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The development of the National Metadata Management Guidelines builds on the National 
Data Sharing Policy and the National Data Governance Framework. These guidelines establish a 
uni�ed approach for documenting, organizing, and managing metadata across public 
institutions. By promoting consistent standards and practices, they strengthen the clarity, 
traceability, and usability of data needed to support national planning, digital transformation, 
and evidence-based decision-making.

The National Institute of Statistics of Rwanda (NISR) led the development of these guidelines in 
close collaboration with the Rwanda Information Society Authority (RISA), the Ministry of ICT 
and Innovation (MINICT), and technical partners, including Cenfri. Their collaboration ensured 
that the guidelines align with national priorities for interoperability, the National Data 
Infrastructure, and the long-term vision of creating a seamless and trusted data ecosystem.

NISR extends its appreciation to members of the National Statistical System (NSS), sector 
institutions, and all stakeholders whose contributions and feedback enriched the development 
of these guidelines and ensured their practicality and relevance.

The publication of the National Metadata Management Guidelines represents an important 
step toward strengthening data governance, enhancing data quality, and ensuring that 
metadata serves as a foundation for e�ective data sharing, integration, and innovation. These 
guidelines rea�rm Rwanda’s commitment to responsibly managing data as a national asset for 
development.
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Understanding Metadata2.

2.1 Benefits of Metadata Management
Effective metadata management provides multiple benefits for public institutions and the wider data 
ecosystem:

•   Improved Discoverability: Well-defined metadata makes datasets easier to locate, access, and reuse  
      across government systems.
•   Enhanced Interoperability: Standardized, structured metadata enables seamless data integration and 
      exchange between institutions, reducing duplication and fragmentation. 
•   Increased Transparency and Trust: Comprehensive documentation of methodologies, sources and 
      scope strengthens credibility, accountability and public confidence in data.
•   Regulatory and Standards Compliance: Metadata aligned with national laws, regulations, and 
      international standards ensures responsible, ethical and legally compliant data management.
•   Informed Decision-Making: High-quality metadata allows policymakers, researchers, and stakeholders 
      to accurately interpret and apply data for evidence-based decisions.
•   Operational Efficiency and Cost Savings: Streamlined metadata practices minimize redundancy of 
      data, promote reusability, and optimize institutional workflows.
•   Improved Data Quality: Metadata supports the assessment of completeness, accuracy, and reliability of  
      datasets, enhancing overall data quality.

2.2 Types of Metadata
Metadata can be categorized into several core types, each serving a specific role in managing and using data:

•   Descriptive Metadata: Identifies, explains, and facilitates the discovery of datasets (e.g., title, abstract, 
      keywords). Helps users quickly understand the dataset’s scope and locate it efficiently.
•   Structural Metadata: Describes how data is organized and how components relate (e.g., schemas, table 
      relationships). Supports integration, processing, and storage.
•   Administrative Metadata: Provides information on ownership, access rights, and retention policies (e.g., 
      data owner, license type, access restrictions). Ensures accountability, governance, and compliance.
•   Technical Metadata: Captures technical characteristics of datasets and storage systems (e.g., file formats, 
      encoding, storage locations, APIs). Enables IT teams to manage and integrate data efficiently.
•   Provenance Metadata: Tracks the origin, transformations, and versioning of data throughout its lifecycle   
     (e.g., source system, transformation rules, version control). Ensures traceability, transparency, and data  
     integrity.
•   Business Metadata: Explains the meaning, purpose, and rules for interpreting data in operational orpolicy 
      contexts (e.g., glossary terms, classifications, usage rules). Helps stakeholders apply data correctly.
•   Statistical Metadata: Provides methodological and quality-related information specific to statistical  
      datasets (e.g., sampling methods, indicators, aggregation levels). Supports researchers and statisticians in   
      assessing reliability and suitability.

5
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2.3 Metadata Standards 
To ensure consistency, interoperability, and usability of data across GoR entities, metadata should align with 
recognized international standards. Key standards include:

•  DDI (Data Documentation Initiative): Standard for documenting surveys and microdata throughout their 
     lifecycle — from collection to archiving — ensuring reproducibility and long-term usability.
•   SDMX (Statistical Data and Metadata Exchange): Standard for sharing and comparing aggregated data 
      between agencies and countries in a structured way.
•   ISO 19115: Standard for geospatial metadata, enabling integration with GIS systems and international 
     interoperability.
•   DCAT (Data Catalog Vocabulary): Improves dataset discoverability on open data portals by standardizing 
      descriptions.
•   Dublin Core: Lightweight, simple standard for cataloguing datasets and enabling basic search.
•   GSIM (Generic Statistical Information Model): Provides a common framework for describing statistical 
      information objects and workflows.
•   GSBPM (Generic Statistical Business Process Model): Describes and standardizes the steps in statistical 
      production processes.

Application note: The national metadata template will be based on these standards to ensure that all 
datasets documented across the GoR entities are interoperable, comparable, and reusable. All public 
institutions are required to systematically apply the template and reference relevant standards where 
appropriate, thereby maintaining national coherence while allowing flexibility for specialized data needs.

2.4 Metadata lifecycle management 
Effective metadata management requires capturing, maintaining, and updating metadata throughout the 
entire data lifecycle. Metadata should remain accurate, interoperable, secure, and accessible from the point 
of data creation to long-term preservation. The following lifecycle approach supports metadata 
management:

•   Creation: Metadata should occur as soon as data is collected or generated using national standardized
     template aligned with recognized standards. Essential elements, including dataset title, creator,  
     description, format, contributor, dates, unique identifiers, source, and rights information, should be 
     captured comprehensively to facilitate later discovery and management.

•   Storage: Metadata should be centralized and secured in a data catalog, with searchable repositories that 
     support version control, indexing, and interoperability with other systems. (Where metadata platforms are 
     not yet in place, institutions may initially use Excel or similar simple tools.)
•  Maintenance and Quality Control: Metadata should be updated whenever datasets are modified, 
     whether through new variables, methodological changes, or updates to ownership. Automated validation 
     tools, periodic quality audits, and transparent change logs help maintain accuracy, consistency, and 
     completeness. (Any update must be addressed to NISR for Approval)
•  Sharing and Access: Clear policies should be developed to clarify who can access specific metadata 
     elements, and through which mechanisms it can be accessed such as APIs, portals, or data catalogues, etc. 
     Openness should be encouraged where possible, with restrictions applied only for legal, privacy, or security 
      reasons.

•    Security and Compliance: metadata should be classified according to to the sensitivity of the underlying  
       dataand institutional policy, 
      with role-based access controls and encryption applied as needed. Adherence to Rwanda’s Data Protection 
      & Privacy Lawand other regulatory frameworks ensures legal compliance and safeguards data integrity.
•    Capacity Building: Regular training on standards, tools, quality controls, and security obligations should 
      be provided to ensure that staff are able to manage metadata efficiently and stay current with emerging 
       technologies and best practices.
•    Monitoring and Review: key performance indicators should be developed by the NISR. Periodic reviews 
      should be conducted to allow institutions to incorporate feedback, audit findings, and technological 
       advances into metadata processes, ensuring continuous improvement.
•    Archiving and Preservation: Apply secure disposal procedures when datasets are no longer required, 
      following national retention and disposal guidelines. Securely handle any sensitive metadata, and keep 
       only a non-sensitive catalog record if needed.

6



2.3 Metadata Standards 
To ensure consistency, interoperability, and usability of data across GoR entities, metadata should align with 
recognized international standards. Key standards include:

•  DDI (Data Documentation Initiative): Standard for documenting surveys and microdata throughout their 
     lifecycle — from collection to archiving — ensuring reproducibility and long-term usability.
•   SDMX (Statistical Data and Metadata Exchange): Standard for sharing and comparing aggregated data 
      between agencies and countries in a structured way.
•   ISO 19115: Standard for geospatial metadata, enabling integration with GIS systems and international 
     interoperability.
•   DCAT (Data Catalog Vocabulary): Improves dataset discoverability on open data portals by standardizing 
      descriptions.
•   Dublin Core: Lightweight, simple standard for cataloguing datasets and enabling basic search.
•   GSIM (Generic Statistical Information Model): Provides a common framework for describing statistical 
      information objects and workflows.
•   GSBPM (Generic Statistical Business Process Model): Describes and standardizes the steps in statistical 
      production processes.

Application note: The national metadata template will be based on these standards to ensure that all 
datasets documented across the GoR entities are interoperable, comparable, and reusable. All public 
institutions are required to systematically apply the template and reference relevant standards where 
appropriate, thereby maintaining national coherence while allowing flexibility for specialized data needs.

2.4 Metadata lifecycle management 
Effective metadata management requires capturing, maintaining, and updating metadata throughout the 
entire data lifecycle. Metadata should remain accurate, interoperable, secure, and accessible from the point 
of data creation to long-term preservation. The following lifecycle approach supports metadata 
management:

•   Creation: Metadata should occur as soon as data is collected or generated using national standardized
     template aligned with recognized standards. Essential elements, including dataset title, creator,  
     description, format, contributor, dates, unique identifiers, source, and rights information, should be 
     captured comprehensively to facilitate later discovery and management.

•   Storage: Metadata should be centralized and secured in a data catalog, with searchable repositories that 
     support version control, indexing, and interoperability with other systems. (Where metadata platforms are 
     not yet in place, institutions may initially use Excel or similar simple tools.)
•  Maintenance and Quality Control: Metadata should be updated whenever datasets are modified, 
     whether through new variables, methodological changes, or updates to ownership. Automated validation 
     tools, periodic quality audits, and transparent change logs help maintain accuracy, consistency, and 
     completeness. (Any update must be addressed to NISR for Approval)
•  Sharing and Access: Clear policies should be developed to clarify who can access specific metadata 
     elements, and through which mechanisms it can be accessed such as APIs, portals, or data catalogues, etc. 
     Openness should be encouraged where possible, with restrictions applied only for legal, privacy, or security 
      reasons.

NATIONAL METADATA MANAGEMENT GUIDELINE © NISR
7

•    Security and Compliance: metadata should be classified according to to the sensitivity of the underlying  
       dataand institutional policy, 
      with role-based access controls and encryption applied as needed. Adherence to Rwanda’s Data Protection 
      & Privacy Lawand other regulatory frameworks ensures legal compliance and safeguards data integrity.
•    Capacity Building: Regular training on standards, tools, quality controls, and security obligations should 
      be provided to ensure that staff are able to manage metadata efficiently and stay current with emerging 
       technologies and best practices.
•    Monitoring and Review: key performance indicators should be developed by the NISR. Periodic reviews 
      should be conducted to allow institutions to incorporate feedback, audit findings, and technological 
       advances into metadata processes, ensuring continuous improvement.
•    Archiving and Preservation: Apply secure disposal procedures when datasets are no longer required, 
      following national retention and disposal guidelines. Securely handle any sensitive metadata, and keep 
       only a non-sensitive catalog record if needed.

7



NATIONAL METADATA MANAGEMENT GUIDELINE © NISR
8

Metadata Principles, Development Guidelines, and 
Roles & Responsibilities

3.

3.1. Guiding Principles3.1 Guiding Principles
Effective metadata management is guided by principles that ensure transparency, consistency, 
interoperability, and long-term accessibility. These principles provide a foundation for institutions to manage 
metadata in ways that maximize its value for governance, integration, and reuse.
Principle 1: Existence
No dataset should exist without metadata. Metadata must be created and documented at the point of data 
collection or generation and maintained throughout the data lifecycle. National standardized templates and 
recognized frameworks should be applied to ensure completeness and comparability.
Principle 2: Quality and Consistency
Metadata must be accurate, comprehensive, and updated whenever the underlying dataset changes. 
Institutions should conduct regular quality checks, adopt controlled vocabularies, and provide mechanisms 
for users to flag inconsistencies or gaps. The national data quality and standards outline more details to 
ensure metadata quality. 
Principle 3: Interoperability and Integration
Metadata should be structured using open standards and machine-readable formats to enable 
cross-institutional sharing, data exchange, and integration. A centralized and interoperable metadata 
catalogue should be maintained to support accessibility across government systems.
Principle 4: Security and Privacy
Because metadata may reveal sensitive information about datasets, institutions must apply classification 
schemes as outlined in national data classification and access guidelines. Staff should be trained to comply 
with metadata security and privacy policies.
Principle 5: Roles and Responsibility
Defined responsibilities are critical to effective metadata stewardship. Institutions must designate creators, 
reviewers, and custodians of metadata, supported by workflows for approval, version control, and audit trails.
Principle 6: Sustainability and Improvement
Metadata management should evolve with emerging technologies and user needs. Institutions should track 
key indicators such as completeness, timeliness, and usage. Regular reviews, staff training, and adoption of 
modern tools will ensure metadata remains relevant and effective over time.
Principle 7: Preservation 
Metadata must remain usable and accessible as long as the underlying data is preserved. Persistent 
identifiers, archival processes aligned with retention policies, and proper documentation of standards 
ensure continuity and institutional memory.

8



NATIONAL METADATA MANAGEMENT GUIDELINE © NISR
9

1

2

3

NATIONAL METADATA MANAGEMENT GUIDELINE © NISR
9

1

2

3

NATIONAL METADATA MANAGEMENT GUIDELINE © NISR
8

Metadata Principles, Development Guidelines, and 
Roles & Responsibilities

3.

NATIONAL METADATA MANAGEMENT GUIDELINE © NISR
9

1

2

3

9



NATIONAL METADATA MANAGEMENT GUIDELINE © NISR
10

.Metadata Requirements4

NATIONAL METADATA MANAGEMENT GUIDELINE © NISR
10

.Metadata Requirements4

NATIONAL METADATA MANAGEMENT GUIDELINE © NISR
9

1

2

3

NATIONAL METADATA MANAGEMENT GUIDELINE © NISR
10

.Metadata Requirements4

•  Title: The official name of the dataset, clearly describing its subject matter.
•  Description: A concise summary of the dataset’s content, scope, and purpose. 
     This should include:
•  Producer / Responsible Institution: The government institution, ministry, agency, or  
    department responsible for producing, maintaining, and updating the dataset.
•  Target Population / Universe: The group or entities about which information is collected (e.g.,  
     households, enterprises, land, livestock, individuals, etc.)
•  Units of measurement: The standard metric or scale used to quantify a variable (e.g., number of 
     individuals, percentages, etc.)
•  Keywords / Tags: Controlled vocabulary terms and/or free-text keywords to improve search, 
     discovery, and interoperability.
•  Geographic Coverage: The spatial extent of the dataset 
     (e.g., national, regional, district, sector level).
•  Reference period: The specific point in time or span of time to which the data values relate. (e.g., 
     Jan-Dec 2023)
•  Frequency: How often is data collected or updated (e.g., daily, monthly, quarterly, annually)
•  Methodology / Process Documentation: A brief explanation of how the dataset was created, 
     including data sources, collection and computation method and processing steps.
•  Format (File Extension / Machine-Readable Format): The technical file format in which the  
    dataset is provided (e.g., STATA, SPSS, CSV, Excel, JSON, API, PDF, etc.) 
•  Access Rights: The level of accessibility (e.g., public, internal, confidential, restricted) and 
     licensing or usage conditions.
•  Product Type: The type of dataset being provided 
    (e.g., aggregated data, anonymized microdata, geospatial data).
•  Version Information: The dataset’s version number, date of release, and details of any changes 
    from previous versions.
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•     Data Management Procedures/System Name: Describes the name of the system, platform, 
        or workflow from which the administrative data originates. (e.g., CRVS, HMIS, EMIS, etc.,) 
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