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1. 
Why Metadata?
The purpose of metadata is to document datasets for your own future use and to let other people know what data exist and why and how those data were acquired. The act of publicising the data may open up future opportunities for collaboration and aid integration of datasets obtained from different projects.  Recording your metadata does not in anyway undermine your rights under the LOCAR data policy.

When compiling metadata, think about what you would need to know about data collected by someone else in order to determine if it is useful to you.

There are two levels of metadata – Discovery metadata and Field level metadata. Discovery metadata is a summary of why, what, when, where, how and by whom data were collected! Discovery metadata for all data collected during the LOCAR project must be entered onto UKEDI (United Kingdom Environmental Data Index). Field level metadata is a more detailed explanation of any headers used in spreadsheets or databases, units of measurement and reference to methods used to obtain those measurements. You will find this process of documentation invaluable, especially if you wish to refer back to a dataset in the future when those who actually compiled it have moved away.

Discovery Metadata:

Section 2 of this document gives instructions for entering discovery metadata into UKEDI using the on-line form. The UKEDI website can be found at http://ukedi.ceh.ac.uk . This site should be used to describe each dataset produced by your project. (It may be possible to group similar datasets under one entry as long as the same metadata apply to all datasets.)  It is also useful to attach some metadata to each individual file, for example by using File Properties in Microsoft packages such as Excel, Access and Word (see example below).
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Field level Metadata:

Data acquired as part of a LOCAR project should be lodged with the LOCAR Data Centre on completion of the project (see Section 4 of the LOCAR Data Policy on the Programme web site http://www.nerc.ac.uk/funding/thematics/locar/datapolicy.shtml). Field level metadata will need to be supplied to the Data Centre at the same time as the data sets. In many cases this can be done as part of the same file, which avoids the risk of the information being separated from the dataset itself.   For example, spreadsheets could include an extra worksheet explaining field headers, units, references to methods etc. Tables in Databases can be described using the inbuilt description facility.  Metadata can also be provided in a separate Word document if necessary. 
Remember, what appears to be quite comprehensible to you now may be puzzling in the future and totally incomprehensible to anyone else wanting to collaborate with you on exciting new initiatives.  
2. Instructions for entering discovery metadata on to the UKEDI web site http://ukedi.ceh.ac.uk/ 
Each Project PI has been given a Username and Password needed to enter and edit Metadata on the Project datasets. These have been supplied to them by the Data Centre in a separate email.

The UKEDI search engine searches words in the title and the abstract. Please follow the instructions below to ensure LOCAR datasets can be easily searched and located. Please contact your Data Centre Contact if you have any problems when completing the UKEDI forms. These instructions are also available on the Data Centre web site http://www.nwl.ac.uk/locar/main.htm. 
	Title

	Name by which dataset is known 

Please put LOCAR as the first word in the title of each dataset

e.g. 'LOCAR mean daily flows'  

	Summary

	Brief narrative summary of the dataset 

The summary should include what data were collected and why, when, where, how and by whom the data were collected. For model output include: initial model conditions; boundary conditions of model; validation; results and/or conclusions.

URL's should also be included if appropriate.
List the catchment(s) to which the data apply on a separate line headed 'Catchment'.

List Keywords with the header Keywords on a final separate line.

e.g. 

Catchment: Tern

Keywords: Borehole, water-level, dilution

	Data Centre

	The data centre or site where the dataset is held 
Pick LOCAR Data Centre Hydrology, Ecology or Hydrogeology depending on your designated contact.

	Project

	Project code
Use your NERC project code and project title

	Availability

	Whether data set is currently available for access or distribution 

Pick an appropriate item from the pull-down list

	Thematic Programme

	The thematic programme under which the dataset was developed
Select ‘Lowland Catchment Research’ from the drop down list. 

	Internal contact

	The person who is currently responsible for the dataset 

Put either name of Principal Investigator or your LOCAR Data Centre contact

	Originator

	Person or organisation having primary responsibility for the intellectual content of the data 
Add names as appropriate 

	Collaborators

	Other persons or organisation with responsibility for the intellectual content of the data
Add names as appropriate 

	Conditions of Use

	Restrictions and legal prerequisites on using the data 
The purpose of this field is to enable potential users to know either that conditions exist and where to find them or if they can be stated briefly what the conditions are. If the data you have collected have been funded by an organisation other than NERC (e.g. Joint NERC/EA project) then the data are jointly owned and a licence may be required from the other organisation. Example entries for this field might be:

Free for research, market rates apply for commercial users; Licence required; None; 

Research purposes only; etc. 

	Periodicity

	Revision regime of dataset 

Pick as appropriate from drop-down list. Frequency/accuracy of time-series data e.g. Annual, monthly, weekly, hourly, minute etc., variable, snapshot etc.

	Start Date

	Date on which data were first collected 

	End Date 

	Date on which data were last collected  

	Coordinate reference system

	Name of the system of spatial referencing, whether by coordinates or geographic identifiers, used in the dataset
Usually UK National Grid 

	West Bounding Coordinate 

	Westernmost coordinate of the limit of the area 

Tern - 340000
Frome Piddle - 350000
Pang Lambourn - 418000
Select the westernmost co-ordinate to include all relevant catchments if more than one catchment involved. Ensure catchment names are listed in the Summary (see above)

	East Bounding Coordinate

	Easternmost coordinate of the limit of the area 

Tern - 385000
Frome Piddle - 400000
Pang Lambourn - 470000
Select the easternmost co-ordinate to include all relevant catchments if more than one catchment involved. Ensure catchment names are listed in the Summary (see above)

	South Bounding Coordinate

	Southernmost coordinate of the limit of the area 

Tern - 305000
Frome Piddle - 080000
Pang Lambourn -160000
Select the southernmost co-ordinate to include all relevant catchments if more than one catchment involved. Ensure catchment names are listed in the Summary (see above)

	North Bounding Coordinate

	Northernmost coordinate of the limit of the area 

Tern - 345000
Frome Piddle - 110000
Pang Lambourn - 195000
Select the northernmost co-ordinate to include all relevant catchments if more than one catchment involved. Ensure catchment names are listed in the Summary (see above)

	National Coverage

	The national coverage of the dataset if applicable 
Select 'England' or 'Not applicable' from the drop-down list 

	Lineage

	Information about the events or source data used in constructing the data 

A brief history of the dataset in free text. For example 'Data collected by a number of surveyors including EA, CEH and consultancies' or 'Data collected in August 2003 and September 2004,  input by CEH October 2003 and November 2004'

	Completeness

	Whether the dataset is finalised and internally consistent or has significant omissions 

Free text – for example. 'Complete' or 'No data for period xx to yy because of equipment malfunction'

	Data Quality

	Is there information available about quality assurance and quality control during data preparation
Briefly describe the extent to which the dataset has been validated 

	Discovery Metadata

	Additional discovery-level descriptions exist in a different data catalogue 

Have you entered discovery metadata into another metadata catalogue as well?

	Field Metadata

	Field-level descriptions exists for dataset 

Have you compiled field level metadata for the dataset 

	Metadata Accessible

	Field-level metadata held in a centrally maintained and accessible format 

(No need to complete)

	Raw Data Accessible

	Raw data in a centrally maintained and corporately accessible system
(No need to complete)

	CCS Format

	Data is held in a format supported by local computer support 

Are the data in a standard package – e.g. Excel, Access, ArcView etc. or N/A? 

	Storage Status

	Secure - dataset is in maintained, accessible digital format 

Under review - dataset is being converted to a secure format 

Needs review - requires conversion to a secure format 

Under threat - urgently requires attention to prevent loss 

(No need to complete)

	Storage Media

	The hardware medium in which data are being stored 

Pick most appropriate from drop-down list

	Storage Format

	The software format in which the data are being stored 

Pick most appropriate from drop-down list

	Storage Location

	A description of the physical location where the data are held, e.g. floppy disks in site fire safe. 
File name(s) and physical location – CEH Wallingford network / CEH Dorset network / BGS Wallingford network depending on the location of your Data Centre contact OR where data have not yet been lodged with the Data Centre, where those data are stored.
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