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Administrative data source guide
[insert title – “[Topic or data source name] guide”]



Official sensitive – please treat as restricted, for named individuals or identified postholders only. Not for sharing with anyone else or to be used in other documents before publication. 
Please visit our Content style guide before drafting your administrative data source guide. 
[bookmark: _[Insert_title_–][Insert title – “[Topic or data source name] guide”] 
[Insert page summary – “Why and how [the administrative data] are collected and used to produce ONS statistics. Includes methods, changes and quality information.”]
Do not include a time period in the title or summary. 
Overview
Summarise the most important information from the guide in under 300 words. 
Include the following standard text at the end of your Overview section:
“We use these data to produce regular statistical articles on:
· [statistical article title]
· [statistical article title]
· [statistical article title]”
View our guidance on what information to include in your Overview section.
Latest changes to the data source
If there have been important changes to the data source since you previously updated the guide, use the following standard text:
“We updated this guide on [DD Month YYYY – the date of your current update]. Changes to the data source since we previously updated the guide on [DD Month YYYY] include:
· [briefly summarise each change in a separate bullet point]”
If there have been no important changes to the data source, use the following standard text:
"We made minor editorial updates to this guide on [DD Month YYYY]. There were no important changes to the data source.”
Always end this section with the following standard text (whether or not changes have been made):
"For more information on these latest changes, as well as any past and upcoming changes, go to Changes and their effects on comparability over time."
View our guidance on what information to include in your Latest changes to the data source section.
Why and how the data are collected
The section must include three subsections and can include additional subsections if relevant. 
Collection design
Explain how the data are collected, including any features that are associated with data quality.
Coverage
Include information on the data coverage, relating the population covered by the administrative process to the target population of the statistics.
Data supply
Describe arrangements for the supply of the data, including communications with supply partners, and any service-level agreement (SLA), memorandum of understanding (MOU) or legal obligation associated with supply. 
You may wish to include information on the security measures used to protect from inadvertent disclosure.
Completion rates (optional)
Include information on whether:
· some of the information is optional
· some mandatory records or fields are missing
· some records are withheld from the ONS
You may also want to reference this content in the Strengths and limitations subsection of the Quality of the data source section.
Data processing (optional)
Explain any processing done either by the data producer or by the ONS before the data are used to produce a set of ONS statistics. Use subsections as necessary; subheadings could include:
· Data linkage
· Classification and coding
· Audit and validation
· Editing and imputation
· Deriving variables
· Producing estimates (including any adjustments)

If the data producer already describes these processes to a high standard on their website, you can signpost users to that information instead of repeating it. You should still indicate how any processing carried out by the ONS complements that of the data producer.  
Do not include information on how we produce specific sets of statistics from the administrative data. This information should sit in the relevant set of statistics’ quality and methods guide.
View our guidance on what information to include in your Why and how the data are collected section.
[Classifications/Variables/Categories] (optional)
If you have a large volume of classifications, variables or categories that require explanation, include them here, using further subheadings or accordions (expandible and collapsible subsections) as necessary.
[Subheading]
[Subheading text.]
► [Accordion heading]
[Accordion content.]
Copy and paste the subheading or accordion for each classification/variable/category and add a descriptive label.
If you are publishing a survey guide in Florence, the current content management system (CMS), your content will be presented as subheadings and plain text. This is because accordions are not an available component in Florence. 
When your content is migrated to Wagtail, the new CMS, the subheadings and plain text can be converted into accordions.
[Additional subsection] (optional)
Include any other necessary subsections in the Why and how the data are collected section.
Quality of the data source
The section must consist of three or four subsections.
Quality assurance carried out by the data supplier (if applicable)
Explain the main steps taken by the data supplier to quality assure the data. Use either:
· a numbered list (read our Numbered lists guidance)
· subheadings
Quality assurance carried out by the ONS
Explain the main steps we take to quality assure the administrative data. Use either:
· a numbered list
· subheadings
Strengths and limitations
List strengths and limitations of the administrative data source under the following subheadings.  
Strengths
· [Briefly summarise each strength in a separate bullet point.]
Limitations
· [Briefly summarise each limitation in a separate bullet point.]
If more detail on a strength or limitation is needed, but is not appropriate to include in another section, use subsections in the Strengths subsection or Limitations subsection after the bullet list.  
[Strength or limitation] (optional)
[Additional detail on a strength or limitation, if needed.]

Data Quality Dimensions (if applicable)
Use the following standard text: 
“The Government Data Quality Framework recommends the use of the Data Management Association (DAMA UK) data quality dimensions to assess and improve data quality. These are:

· completeness
· uniqueness
· consistency
· timeliness 
· validity 
· accuracy

We have integrated these considerations into the guide.”
View our guidance on what information to include in your Quality of the data source section.
[bookmark: _Changes_and_their]Changes and their effects on comparability over time
The section must consist of three subsections.
Latest changes
If there is more than one latest change, use the following standard text at the start of the subsection:
"These changes are ordered by date, with the most recent first." 
► [Latest change]
[Explanation of latest change, including effects on comparability over time.]

Copy and paste the accordion for each latest change and add a descriptive label.
If there are no latest changes, use the following standard text: 
"We made minor editorial updates to this guide on [DD Month YYYY]. There were no important changes to the data source."
Past changes
If there is more than one past change, use the following standard text at the start of the subsection:
"These changes are ordered by date, with the most recent first." 
► [Past change]
[Explanation of past change, including effects on comparability over time.]
Copy and paste the accordion for each past change and add a descriptive label.
If there are no past changes, use the following standard text: 
“There have been no important changes to the data source in the past [number of months or years].” 
Upcoming changes
If there is more than one upcoming change, use the following standard text at the start of the subsection:
"These changes are ordered by date, with the most immediate first." 
► [Upcoming change title]
[Explanation of upcoming change, including effects on comparability over time.]
Copy and paste this for each upcoming change and add a descriptive label.
If there are no upcoming changes, use the following standard text: 
“There are currently no plans to change [the data source] in the near future.”
View our guidance on what information to include in your Changes and their effects on comparability over time section.
If you are publishing a data source guide in Florence, the current content management system (CMS), your content will be presented as subheadings and plain text. This is because accordions are not an available component in Florence. 
When your content is migrated to Wagtail, the new CMS, the subheadings and plain text can be converted into accordions.
[bookmark: _Comparability_and_coherence]Comparability and coherence with other data sources (if applicable)
Use one subsection for each comparative data source, using its name as the heading.
If there are no relevant data sources to compare your data source to, do not include the Comparability and coherence with other data sources section.
[Name of the comparative data source]
If the data sources are highly comparable, use the following standard text:
“The [comparative data source with link] is highly comparable with [administrative data source], and there are no differences to be aware of."
If the data sources are not comparable or broadly comparable, use the following standard text and table to compare the primary data source with another:
“The [comparative data source with link] is [broadly/not] comparable with [administrative data source], [but be aware/because] of the following [similarities and] differences.”

	[Administrative data source]
	[Comparative data source]

	[Description of similarity or difference]
	[Description of similarity or difference]

	[Description of similarity or difference]
	[Description of similarity or difference]

	[Description of similarity or difference]
	[Description of similarity or difference]



Similarities and differences should be no longer than one sentence.
If more detail on a similarity or difference is needed, use a subheading and plain text after the table to provide more information.
[Similarity or difference] (optional)
[Additional detail on a similarity or difference summarised in the table, if needed.]
If you are publishing an administrative data source guide in Florence, the current content management system (CMS), you will need to write the content included in the text table as plain text. This is because accessible text tables are not an available component in Florence. 
How to format this content in Florence
“The [comparative data source with link] is [broadly/not] comparable with [administrative data source], [but be aware/because] of the following [similarities and] differences: 
· [comparative data source] [description of difference]; [administrative data source] [description of difference]
· [comparative data source] and [administrative data source] both [description of similarity]”
When your content is migrated to Wagtail, the new CMS, the plain text can be converted into an accessible text table. 
View our guidance on what information to include in your Comparability and coherence with other data sources section.
Definitions
Include useful terms used in your guide. These will be added through a centralised glossary in Wagtail, the new content management system (CMS), with repeatable definitions used across the website.
►[Term]
[Definition.]
Copy and paste the accordion for each term.
If publishing an administrative data source guide in Florence, the current CMS:
· you will need to provide definitions along with your terms, because the centralised glossary is not available
· your content will be presented as subheadings and plain text, because accordions are not an available component in Florence
When your content is migrated to Wagtail, the new CMS, the subheadings and plain text can be converted into accordions. 
Related links
Include up to six links to related content and publications.
	Add the URL for each ONS web page in a separate row of the table:

	Paste URL here

	Paste URL here

	Paste URL here

	Paste URL here

	Paste URL here

	Paste URL here



This will be automatically formatted in Wagtail, the new content management system (CMS), as follows, using the page metadata:
Title with link embedded
Content type | Released XX Month 20XX 
Summary of page or publication.
If you are publishing an administrative data source guide in Florence, the current CMS, you will need to provide page metadata (content type, release date and page description) along with the URLs. Florence cannot pull this information through automatically.
How to format this content in Florence
[Title with link embedded]
[Content type] | Released [XX Month 20XX]
[Summary of page or publication.]

Cite this page
The format of this section is automated in Wagtail, the new content management system (CMS) to display the source, last updated date, location, content type, and page title and link.
If you are publishing an administrative data source guide in Florence, the current CMS, you will need to write the citation information manually. Florence cannot pull this information through automatically.
How to format this content in Florence
Office for National Statistics (ONS), released [XX Month 20XX], ONS website, administrative data source guide, [Title with link embedded]  



[bookmark: _Components]Components
Bullet list example: 
· X example 
· X example 
This is a hyperlink 
Descriptive figure title explaining the trend of the chart or visual
Figure X: Statistical subtitle, geography and data period 
Table X: Statistical title, geography and data period 

Source: [insert survey, data source or publication title], [organisation name]
►Footnotes
1. X example
2. X example

i(Optional) Warning: This is the warning text. View our guidance on when and how to use a warning.
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