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COMMONLY USED TERMS 

Attribute domain A defined set of values that are allowed to be assigned to attributes 

in a field and that make it possible to validate the data 

Data custodian An independent contractor or person engaged in the exercise of a 

public power which captures, maintains, manages, integrates, 

distributes or uses spatial information (SDI Act) 

Data format The format in which data is stored, e.g. EXCEL, Google sheets and 

FOSS (Free Open-Source Software) 

Data quality Refers to whether data and statistical information fit their intended 

use and on the characteristics of the data or information (StatsSA 

Data Quality Policy) 

Data sharing protocol A formal agreement between the data custodian and other data 

users according to which datasets will be made available to them 

Data type The type of data a field can hold e.g. number or text 

Field Fields appear as columns in a database table.  Each field has a 

distinct name, such as Name, Address, or Phone Number 

Geocoding Geocoding is the process of finding associated geographic 

coordinates from other geographic data, such as street addresses 

Geographic coordinates Degrees of longitude and latitude used to describe a precise 

geographic location on the surface of the earth 

Geographic Information 

System (GIS) 

A GIS is a system that is used to store, edit and manipulate, analyse 

and map spatial data 

Metadata A description of the content, quality, condition and other 

characteristics of spatial information (SDI Act) 

South African Spatial 

Data Infrastructure 

(SASDI) 

The national technical, institutional and policy framework to 

facilitate the capture, management, maintenance, integration, 

distribution and use of spatial information in South Africa (SDI Act) 

Spatial information Information about spatial objects or features and their attributes 

(SDI Act) 

Unique identifier  A reference number that can be used to uniquely and 

unambiguously identify a specific record in a data table. Hence 

duplicate records will not occur 
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1. INTRODUCTION 

1.1 For people to access government services they need information on the services that are 

available, where these are provided and how they can be accessed, for instance, physically at 

government service delivery facilities or virtually, using on-line service channels.  Such 

information should be readily available, among other things, on the websites of departments 

and at their service points. 

 

1.2 Furthermore, the Public Service Regulations (2016) prescribe departments must in their 

Service Charters publish the names, contact details, telephone numbers and addresses of 

their service delivery facilities as well as the type of facility and services that are offered.  

Facility types include the head office, provincial, regional and local offices of a department as 

well as any service delivery point where public services are obtained. 

 

1.3 Accurate, complete and up-to-date service point datasets are also important as they are 

required for service delivery planning purposes.  Furthermore, the sharing of service point 

data among departments is necessary to facilitate synergy and alignment in infrastructure 

planning in the interest of joined-up government and the establishment of a coordinated 

presence in the communities which they serve.  Service point datasets of departments are 

also required for the development of District Development Plans as envisaged in the District 

Development Model of Government as well as the implementation of the National Spatial 

Planning Framework for the country. 

 

1.4 The Department of Public Service and Administration (DPSA) has conducted a number of 

assessments of the service point datasets of various departments since 2015.  Whereas the 

results indicate that departments generally understand the value of such data, it is evident 

that more needs to be done across the public service to make the collection and management 

of service point data a strategic imperative, in particular, to facilitate planning and to provide 

the public with the type of information that they require to access government services. 

 

1.5 The greatest challenge that has been identified is that the service point datasets of 

departments are difficult to obtain because the names and contact details of data custodians 

are not readily available and links to the data on their websites are not available or very hard 

to find.  Hence the data needs to be requested formally from departments in writing, which 

is generally time consuming. 

 

1.6 Other challenges include the lack of metadata that provides important information that data 

users require in order to understand and interpret the service point data, incomplete and 

missing data such as address information and geographic coordinates and the incorrect 

formatting of the data.  Sometimes various versions of the datasets of departments exist and 

it is not possible to determine which of these are the most current. 

 

1.7 A better understanding of the underlying sources of data quality issues in the public service 

will make it easier to identify measures which departments could take to improve the quality 
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of their data.  Simply dumping data that has been gathered into an Excel sheet or database is 

not helpful. 

 

1.8 Service point facility data is an important government and public asset and departments 

should be encouraged to establish policies, processes and standards to control the quality of 

their service point data assets and to ensure the integrity of the data.  Better data 

management can help to improve service delivery. 

2. SCOPE AND OBJECTIVES 

2.1 The objective of this Guideline is to provide guidance to government departments on practical 

measures that they should implement to improve the collection, management, dissemination 

and publication of their service point data.  The implementation of this Guideline will, among 

other things, assist in achieving the following: 

 

a) Greater uniformity and consistency in the service point datasets that are collected and 

disseminated by various government departments as the same prescripts and basic 

requirements will apply. 

 

b) The data of all departments will contain the same minimum information, for instance, the 

services that are provided, the type of service point, contact details, addresses and 

geographic coordinates. This information is required by the public to assist them in finding 

out what services are provided by departments and where they can be accessed. 

 

c) The data will be complete, correct and updated regularly and it will be provided in a 

machine-readable format. For instance, it will be possible to map and analyse the data in 

a Geographic Information System. 

 

d) The data will be easier to interpret and to use by other departments and data users as it 

will be accompanied by its metadata. 

 

2.2 The content of the Guideline specifically focuses on: 

 

a) Relevant policies and prescripts with which departments must comply. 

b) Minimum service point data requirements that departments should consider. 

c) Methods that departments can use to collect and manage their service point data. 

d) The publication and dissemination of service point data with a view to improving its 

availability and accessibility. 

e) Measures to implement the Guideline in departments. 

 

2.3 The target audience of the document includes departmental personnel that are, among other 

things, responsible for data collection and management, service delivery planning, facility 

management, the development of Service Charters and Service Delivery Improvement Plans, 

website. 
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3. POLICY AND REGULATORY CONTEXT 

Various Government policies require departments to implement measures to improve the 

accessibility of their services and to publish information on their service points. 

 

3.1 The Bill of Rights in the Constitution (1996) places an obligation on government departments 

and institutions to improve the accessibility of their services. 

 

3.2 The Batho Pele White Paper on Transforming Public Service Delivery (1997) requires 

national and provincial departments to provide the public with full, accurate and up-to-date 

information about the services that they provide.  Information about services should as a 

minimum be made available at points of delivery, but departments should also consider other 

innovative means to provide the public with the information that they require. 

 

3.3 The National Development Plan 2030 requires that spatial planning must bring together 

service delivery interventions of various sectors in a way that maximises spending efficiencies 

and delivers substantial developmental benefits.  Hence stakeholders need to pay attention 

to the spatial implications of their activities and to contribute to spatial transformation. 

 

3.4 The Promotion of Access to Information Act (2000) seeks to promote access to information 

and to create an environment which facilitates cooperation among stakeholders regarding 

access to information. 

 

3.5 The Policy Guidelines for South African Government Websites (2012) developed by the 

Government Communication and Information Service (GCIS) to set basic standards for 

government departments to develop, manage and maintain websites. 

 

3.6 The Spatial Data Infrastructure Act (2003) prescribes that organs of state must capture 

metadata for their data holdings and provide access to their data holdings by making 

metadata available to users. They must also provide metadata together with any dataset that 

they distribute/disseminate. The metadata must also be published in their organisation’s 

information manual, in terms of the Promotion of Access to Information Act. 

 

3.7 The Public Service Regulations (2016) require departments to publish the names, contact 

details, telephone numbers and addresses of their service delivery facilities as well as the type 

of facility and services that are offered in their Service Charters.  Facility types include the 

head office, provincial, regional and local offices of a department as well as any service 

delivery points where public services are offered. Such information must be included in the 

Service Charters of departments. 

 

3.8 The Medium Term Strategic Framework (2019 – 2024) recognizes that geospatial information 

is critical to assist Government in monitoring the implementation of the Framework.  It makes 

it a mandatory requirement that the geospatial information of all planned and existing 

projects of departments that are associated with the MTSF and that can be geographically 
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referenced, must be collected and submitted to the Department of Planning, Monitoring and 

Evaluation (DPME). 

 

3.9 The Geospatial Referencing Guideline (2022) issued by the DPME provides guidance on how 

geospatial data should be collected and submitted by departments to support government-

wide planning, monitoring, evaluations and performance reporting.  It also sets out the 

specifications for the datasets that are required. 

 

3.10 The Service Point Locator Guideline (2022) that has been issued by the DPSA provides 

guidance to departments on the establishment of such locators on their websites. 

4. UTILISATION OF SERVICE POINT DATA  

4.1 Service points are public facilities such as offices, mobile service units and other physical 

points and spaces where people come into contact with government to obtain information, 

communicate with government and to access services.  A wide range of services are provided 

at such facilities, among others, health, education, safety, social security, general 

administration and community/social services. 

 

4.2 Government departments can, among other things, use their service point data to accomplish 

the following: 

 

a) Informing the public about where services are physically provided and how they can be 

accessed. 

b) Coordinating their service delivery infrastructure planning, taking, into account the spatial 

development frameworks and priorities at the various spheres of Government. 

c) Planning and managing the deployment and utilisation of their staff and other resources 

at service points. 

d) Managing the use and maintenance of their facilities and infrastructure. 

e) Conducting geographic studies to assess the provisioning and accessibility of their 

different types of service points in relation to where people reside. 

 

4.3 Service point datasets generally include spatial and non-spatial attribute information.  Spatial 

attributes include any information that can be geographically referenced, for instance, 

physical addresses and geographic coordinates.  Non-spatial attributes for service points can, 

among other things, include the names and types of service points, the services that are 

provided as well as contact details. 

 

4.4 Datasets that include geographic coordinates for service points can be mapped and 

information can be analysed using a GIS.  The data can also be overlaid on other spatial data 

layers such as the service point data of other departments, population demographic data, 

road networks, satellite imagery and administrative boundaries that can be obtained from 

various sources.  The maps can then be used to study the provisioning and location of their 

service points in relation to other relevant spatial features.  An example is provided in Figure 

1. 
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Figure 1:  Satellite image showing the location of service points in relation to human settlements (SA National Space 

Agency satellite imagery) 

 

 

5. MINIMUM SERVICE POINT DATA REQUIREMENTS 

This section of the Guideline sets out the minimum requirements with which the service point 

datasets of departments should comply. 

 

5.1 Minimum attribute information required in a service point dataset 

 

Service point information that is published by a department should as a minimum include the 12 

attributes that are listed in Table 1.  Most of these are mandatory, as defined in the Public Service 

Regulations.  The information is required by the public to assist them in accessing government 

services and in obtaining information about the service points of the department, in particular, 

geographic coordinates and address information.  The attributes include important information that 

can be used by departments in their services planning. 

 

5.2 Correct data types for the various attributes  

 

Table 1 also includes the data types that should be used for each field, for instance, the data type 

for a date field should adhere to a standardised date format, and numbers should only be entered 

into ‘numeric’ fields while alpha-numeric data should be captured as ‘text’.  Geographic coordinates 

should be numeric. 
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5.3 Field header naming conventions in data tables: 

 

In order to facilitate the capturing, management and integration of service point spatial data in a 

relational database, such as a GIS geodatabase and Microsoft Access, the attribute field naming 

conventions depicted in Table 1 should be used. 

 

Field headers are the names given to the various columns in a table.  These names must be unique; 

for instance, no two columns can have the same name.  Ensure that field headers are self-

explanatory and unambiguous to assist other data users in understanding the data.  It is also 

necessary to explain the meaning of these headers in the metadata for the dataset. 

 

Furthermore, field headers should always start with a letter and must contain only numeric or 

alphanumeric characters (letters and numbers).  No spaces, dashes or special characters other than 

an underscore should be used in the headers.  Do not use characters such as colons, semi-colons 

and brackets. 

 
Table 1:  Minimum attribute information, correct data types and field headers in a data table 

Attribute 

Information 

Description Data type Field headers 

Unique Identifier for 

each facility 

A unique numeric or alpha-numeric value 

for the service point 

Text Unique_ ID or UID  

Facility name  One or more words forming the name of 

the service point 

Text Name 

Province The province name Text Province 

District Municipality Name or code for the District Municipality Text District_ Municipality 

Local Municipality Name or code for the Local Municipality Text Local_Municipality 

Town name Town name or closest town Text Town 

Physical address Properly formatted address as per SANS 

1883-3 address standard 

Text Address 

Services Main services that are provided at a service 

point, in accordance with the Service 

Charter of the department 

Text Services 

Facility type Type of service point as per the 

department's official service point 

nomenclature 

Text Facility_Type 

Contact phone 

number 

At least one phone number must be 

provided with the relevant dialling codes 

Text Contact_Number 

Latitude A negative number consisting of at least 5 

decimals, e.g. -33.866121 

Numeric Latitude  

Longitude A positive number consisting of at least 5 

decimals, e.g. 25.56052 

Numeric Longitude 
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Other important requirements that departments should consider include the following: 

 

 Unique identifiers for service points. 

 Attribute domains. 

 Address Formats and Standards. 

 Official naming conventions for provinces and municipalities. 

 Geographic coordinates for service points. 

 

5.4 Unique identifiers for service points 

 

Create a column in the data table called Unique_ID or UID which uniquely references each service 

point.  This field could be a numeric or alpha-numeric code.  The Unique Identifiers are important 

as they: 

 

a)  Do not change when deleting and/or adding rows in the Excel table. 

b) Can assist one in distinguishing between service points that have similar names. 

c) Can be used in a relational database, for instance, in Excel or a GIS database, to join data 

tables that contain various attributes about the same set of service points, provided that 

both tables include the same Unique Identifiers. 

 

Some departments already have a field in their datasets that contains the unique identifiers of their 

facilities, for instance, the Department of Basic Education uses a unique Education Management 

Information System (EMIS) number for each school. 

 

Unique identifiers for service points can be created manually or automatically.  Doing it 

automatically saves a lot of time and effort.  A simple automatic method for doing so is to combine 

an abbreviation for the province together with the type of facility followed by a numeric value in 

Excel.  Complete the first three cells, select them and then drag the handle of the third cell to the 

bottom of the unique identifier field.  Table 2 provides an example.  Alternatively it is possible to 

use formulae such as “Concatenate” in EXCEL, but these are fairly complex to use. 

 
Table 2:  Examples of unique identifiers 

Unique_ID 

KZNclinic1 

KZNclinic2 

KZNclinic3 

KZNclinic4 

KZNclinic5 

KZNhosp1 

KZNhosp2 

KZNhosp3 

KZNhosp4 

KZNhosp5 
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5.5 Attribute domains 

 

It is possible to create attribute domains in data tables to ensure data integrity and to standardise 

data entry by defining lists of valid values for text fields or ranges of valid values for numeric fields.  

This helps to eliminate typing errors, misspellings and incorrect abbreviations while capturing the 

data.  Consideration should be given to the creation of lookup lists and data validation rules which 

could be created for individual fields and records in a table in Excel, in a Microsoft Access database 

and/or in a GIS geodatabase.  When data is entered or edited the value is matched against the 

attribute domain to determine its validity. 

 

5.6 Address Formats and Standards 

 

The South African address standard, SANS 1883-3, can be accessed at 

https://store.sabs.co.za/catalogsearch/result/?q=1883.  Among other things, the standard includes 

data formats of addresses and guidelines for address allocation and updates. 

 

The standard recommends that the street address type be used in urban areas and the SA Post 

Office (SAPO) type rural address in rural areas.  The postal address called ‘SAPO-like village address’ 

is the only address available.  In many rural communities; this address type uses a 5-digit or, more 

commonly, 6-digit dwelling number that is painted on the house.  Suitable address types include: 

 

 Street Address 

 Intersection Address 

 Landmark Address 

 Building Address 

 Informal Address 

 SAPO type village address 

 

Table 3 below provides examples of address information. 

 
Table 3:  SANS 1883 Address Formats 

Address Type Example 

Street address 550 Verdi Street, Constantia Park, 0010 

Site address 25436 Soshanguve CC, Portion 938 Mooikloof 

Landmark address Parliament, Cape Town 

Building address Election House, 260 Walker Street, Sunnyside 

Intersection address Corner Kings and Richmond Roads, Mowbray 

Informal address Opposite butcher shop, Tsamaya Street, Mamelodi 

 

  

https://store.sabs.co.za/catalogsearch/result/?q=1883
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5.7 Official Naming Conventions for provinces and municipalities 

 

5.7.1 Provinces 

 

Names rather than codes should be used for provinces.  The recommended reference for the province names 

is the Province file of the Municipal Demarcation Board (http://www.demarcation.org.za).  These are listed in 

Table 4. 

 
Table 4:  Provincial Naming Convention 

Province 

Eastern Cape 

Free State 

Gauteng 

KwaZulu-Natal 

Mpumalanga 

North West 

Northern Cape 

Limpopo 

Western Cape 

 

5.7.2 District and Local Municipalities 

 

The names of District and Local Municipalities should be the official names that are published on 

the website of the Municipal Demarcation Board. 

 

5.8 Geographic coordinates for service points 

 

The geographic coordinates of service points should be provided in Degrees Latitude (a negative 

number) and Longitude (a positive number) according to the Hartebeesthoek94 datum with the 

WGS84 spheroid that is commonly used in South Africa.  It is very important that the Geographic 

Coordinate Reference System that has been used by the department to capture the coordinates 

should be clearly stated in the metadata.  Otherwise, other data users may struggle to plot the data 

correctly on a map. 

 

Latitude and Longitude must be in separate fields in the data table or it will not be possible to map 

the data in a GIS.  It is also important that Latitude and Longitude fields must be formatted in 

numeric and not in text. 

 

Coordinates for service points should be captured in a consistent manner, for instance, at the main 

front entrance of each facility.  The coordinates for a mobile service unit could possibly be the same 

as the coordinates for the office or service point from where it originates and the address could be 

the demarcated area that it covers, for instance, a ward or local municipality. 

http://www.demarcation.org.za/
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6. DATA COLLECTION 

Data collection is a continuous process to acquire, validate, maintain and store information for a 

particular use or purpose.  The data should be captured in a manner that reduces the likelihood of 

possible errors as it can save time having to clean up the data later. 

 

It is important to identify a particular post or unit on the establishment of the department that is 

accountable for the collection, maintenance and dissemination of the service point data.  The name 

and contact details of the data custodian should be published in the metadata for the data. 

 

Begin by defining the service point data requirements of the department.  It is possible that 

additional attribute information about service points may be required, for instance, information 

about existing services that are provided as well information on the capacity, availability and 

condition of existing facility infrastructure. 

 

6.1 Data collection methods 
 

There are various ways of collecting service point data, including spatial information surveys, 

mapping workshops and geo-coding.  Generally spatial information surveys provide the most 

comprehensive and accurate information but they can sometimes be time-consuming and resource-

intensive.  Mapping workshops on average provide fairly accurate information within a reasonable 

timeframe and cost. Geocoding can be used to create geographic coordinates for service points. 

 

Choose the most appropriate data collection procedures and methods and plan exactly how these 

should be implemented.  If multiple officials are involved, it is important to compile a manual to 

standardise the data collection procedures.  This means laying out step-by-step instructions so that 

everyone collects the data in a consistent manner.  This helps to ensure the reliability of the data. 

 

6.1.1 Spatial information surveys 

A spatial information survey involves teams of fieldworkers visiting every service point of the 

department to obtain the geographic coordinates and other attribute information that are required.  

An audit of the infrastructure, equipment, beneficiaries and personnel at each service point can also 

be collected during the survey. 

 

Although this survey methodology provides fairly accurate information it could be resource 

intensive, for example, survey tools such as ArcGIS 123 can be used to capture information about 

service points during Frontline Service Delivery Monitoring that is periodically done by departments. 

The steps normally followed in implementing a spatial information survey are: 

 

a) Obtain a complete list of the existing service points. 

b) Recruit and train fieldwork teams with access to GPS devices. 

c) Develop a questionnaire for the collection of information on infrastructure, equipment, 

beneficiaries and personnel at the service point. 
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d) Work with departmental staff to identify the location of service points. 

e) Undertake the spatial information survey, capturing the geographic location of service 

points and associated attributes. 

 

It is possible to determine the geographic coordinates of service points using a Global Navigation 

Satellite System (GNSS) receiver, such as a Global Positioning System (GPS).  A GNSS allows small 

electronic receivers to determine their location (longitude, latitude, and altitude/elevation) to high 

precision. 

 

In instances where a GPS device is not available a cell phone can be used. Unfortunately the accuracy 

of cell phone coordinates is not as good as those that are captured by GPS devices.  One can however 

use Google Maps afterwards to zoom in as close as possible to the site of a service point to 

determine whether the coordinates that have been captured are accurate. 

 

6.1.2 Mapping workshops 

Workshops can be organised with managers responsible for regions or districts within the 

department to define the location of its service points on maps or ortho-images.  One will need a 

comprehensive list of all the service points of the department.  These should, among other things, 

include the physical addresses and place names.  Using a combination of GIS and visualisation 

software (e.g. Google Earth) the managers can assist one to plot the existing geographic location of 

service points of the department.  One can also use this method to maintain and update the spatial 

information. 

 

The steps that are normally followed in implementing a mapping workshop are: 

 

a) Invite regional or district managers of the department to attend the mapping workshop 

with a full list of the service points for which they are responsible.  Request them to fill in 

a short questionnaire that makes provision for the attribute information for each service 

point (e.g. name, type of service point and physical address).  Then capture the 

information from questionnaires into a database or spreadsheet. 

 

b) Import available geographic orientation data into a GIS or Google Earth (e.g. 

administrative boundaries, geographic place names, other reference points).  If using 

Google Earth, be aware of the limitations in terms of accuracy and date of the satellite 

imagery. 

 

c) GIS operators should ideally facilitate the mapping workshop to locate the geographic 

location of all service points in a map or ortho-image with input from regional managers.  

This is done sequentially to identify administrative and geographic places where service 

points are located and then using the regional manager’s local knowledge of where 

service points are situated along roads and in towns.  The unique identifiers of service 

points are also captured in the GIS or Google Earth. 
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d) Import the data table on the location of service points from Google Earth into a GIS and 

link the attribute tables from the database or spreadsheet to them using the unique 

identifiers of the service points. 

 

6.1.3 Geo-coding 

a) Geocoding is the process of turning a description of a location, such as its physical 

address, into a location on a map, namely, a pair of geographic coordinates.  GIS 

geocoding software also enables users to reverse geocode, which is the process of 

converting geographic coordinates into physical addresses. This process is however 

fairly technical and requires advanced GIS skills. 

 

b) One can use geo-coding to allocate geographic coordinates to service points in a GIS 

spatial database.  It is one of the most cost-effective methods to use, but it does not 

always provide service points with the most accurate geographic co-ordinates, 

especially those in areas where address data may be lacking or inadequate. 

 

c) Begin by matching variables that are common to both the service point database and a 

spatial layer of information that includes geographic coordinates.  A variable could, for 

instance, include place names such as Pretoria, Sandton and Bela Bela. 

 

d) Where such matches are found, transfer the geographic coordinates for those points to 

the database of service points.  One will then be able to map the location of the service 

points using a GIS. 

 

e) The steps to follow in geo-coding service point addresses include the following: 

 

i. Obtain a complete list of the service points in electronic format, including: 

 The physical addresses of the service points, for example, street number, street 

name, and street type as follows: 22 Smith Road. 

 The geographic places where the service points are located, for example, suburb, 

town, village and city. 

 

ii. Acquire the spatial information that will be used to do the geo-coding, for instance: 

 National address directory or street address database which contains geographic 

coordinates. 

 Geographic places of Statistics South Africa. 

 

f) Use GIS or specialist geo-coding software to geo-code the database of service points, 

clearly indicating the level to which they have been geo-coded, for example street, 

suburb, town, village or city level.  Use Google Earth to check the geographic position of 

the service points and adjust these positions if necessary. 
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6.2 Data storage formats 

 

6.2.1 Before starting the data collection process one should decide how to organise and store the 

service point data. Where large amounts of different information about service points need 

to be collected and stored, it is better not to create a single dataset that is so large that it 

becomes difficult to manage and to use.  

 

6.2.2 It might be preferable to organise information into different categories and in separate tables 

in a spreadsheet application or in a database. Tables can then be linked or integrated as 

required, provided that they contain the same unique identifiers of all the service points. As 

an example, spatial information for service points (e.g. coordinates and addresses) can be 

stored in one table, and attributes including information about the facilities and services that 

are provided can be stored in separate tables. 

 

6.2.3 Common data storage formats include: 

 

a) Spreadsheets:  such as Microsoft Excel which provide software tools for data entry, 

storage, analysis and visualization.  Once a table has been created it is possible to use the 

software tools to search, sort, and filter records and to perform numerical calculations. 

 

b) Tables stored in a Microsoft Access database or a spatial database in a GIS which is 

designed to store, query and manipulate geographic information and spatial data.  The 

advantage of using a spatial database is that it can store and analyse large amounts of 

data and the results can be displayed on a map, in a table or in a graph. 

 

6.2.4 Spatial data should be provided in a recognised spatial data format, such as a shapefile or a 

geodatabase, an EXCEL spreadsheet on in a .csv format. 

7. METADATA 

7.1 Departments should always provide their spatial datasets together with metadata as per the 

requirements of the Spatial Data Infrastructure Act.  It is important to provide the metadata 

together with the service point dataset as correct decisions cannot be made based on data of 

which among other things, the source, date and geographic reference are not known.  

Metadata for the service point datasets of departments should as a minimum include those 

listed in the metadata template in Table 5 below. 
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Table 5:  Example of a metadata template 

1 Title The official name or title of the dataset. 

2 Attribute fields List the attribute field names that are included in the data and 

provide a simple description of each. It should also include an 

explanation of possible codes or abbreviations that are used.  An 

explanation of the various types of service points of the 

department should also be provided. 

3 Data format The format in which the data is stored (e.g. Excel spreadsheet or a 

text file). 

4 Geographic 

reference 

The spatial referencing system used to capture the coordinates, 

(e.g. Hartebeeshoek94 datum with the WGS84 spheroid). 

5 Data custodian The full name of the unit or person responsible in the department 

for the administration of the data (e.g. the publishing and 

dissemination the data). 

6 Contact details The contact details of the data custodian in the department, 

including the telephone number and an email address. 

7 Date The date on which the dataset was officially published or last 

updated by the department. 

8 Restrictions on 

the use of the 

data 

Possible legal restrictions and/or limitations on the use and 

dissemination of the dataset, e.g. copyright. 

 

7.2 Each department should register its spatial dataset with SASDI by recording the metadata on 

the Spatial Metadata Discovery facility on the SASDI website at http://www.sasdi.gov.za.  The 

SASDI website provides a guideline providing Standard Operating Procedures to assist users 

to contribute their metadata.  Once registered, metadata can easily be added manually, using 

a guided, wizard-style process.  Data can be deposited in the portal system if it meets simple 

criteria for size and format. 

 

7.3 Metadata can be provided in various ways.  Excel or .csv format files could be provided 

together with a simple text file or it can be included at the bottom of the worksheet.  

Metadata for GIS datasets should preferably be collected according to SANS 1878 standard 

and it should be saved as an XML file that accompanies the data file. 

8. DATA QUALITY CONTROL 

Data quality control occurs during and after data collection.  It focuses on identifying and correcting 

any errors and / or discrepancies that might possibly be present in the data.  The quality control 

exercise could, among other things, include aspects such as the completeness, validity, logical and 

physical consistency, referential integrity and positional (spatial) accuracy of the data. 

 

http://www.sasdi.gov.za/
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Departments should set standards with regard to the completeness, validity, logical consistency, 

referential integrity and positional accuracy of their spatial information.  The South African Bureau 

of Standards and the ISO 19114 data standards provide information on spatial data quality control 

and evaluation procedures. 

 

8.1 Completeness of the data 

The completeness of a dataset means that there are no blank fields in the data and that all the 

spatial features and their associated attributes are included.  To check the completeness of the data 

one can do the following in a GIS system or spreadsheet application: 

 

a) Determine whether all the required attribute fields have been included in the dataset.  

Minimum attributes that should be included are listed in section 5 of this document.  

 

b) Identify service points that might possibly have been omitted in the dataset.  Begin by 

counting the number of records to see how many might be missing.  Then sort and filter 

the data, e.g. by local municipality and compare the data with other facility information 

that might be available. 

 

c) Identify blank values in the dataset, for instance, by using the Filter function in Excel to 

look for missing values in each field. 

 

The Microsoft Spreadsheet Compare tool can be used to create a color-coded chart showing how 

two similar spreadsheets compare and what is missing or changed from one to the other.  Find this 

tool by typing Spreadsheet Compare in the Search box in the Windows Start Menu, then click its 

icon to launch the programme. 

 

8.2 Validity of the data 

Determine whether the attributes of service points in the databases are accurate so that errors can 

be corrected.  This can be done by checking whether: 

 

a) The attributes are of the right type (i.e. text/string, categorical or numeric).  For example, 

the unique identifier should be a text variable (e.g. an alphanumeric code) while the 

capacity of the service point (e.g. number of beds in a clinic) should be a numeric variable. 

 

b) The spatial features have been classified correctly, for example, the type of service point 

(e.g. a primary or secondary school) and whether they have the right range of values (e.g. 

maximum and minimum capacity for certain types of schools). 

 

c) Duplicate spatial features exist.  

 

The easiest way to check the validity of attributes associated with service points is to view the table 

in Microsoft Excel or in a desktop GIS to see if the variables are correctly defined.  The classification 

of spatial features and the duplication of information can be checked by using the Filter option in 

Microsoft Excel. 
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8.3 Logical and physical consistency  

Logical and physical consistency looks at whether spatial features are consistent when it comes to 

their spatial relationship with other features and their geographic location.  One needs to check the 

location of spatial features and their related attributes to see whether they consistently and logically 

make sense.  This can be done by: 

 

a) Producing thematic maps using variables associated with spatial features, including the 

categorical and numeric fields. 

 

b) Queries of the spatial and attribute data can also be done to see if the variable values 

associated with spatial features are correct. 

 

8.4 Referential integrity 

Check how well attribute tables are able to link to spatial features.  By joining tables in a relational 

database, such as a GIS database or Microsoft Access, one can easily determine the extent to which 

attribute tables are able to link to tables containing spatial data about service points.  The attribute 

tables and spatial data tables must however both contain the same Unique Identifiers. 

 

8.5 Positional or spatial accuracy 

Check how well spatial features are located geographically.  By overlaying the service point data and 

various secondary layers of information (e.g. administrative boundaries, roads and rivers) the 

accuracy of their geographic coordinates can be determined.  A random sample of about 10% of the 

service points can be extracted and overlaid on a base map or ortho-image to check the positional 

accuracy.  Corrections can all be done using GIS software. 

9. DATA DISSEMINATION AND PUBLICATION  

9.1 Departments must ensure that their service point datasets are listed in their Information 

Manuals as per the prescripts in the Promotion of Access to Information Act.  Furthermore 

datasets should always be provided together with their metadata, in accordance with the 

requirements of the Spatial Data Infrastructure Act.  The metadata should preferably also be 

traceable on the Spatial Metadata Discovery Facility which is accessible on the SASDI website. 

 

9.2 Service point data should always be provided in machine-readable formats such as Excel or 

.csv file or in GIS format.  Data should not be provided in PDF format.  Data custodial 

departments should publish the data on their websites, alternatively they should provide links 

on their websites to their most recent datasets to make it possible for other departments and 

data users to request the data.  The national Department of Education is a good example.  The 

schools master data list can be accessed at 

https://www.education.gov.za/Programmes/EMIS/EMISDownloads.aspx.  

 

https://www.education.gov.za/Programmes/EMIS/EMISDownloads.aspx
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9.3 Another example is the South African Police Service (SAPS).  Police station data can be 

requested from SAPS via their website at “Request for SAPS Station Boundaries and Points” 

(https://www.saps.gov.za/services/boundary.php).  The data is then sent to the user by email 

in .csv file format or in a GIS data format. 

 
Figure 2:  Formal request for service point data on SAPS website (June 2021) 

 

 

9.4 If necessary, departments can establish a protocol or data user’s agreement, which can be 

jointly signed by the data custodial department and the department or institution that 

requests the data for a particular purpose. The protocol should specify possible terms and 

conditions, including restrictions, under which the datasets may be used. 

10. ESTABLISHMENT OF INTERACTIVE SERVICE POINT LOCATORS 

10.1 Departments are encouraged to establish interactive service point locators on their websites 

to assist the public in obtaining information about services and service points of their choice.  

Among other things, locators should provide the contact details, physical addresses, 

geographic coordinates and maps.  They should also list the services that are provided at a 

service point.  The link to a locator should be easy to find on the website of a department. 

 

10.2 Service point locators are able to operate in conjunction with well-known external mapping 

services such as Google Maps, Apple Maps and Bing Maps.  These make it possible to view 

the location of a service point on a geographic or satellite map.  The map display can also 

allow users to move around and zoom in and out the map and to see streets and other 

landmarks in the vicinity.  Mapping services also make it possible to obtain driving directions 

https://www.saps.gov.za/services/boundary.php
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to a selected facility and these can be sent, together with geographic coordinates, to the email 

address or cell phone number of the user.  

 

10.3 An example of a locator is the Health Facility Locator that can be accessed via a link (Figure 3) 

on the website of the Western Cape Department of Health at 

https://www.westerncape.gov.za/dept/health. 

 
Figure 3:  Health facility locator on the website of the Western Cape Provincial Government (June 2021) 

 

 

10.4 Additional information on the establishment of service point locators is provided in the DPSA 

Guideline on the Establishment of Service Point Locators on the Websites of Departments.  

11. IMPLEMENTATION OF THE GUIDELINE 

11.1 This Guideline will be distributed to all national and provincial government departments. It 

will also be published on the DPSA website. 

 

11.2 The DPSA will annually request selected departments to provide it with their service point 

datasets together with their metadata, with a view to determining adherence to the 

requirements that are set out in the Guideline and other relevant policy frameworks.  Data 

will be requested from departments in Microsoft Excel or .csv format using the template 

provided in the Annexure to the Guideline. 

 

11.3 Departments should take the following into account: 

 

a) An official nomenclature should be developed for the various types of service points of 

the department. 

 

b) A specific post or unit on the establishment of the department should be designated as 

the data custodian for all its service point data.  The data custodian should ensure that 

the required data is sourced, updated and maintained in the required format, as set out 

in this Guideline. 

 

c) Service point information of departments must be published in their Service Charters, as 

prescribed in the Public Service Regulations. 

 

https://www.westerncape.gov.za/dept/health
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d) Service point data should also be made readily available to other government 

departments and institutions across the three spheres to facilitate greater alignment and 

synergy in infrastructure planning, as envisaged in the spatial development frameworks 

of Government. 

 

e) Departments must ensure that their service point datasets are listed in their Information 

Manuals as the prescripts in the Promotion of Access to Information Act. 

 

f) Service point datasets must always be provided together with their metadata, as 

prescribed in the Spatial Data Infrastructure Act. 

 

11.4 The Department of Public Service and Administration acknowledges the valuable comments 

and suggestions received from departments in respect of the 2021 draft version of the 

Guideline. 

 

11.5 The document will be reviewed and updated over time, taking into account evolving policy 

and planning frameworks of Government, the emergence of new technologies and feedback 

received from departments as they implement the Guideline. 
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ANNEXURE A:  SERVICE POINT DATA TEMPLATE 

 

 

 


