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3.0 Quality check list for the discovery phase - Source 
 

 We recommend performing the evaluation in three subsequent steps using: 1) the Source 
checklist, 2) the Metadata checklist and finally, 3) the Data checklist (a more in-depth quality 
assessment).  Source, Metadata and Data can also be referred to as Hyperdimensions. 
 
In general, a positive outcome in one step would indicate to pursue to the next step. 
 
The Source and Metadata checklists constitute the Discovery Phase. They can be performed 
prior to acquiring the data. In cases when the data are already available, the completion of the 
Source and Metadata checklists is also recommended as it contributes to document quality 
aspects that may be crucial for making a final decision regarding the fitness for use of the 
Administrative Data Source (ADS) given the intended use(s) by the NSI.  
 
Each step covers a number of quality dimensions and associated quality indicators. A score 
must be assigned to each quality indicator to assess the ADS fitness for use with respect to the 
quality element. Special attention should be given when allocating the score as the scale is 
tailored to each question with a high score indicating a positive outcome. 
 
The NSI can also prioritize the importance of each quality indicator being evaluated by assigning 
it a rank chosen between high, medium and low. The ranking can be used to identify a 
minimum set of quality indicators (the more important ones) that should be considered in the 
evaluation.  
 
The column “Description” is used to add relevant information and also to indicate when the 
information is not available. 
 
Note that when the NSI is exploring the data with no specific intended use in mind and is doing 
so to rather discover potential uses, the evaluation still serves to assess the interpretability and 
completeness of the information provided. This information will be useful if potential uses for 
the same data file arise in the future. 
   

       

3.1 Institutional environment 
 

 Description Score Rank 

     
3.1.1 Data Provider Status (1) 

 
Evaluate the overall risk that the data provider does 
not meet the quality requirements of the NSI.  
 
Score: 1: high risk, 2: medium risk, 3: low risk, DK: 
don't know 

Describe the type of 
organisation (public, 
private, established or 
not, reputation, etc.).  
 

  

3.1.2 Data Provider Status (2)  
 

Describe factors that 
could affect sustainability 
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Evaluate the risk that the ADS no longer be 
produced or made available by the data provider.  
 
Score: 1:  high risk, 2: medium risk, 3: low risk, DK: 
don't know 

through time (e.g., change 
of priorities, change of 
legislation, business 
instability, etc.). 
 

3.1.3 Data Collector Status 
 
If the data provider collects the data from other 

organizations, evaluate the additional risks brought 

by these data collectors on both the supply and 

quality of the ADS (as described in 3.1.1 and 3.1.2). 

 

Score: 1:  high risk, 2: medium risk, 3: low risk, DK: 
don't know, NA: Not applicable (no distinct data 
collectors) 

   

      

3.2 Interpretability 
 

  Description Score 

 
Rank 

3.2.1 Documentation 

Is information available and accessible for the 
following? 
 

 
1. File record layout 
2. File data dictionary (objects and variables) 
3. Reference period 
4. Time period associated with the data 

(historical starting and end point) 
5. Data collection procedures 
6. Data treatment procedures (incl. capture, 

coding, editing, imputation) 
7. Proportion of missing objects and variables 
8. Imputation rate 
9. Historical changes to the data collection and 

data treatment procedures 
10. Other 

 
Give a score for each item listed above. 
Score: 1: no, 3: yes, DK: don’t know 
 

Describe globally the type 
of documentation and 
metadata available 
(concept, data collection, 
processing, etc.). 
 

 
 
 
 
 

 

  

  

  

  

  

  

  

  

  

  

  

3.2.2 Feedback 

Does the NSI have the possibility to contact the data 
source provider to ask questions or to obtain 
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clarification about the information provided when 
deemed necessary? 
 
Score: 1: no, 2:maybe, 3: yes, DK: don’t know 

       

3.3 Accessibility 
 

  Description Score 
 

Rank 

3.3.1 Restrictions 

Assess the potential risk of facing restrictions in the 
access and use of the data by the NSI. 
 
 
 
 
 
 
 
 
 
 
 
Score: 1:  high risk, 2: medium risk, 3: low risk, DK: 
don't know 

List the law, Act, or other 
legal or regulatory 
provision under which the 
data source is being 
collected and maintained 
by the data collector and 
obtained by the data 
provider. 
 
Indicate any restrictions 
or limitations (can be 
stated as terms and 
conditions) regarding the 
use of the data by the NSI 
and the dissemination of 
the resulting statistical 
outputs. 

  

3.3.2 File transmission 

Are the arrangements for the transmission of the 
data to the NSI acceptable to the NSI with respect to 
both the security of the transmission and the 
equipment needed? 
 
 
 
Score: 1: no, 2:partially, 3: yes, DK: don’t know 

Describe the expected 
format (E.g. flat file, 
relational database, 
SAS/Sybase formats) and 
the expected data 
transmission procedure. 
Specify if any specific 
software is required to 
have access to the data. 

  

3.3.3 Public perception (1) 

Will there be a need to carry out a privacy impact 
assessment or public consultations before the NSI 
uses the data?  
 
  
 
Score: 1: yes , 2:maybe, 3: no, DK: don’t know 

   

3.3.4 Public perception (2) 

If public consultations are likely to be necessary, 
how do you evaluate the risk that this will slow 
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down significantly the acquisition process or affect 
its relevance (for example, if access to the data is 
limited)? 
 
Score: 1: high risk , 2:medium risk, 3: low risk, DK: 
don’t know, NA: Not applicable (public consultations 
not needed) 

3.3.5 Ease of access 
 
Are the data expected to be easily readable once 
transmitted to the NSI? 
 

Score: 1: no, 2:partially, 3: yes, DK: don’t know 

Describe the level of 

efforts to read the data 

once transmitted.   

 

  

     

3.4 Timeliness 
 

  Description Score 

 
Rank 

3.4.1 File delivery (1) 

Are the terms of delivery acceptable to the NSI?  
 
For example, consider the timeliness for the 
availability of the data taking into account the NSI 
requirements (e.g., production cycle). 
 
Score: 1: no, 2:partially, 3: yes, DK: don’t know 

Document the potential 
terms of file delivery 
(timing and frequency). 
 

  

3.4.2 File delivery (2) 
 
Estimate the risk for the NSI that the data source is 
not delivered on time.  
 
Score: 1:  high risk, 2: medium risk, 3: low risk, 0: 
don't know 

   

     
     

3.5 Relevance 
 

   

  Description Score 

 
Rank 

3.5.1 Confidentiality 

 
Given the NSI confidentiality policy, how do you 
evaluate the risk that it could limit the intended use 
of the data?  
 
Score: 1:  high risk, 2: medium risk, 3: low risk, 0: 
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don't know 
 

3.5.2 Objects    
 
Does the file contain the type of objects and object 
sets needed to meet the NSI requirements for a 
given statistical output? 
 
Score: 1: no, 2:partially, 3: yes, 0: don’t know 

Describe globally the 
object types and object 
sets of the ADS.  
 

  

3.5.3 Variables 
 
Does the file contain the variables needed to meet 
the NSI requirements for a given statistical output? 
 
Score: 1: no, 2:partially, 3: yes, 0: don’t know 

Describe the relevant 
variables found in the ADS 

  

      
      

3.6 Source review 
 

3.6.1 When the information from the data source provider is incomplete, the data source collector 
should be contacted if different from the data source provider.  
 
Is there a need to contact the data source collector?  
 
If yes, approach the data source collector. Fill in missing information in the above checklist. 
Consider reflecting the additional costs related to this additional step in line 2.3.1 of the ‘NSI 
requirements and intended use(s) of the data’ template. 
 

3.6.2 Fill the summary table below with the number of quality indicators that obtained a given score 
and a given rank above.  
 
Looking at the summary table below, are important requirements met (i.e., high ranks do not 
have low scores or DK)?  
 
No:  you may decide to stop the evaluation and report the findings;  
Yes: Continue with the METADATA checklist. 

 

Summary – Number of quality indicators given their score and rank. 

 
Rank 

Score  
TOTAL 3 2 1 DK NA 

High       

Medium       

Low       

Not ranked       

TOTAL       
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