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Subject: Documentation and Metadata
Purpose:  The purpose of this SOP is to provide procedures for the daily documentation of incident GIS data and to provide information (metadata) about the data that have been created.  This SOP also provides procedures for further documentation to aid the local unit in creation of FGDC-compliant metadata.
Scope/Overview:  The primary scope of this SOP is the incident data documentation, which the GIS Unit develops throughout the duration of the incident for the use of the DOCL (Documentation Unit Leader) and the GIS Specialist of the local managing agency.

For SOP on documentation developed for sharing of data to other organizations, ref: Data Archiving and Sharing SOP.
This SOP does not address how the metadata will be stored, for example, as attributes or in a text file. For incident metadata standards, refer to the Geospatial Task Group (website http://gis.nwcg.gov/)
Specifications:  
Following items are in SOP for GIS File Naming and Directory Structure 

· Date including year (yyyymmdd)


· Time of data collection (hhmm, using 24-hour clock)

· Type of feature portrayed by the data (see Appendix: list of abbreviations for SOP for File and Folder Structure)

· Source of data (the ICS position or name of person who collected the data)

· Feature type (point, line, polygon)

· Coordinate system

· Datum

· Incident name

The following attributes are PROPOSED by the GTG as file attributes for the Daily Fire Perimeter data standard:

	ITEM NAME
	Type
	Length
	Required
	Example
	Comments
	Attribute Definition Source

	UNIT_ID
	String
	7
	Yes
	AK-FAF
	Administrative unit at the fire’s point of origin
	http://www.nwcg.gov/teams/pmo/products/standards/unit_id/cover.htm

	FIRE_NUM
	String
	8
	Yes
	193
	Number assigned to the fire by the field area
	Submitted to NWCG Data Administrators Working Group

	FIRE_NAME
	String
	50
	Yes
	Boundary
	Name of fire; assigned by responsible land management unit
	Submitted to NWCG Data Administrators Working Group

	DATE
	Date
	8
	Yes
	YYYYMMDD
	Collection date for the fire perimeter
	http://www.nwcg.gov/teams/pmo/products/standards/date/cover.htm

	TIME
	String
	4
	Yes
	1600
	Collection time in 24-hour military
	

	COMMENTS
	String
	50
	Yes
	See Discussion Item 1
	Fire perimeter related comments
	


Other items that would be useful that would add to the accuracy of final Metadata documentation (These can be documented in the Unit Log, as attributes or as a “Read Me” file):

· Agency: Perimeter Collection Agency.

· Collection Method: Select “GPS” if the fire perimeter was developed using GPS data. Select “Digitized” if the fire perimeter was digitized. Selecting either of these will affect which of the following fields appear (i.e., differential correction is only pertinent to GPS collected data)

· Source: If the perimeter was collected using a GPS, enter the type of GPS used. If the perimeter was digitized, enter the map source. Selecting “Other” allows the user to manually enter in new GPS units or map sources.

· Differential Correction: If the perimeter was collected using a GPS, enter the method used for differential correction. Selecting “Other” allows the user to manually enter in other differential correction methods.

· Travel Method: If the perimeter was collected using a GPS, enter the method used to circumnavigate the fire perimeter. Selecting “Other” allows the user to manually enter in other travel methods.

· Map scale: If the perimeter was digitized, enter the scale of the map source or of the scale used in digitizing. Selecting “Other” allows the user to manually enter in other map scale values.

· Contact: Enter the name of the person who collected or created the fire perimeter.

· Phone: Enter the phone number of the person who collected or created the fire perimeter.

· Email: Enter the email of the person who collected or created the fire perimeter.

· Comments: Enter any comments associated with the fire perimeter in question. Sample comment: “West side of fire perimeter not mapped accurately due to smoke.”
Example: see Appendix:ICS 214—Unit Log for GIS

Procedures:  Documentation is kept on a Unit Log (ICS 214) by units operating in an incident situation to track significant events that occur throughout the operational day. The log may be hardcopy or digital files with attachments.

Keep a log of events such as the arrival of the IR perimeter, transition of personnel, or archiving of data.  Include one of each type of map produced per shift.  This provides a record of significant changes to the incident data and the products produced.

When using base data, if it is used or edited it becomes Incident data; then metadata is required to be fulfilled by the GIS unit on the incident.

Responsibilities: 

The SITL (Situation Unit Leader) is responsible for ensuring that the GIS Unit is functioning and properly supported and that it fulfills its obligations to the Plans Section. SITL authorizes what documentation the GIS Unit will provide.

GIS Unit is responsible for providing agreed-upon documentation to the Documentation Unit Leader (DOCL) and managing agencies.

DOCL (Documentation Unit Leader) is a customer of the GIS Unit and is responsible to communicate needs to the SITL.

Communications:  GIS Unit supplies documentation to customers as directed by SITL.

Definitions: 
(Ref: Glossary)

Metadata: Information about data, such as content, source, vintage, accuracy, condition, projection, responsible party, contact phone number, method of collection, and other characteristics or descriptions. 

Documentation: Methods of tracking information about geospatial data using methods that are less than FGDC compliant.  These may include “ReadMe” files (in TXT or HTML format) or attribution of datasets describing the projection, methods of collection, contact information, and other information.

Selection Criteria/Rationale: 
This SOP attempts to ensure that the GIS function of the IMT is properly documenting procedures and datasets collected and created on the Incident.  Efforts were made to develop SOP’s for Metadata following basic FGDC standards.  It is recognized that time and resources do not allow the collection of full FGDC metadata.  To provide for quick and efficient metadata collection, the file name is used to capture the most basic and important metadata components.  Additional metadata about the data can be stored as attributes or as an HTML file.
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