       Create Process Step Execution Record
       Create Process Metric

	

Transformed outputs
· Data set: Sample
· Information resource: 
· Metadata database
· Sampling frame
· Process Step Execution Record 

Process Metric:
· Sample size
· Sampling error


	
	Supporting Guidelines/Documentation
· User manual for data marts application 
· Time table for the given phase of the GSBPM
· Instruction for processing
	Feedback






4.2 – Set up collection

This sub-process ensures that the people, processes and technology are ready to collect data, in all modes as designed. It takes place over a period of time, as it includes the strategy, planning and training activities in preparation for the specific instance of the statistical business process. Where the process is repeated regularly, some (or all) of these activities may not be explicitly required for each iteration. For one-off and new processes, these activities can be lengthy. This sub-process includes:
· preparing a collection strategy
· training collection staff
· ensuring collection resources are available e.g. laptops
· configuring collection systems to request and receive the data;
· ensuring the security of data to be collected;
· preparing collection instruments (e.g. printing questionnaires, pre-filling them with existing data, loading questionnaires and data onto interviewers’ computers etc.).


	Process input
	Process step
	Process output

	
Transformable input:
· n/a

Parameter Input:
· n/a

Process support:
· Statistical Program Design
· Training manuals
· Business Services
· Data Channel
· Instrument implementation
· Data Set (sample)
	(Create, Use, Consult, Analyze, Update, Delete)

Processed inputs:
Consult Statistical Program Design

Production of outputs:
Create/Use the collection strategy;
Train collection staff;
Ensure collection resources are available;
Update Instrument Implementation 
Ensure the security of data
Use Data Set (sample) load onto interviewer’s computers
Prepare collection instruments

	
Transformed outputs:
· Staff trained
· Resources prepared
· Instrument Implementation configured

Process Metric
· n/a


	
	Supporting Guidelines/Documentation
· User manual for data marts application 
· Time table for the given phase of the GSBPM
· Instruction for processing
	Feedback




4.3 – Run collection

This sub-process is where the collection is implemented, with the different collection instruments being used to collect the data. It includes the initial contact with providers and any subsequent follow-up or reminder actions. It records when and how providers were contacted, and whether they have responded. This sub-process also includes the management of the providers involved in the current collection, ensuring that the relationship between the statistical organization and data providers remains positive and recording and responding to comments, queries and complaints. For administrative data, this process is brief: the provider is either contacted to send the data, or sends it as scheduled. When the collection meets its targets (usually based on response rates) the collection is closed and a report on the collection is produced.



	Process input
	Process step
	Process output

	

Transformable input:
· Information resource
· Data set (Sample)
· Data structure (raw data)
· Process Step Execution Record from 4.1

Parameter Input:
· n/a

Process support:
· Population
· Unit
· Statistical Program Design from Phase 2
· Instrument implementation from Phase 3
· Provision Agreement
 
	(Create, Use, Consult, Analyze, Update, Delete)

Processed inputs:
Consult Provision Agreement
Consult Statistical Program Design
Use Instrument implementation

Production of outputs:
Initial contact with providers
Collection follow-up
Manage providers in the sample
Collect data from providers
Update Process Step Execution Record
Create Collection Report

	

Transformed outputs
· Instruments fulfilled
· Process Step Execution Record 
· Collection Report
Process Metric
· Log of contacts with providers
· Response rates

[bookmark: _GoBack]

	
	Supporting Guidelines/Documentation
· User manual for data marts application 
· Time table for the given phase of the GSBPM
· Instruction for processing
	Feedback





4.4 – Finalize Collection

This sub-process includes loading the collected data and metadata into a suitable electronic environment for further processing in phase 5 (Process). It may include automatic data take-on, for example using optical character recognition tools to extract data from paper questionnaires, or converting the formats of data files received from other organizations. In cases where there is a physical data collection instrument, such as a paper questionnaire, which is not needed for further processing, this sub-process manages the archiving of that material in conformance with the principles established in phase 8 (Archive).



	Process input
	Process step
	Process output

	

Transformable input:
· Information resource
· sample, 
· raw data 
· metadata database
· Process Step Execution Record from 4.3

Parameter Input:
· n/a

Process support:
· Statistical Program Design
· Instruments fulfilled
· SW applications for Data Collection

	(Create, Use, Consult, Analyze, Update, Delete)

Processed inputs:
Consult Statistical Program Design
Use Data Set (sample)
Use Data Structure (raw data)
             Use  Instruments fulfilled

Production of outputs:
· Load the collected data and metadata in an information resource for further processing;
· Archive paper instruments fulfilled;
· Create Data Set (raw data)
· Update Data Structure (raw data)

	

Transformed outputs:
· Information resource updated
· sample, 
· metadata database
· Data Set (raw data)
· Data Structure (raw data)
· Process Step Execution Record

Process Metric:
· Response rates




	
	Supporting Guidelines/Documentation
· User manual for data marts application 
· Time table for the given phase of the GSBPM
· Instruction for processing
	Feedback
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