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Introduction 
The Government of the Northwest Territories (GNWT) is committed to promoting an open and 
transparent government. This commitment is being enacted through establishing an Open 
Government program, under the Open	Government	Policy. One of the pillars of Open Government 
program is Open Data, which seeks to release government-held datasets to the public in order to: 

 Increase the transparency and accountability of the Government of the Northwest 
Territories 

 Help identify opportunities to improve programs and services 

 Encourage innovation in the private and research sectors 

This guide is intended to provide tools and guidance to GNWT departments and agencies on how to 
implement an open data program in their organization. 

Scope   
This guide was developed under the GNWT Open	Government	Policy, which applies to “all 
departments, agencies and employees of the Government of the Northwest Territories”. 

Relevant Policies and Legislation 
The following policies are relevant to open data implementation: 

 Open Government Policy 

 Open Data Directive 

 IMT Governance Policy 

Terms and Definitions 
Open Data 
Government-held data, including but not limited to data sets, facts, figures, or statistics, which is 
released proactively and made available to the public through a variety of means and in formats 
that are accessible and user-friendly, with minimal or no restrictions on use or reuse, excluding that 
which is considered sensitive or subject to privacy, security or legal restrictions.  The data should 
be structured (i.e. in tabular format with defined headers) and machine-readable. 

Open Information 
Government-held information, including but not limited to information regarding government 
programs, activities, publications and spending, which is released proactively and made available to 
the public through a variety of means and in formats that are accessible and user-friendly, with 
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minimal or no restrictions on use or reuse, excluding that which is considered sensitive or subject 
to privacy, security or legal restrictions. 

Open Data Portal 
An online, searchable catalogue of all GNWT open data resources. 

Departmental Open Data Inventory  
An inventory of all potential or published open datasets that are owned or managed by a 
department or agency. The inventory will be updated by departments/agencies as a record of what 
has been published, what may be published and what cannot be published, and why. Departments 
will provide their Departmental Open Data Inventory to the Office of the Chief Information Officer 
upon request in order to update the GNWT Open Data Inventory. 

GNWT Open Data Inventory  
An inventory of all potential or published open datasets that are owned or managed by the GNWT. 
The inventory will be comprised of the Departmental Open Data Inventories and will be maintained 
by the Office of the Chief Information Officer.  The inventory contains potentially sensitive 
information and is not intended for sharing with the public. 

Open Data Coordinators Committee 
The team responsible for maintaining the guidelines, directives, and standards for Open Data. Led 
by the Office of the Chief Information Officer, the team includes representatives from all 
departments and the NWT Housing Corporation.  

Data submission package  
When submitting a new dataset for publication, there are several items described in this guide that 
should be included: 

 The data file or a link to the existing data file to be published 

 A completed Open Data Metadata Form 

 A data dictionary file explaining the columns in the dataset, if available 

Metadata 
Data that describes the open data. For example, datasets that are published to the Open Data Portal 
will have metadata stating who is publishing the data, what tags are applicable, the date it was 
published, etc. 

Machine Readable 
Data that is machine-readable is in a structured format that can be processed by a computer 
without human intervention.  Traditional word processing documents and portable document 
format (PDF) files are easily read by humans but typically are difficult for machines to interpret. 
Other formats such as extensible markup language (XML), (JSON), or spreadsheets with header 
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columns that can be exported as comma separated values (CSV) are machine readable formats. 
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Publishing Processes 

 

Overview	of	open	data	publishing	process	

 

These guidelines are to assist GNWT departments and agencies with publishing open data to the 
Open Data Portal.  

If	the	data	was	published	on	a	GNWT	website	before	the	launch	of	the	Open	Data	Portal,	departments	
and	agencies	only	need	to	complete	the	“Prepare	the	data”	and	“Submit	data	for	publishing”	steps.	

Open data should be published under the GNWT Open Government Licence whenever possible.  

If the dataset cannot be published under the terms defined in the Open Government Licence (see 
Appendix A), then users should work with their departmental Open Data Coordinator and the Legal 
Division of the Department of Justice to determine if there is another licence that would be 
appropriate, or if a new licence needs to be created. 

 

	

Detailed	view	of	publishing	process	with	roles	
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1. Identify potential open data  
Description 
The first step in releasing open data is determining what can be open data. The Open	Government	
Policy defines Open Data as: 

Government-held data, including but not limited to data sets, facts, figures, or statistics, 
which is released proactively and made available to the public through a variety of means 
and in formats that are accessible and user-friendly, with minimal or no restrictions on use 
or reuse, excluding that which is considered sensitive or subject to privacy, security or legal 
restrictions. 

The Open Government Licence (see Appendix A) states that open data does not include: 

 Personal Information 

 Information or Records not accessible under the Access to Information and Protection of 
Privacy (ATIPP) Act of the Northwest Territories 

 Data that has third party rights the Information Provider is not authorized to license 

 The names, crests, logos, or other official symbols of the Information Provider 

 Information subject to other intellectual property rights, including patents, trademarks and 
official marks 

When looking at what should be included in open data, we should consider: 

 Data that would benefit the private or research sectors 

 Data that has significant public interest 

 Data that is mandated to be released by legislation or strategy 

 Data about program/service utilization & performance 

 Data that increases government transparency and accountability, such as financial 
expenditures 

 Data that would be useful for other areas of the government  

 Data that belongs in one of the established open data categories (see Appendix B), or 
departments are mandated to release in the Proactive Disclosure directive 

Steps 
1. Identify potential open data according to the above criteria.  This is often achieved by 

reaching out to departmental directors.  
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2. Once potential open data is identified it should be catalogued in the Open Data Inventory on 
the Teams channel. 

Tools 

 Open Data Inventory 

 Open Government Policy 

 Open Data Directive 

 Open Government Licence 

 Open Government Categories 

Responsibilities 
The responsibilities related to identifying open data are as follows: 

Deputy	Head	
Accountable for ensuring open data is identified in their department or agency. 

Departmental	Senior	Management	
Responsible for ensuring staff are aware of the government’s open data program and 
commitments and recommending or directing which datasets should be identified. 

Departmental	Open	Data	Coordinator	
Responsible for assisting staff with identifying open data, in accordance with the Open 
Government Policy, the Open Data Directive and these guidelines. 

Responsible for ensuring identified potential open data is catalogued in the Open Data 
Inventory. 

Responsible for communicating about potential open datasets with the GNWT open data 
community. 

Responsible for discussing with the owners of the open data program potential 
improvements to the inventory. 

Departmental	Program	Director	
Responsible for being aware of the government’s open data program and identifying data in 
their work that could be open data to the Departmental Open Data Coordinator. 
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2. Prioritize the data 
Description 
Every department and agency in the GNWT has a great deal of data that could be made open. To 
manage the work related to open data we should prioritize potential open data and focus on 
publishing the highest value, most accessible datasets.   

Value	of	the	data	
The open data team recommends the following questions be asked when determining the 
value of the data: 

 Is there significant interest in the data? 

 Would the data be useful to other GNWT departments or agencies? 

 Is the release of the data mandated in legislation, policy, or strategy? 

 Is the data concerning program or service delivery, and could it be used to promote 
better outcomes? 

 Could the data be useful to the private or research sectors? 

 Does the data increase government transparency, accountability, and the flow of 
information to the public? 

Accessibility	of	the	data	
When estimating the effort involved in publishing the data, the open data team 
recommends the following questions be asked: 

 Is the data already accessible and available, or would there be work involved in 
creating it and/or overcoming privacy, security, and legal restrictions? 

 Is the data of high quality?  “High quality” means the data has the following 
attributes: 

o Currency	– The data is recent and applicable to the present	

o Accuracy	– The data accurately represents the thing it is representing	

o Completeness	- The data doesn’t have significant missing portions that 
would impact is usefulness	

o Consistency	– The data is consistent throughout (i.e., the values in the 
columns are in the same format and rows are easily comparable)	

o Usefulness	– It is straightforward for subject matter experts to articulate 
how this data can be used by external groups	
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If the data is not of high quality, there may be extra effort involved in raising the 
quality of the data before the department or agency is comfortable with releasing it. 

 Would business processes need to be refined or re-designed to enable releasing this 
data? (i.e., there is not currently a process to collect and manage this data internally) 

 Do third parties (research partners, Federal counterparts, Indigenous governments, 
etc) need to be engaged before releasing this information? 

 What is the workload involved in the ongoing management of this data to ensure it 
is of the highest quality possible? 

These questions have been embedded in the Open Data Prioritization Tool.  

Steps 
1. Enter your datasets into the Open Data Prioritization Tool, answer the questions, and you 

will be given a score for the datasets.  

2. Focus on your highest scoring datasets for release. The number of datasets you release 
depends on the resources your department or agency can dedicate to open data work. 

Tools 

 Open Data Prioritization Tool 

Responsibilities 
The responsibilities related to prioritizing open data are as follows: 

Deputy	Head	
Accountable for ensuring open data is properly prioritized in their department or agency. 

Departmental	Senior	Management	
Responsible for informing staff about legislative and strategic considerations that could 
inform the prioritization, deciding which datasets should be prioritized for publication and 
deciding which datasets move forward to assessment and preparation for posting to the 
Open Data Portal. 

Departmental	Open	Data	Coordinator	
Responsible for prioritizing the data. 

Responsible for ensuring consistency with how different datasets are prioritized. 

Responsible for discussing with the owners of the open data program potential 
improvements to prioritization. 

Departmental	Program	Directors	
Responsible for providing information about the data to assist in prioritization. 
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3. Assess the data 
Description 
Not all data can be open, and we have a duty to ensure that the data we are releasing does not 
compromise: 

 An individual’s privacy  

 Any laws, contracts or policies regarding releasing the data 

 Data sharing agreements the GNWT has entered into with a 
3rd party 

 The security of the GNWT 

To ensure these considerations are made, the open data team has built an assessment checklist to 
be completed by departmental staff and signed off by the appropriate departmental authority. We 
have also adopted the Information Security Classification Standard, to assist with assessing the 
security of the dataset (Appendix C).  Data being released should be classified as “public”, per the 
Standard. 

NOTE: Some departments and agencies may already have their own assessment process.  They can 
continue to use it, but it must cover the open data criteria above. 

Steps  
1. Complete an assessment checklist for each dataset. If the answer to any question is “No”, 

work with the departmental staff to ensure you should release the dataset. 

NOTE:	If the answer to any question is no, the data can likely not be published under the 
GNWT Open Government Licence. Another licence will have to be specified for the data. 
Talk with your Open Data Coordinator to determine what licence is appropriate. 

Tools 

 GNWT Open Data Assessment Checklist 

 Information Security Classification Standard 

Responsibilities 
The responsibilities related to assessing open data are as follows: 

Deputy	Head	
Accountable for ensuring their organization’s open data is properly assessed for legal, 
security and privacy. 

Departmental	Open	Data	Coordinator	

Data that is classified as 
“public” is not necessarily 
“open”.  For example, data 
containing individual names, 
like a corporate registry, may 
be “public” but may not be 
“open”. 
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Responsible for assisting staff with assessing open data and the use of the GNWT Open Data 
Assessment checklist.  

Responsible for consulting with the GNWT Access and Privacy Office (JUS) if clarity is 
required around privacy concerns, with the Information Security team (FIN) if clarity is 
required around security concerns, and with the Legal Division (JUS) if clarity is required 
around legal concerns. 

Responsible for discussing with the owners of the open data program potential 
improvements to assessment. 

Departmental	Program	Directors	
Responsible for assessing the data. 

4. Prepare the data 
Description 
Once the data has been identified, prioritized, and assessed it needs to be prepared to be published. 
This means completing the metadata required for inclusion in the Open Data Portal and formatting 
the file to be accessible and machine‐readable.   

If the data is going to be linked from else where and not hosted in the Open Data Portal, the format 
does not need to be changed, but the metadata still needs to be prepared. 

Metadata	
You will need to populate the metadata for the data. The metadata describes the data and 
allows it to be catalogued and searched for in the Open Data Portal.  

The metadata includes things like: 

 A description of the contents of the data 
 The date the data was published 
 Who is responsible for the data 
 Tags related to the content of the data 

Format	
You may also need to reformat your data so that it is accessible and machine-readable. 

Accessible 

To make data accessible, it should be release in an “open format”.  Open formats are data 
formats that are in the public domain, so anyone can make use of them and there are free 
tools available to view and modify their contents. Open formats include: 

 Comma Separated Values (CSV) 
 Plain Text (TXT) 
 Office Open XML formats (OOXML) 
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o Office Open XML Workbook (XLSX) 
 Javascript Object Notation (JSON) 
 Extensible Markup Language (XML) 
 Open Document Format (ODF) 
 Rich Site Summary (RSS) 
 Keyhole Markup Language (KML) 
 Shapefile (SHP) 
 Geography Markup Language (GML) 
 XYZ format (XYZ) 

If you are not able to save your data in any of these formats it can still be published to the 
Open Data Portal, but the above formats are preferred. 

Machine‐Readable 

Making data “machine readable” means structuring the data so that it can be easily 
analyzed, transformed, or imported by a computer program or a database.  This makes it 
easier for users of the data to get more value from it.  We tend to create spreadsheets that 
are “human readable”, but these are typically not machine-readable. 

To make data machine readable: 

1. Don’t	store	information	in	formatting 

Computer analysis programs will ignore any formatting, like bolding or colour 
coding, so if you are recording details of your data using formatting that should be 
removed and included in a new column. 

For example: 

 

 

 

2. Avoid	long,	explanatory	headers	in	data	files	

This is not 
machine 
readable 

But this is!  
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The computer program someone is using to load the data is looking for rows (which 
represent different records) and columns (which represent fields describing the 
records) of data. 

For example: 

 

The loading program is looking for the “Project Code” field and will be confused by 
all of the descriptive information above row 6.  Instead, this information should be 
included in the metadata, as described in Appendix D. 

In the same vein, the data should not have any merged fields.  Every row (record) 
should have the same number of columns (fields). 

3. Make	your	data	consistent	

The database someone is trying to load into has defined “field data types”, meaning 
all the data loaded into that field must be the same type.  Date fields should only list 
dates, number fields should only have numbers, and so on. 

For example: 

	
	

The “Unknown” value in the End Date field is not a date, so it will cause an error 
when loading. (You should also be aware that the GNWT has a standard format for 
dates, and it is YYYY-MM-DD, as used in the example above) 

4. Every	row	should	include	any	mandatory	fields	

All of this 
should be 
removed and 
recorded in 
metadata 
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This may seem self-evident, but sometimes when we create spreadsheets we don’t 
follow this rule. 

For example: 

 

Rows 9 and 10 do not contain the project code, priority, title or end date.  As a 
person reading this, we would understand that Meghan and Grant are assigned to 
project PR346, but a computer won’t understand that.  Instead, the data should look 
like this: 

 

This is not an exhaustive guide to making data machine-readable but covers the most 
common issues.  If you have further questions or concerns about making data machine-
readable, please check out the Open Datasets 101 training video from the Government of 
Canada’s Open Government group, or reach out to the IS Shared Services desk 
(IS_Servicedesk@gov.nt.ca) and they can direct you to our GNWT data experts. 

Steps 
1. Export your file in one of the above formats, if possible.  If the data is already published this 

step can be skipped. 

2. Review and modify your data to make it machine-readable.   

NOTE: The Open Data Coordinator is not the data owner, so should not be modifying the 
data themselves.  This is the responsibility of the data owner/program director.   

3. See the Teams channel for the Open Data Metadata Form that needs to be completed and 
included in the data submission package. 

4. If you have a data dictionary explaining the fields in your data file, please include that as 
well. 

Tools 

 Open Data Metadata Form 

Blank fields 
can cause 
problems 
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Responsibilities 
The responsibilities related to preparing open data are as follows: 

Deputy	Head	
Accountable for ensuring staff properly complete the metadata.  

Departmental	Open	Data	Coordinator	
Responsible for assisting staff with filling in the metadata form and formatting data so that 
it is machine-readable. 

Responsible for discussing with the owners of the open data potential improvements to the 
metadata. 

Departmental	Program	Directors	
Responsible for exporting the data.  Responsible for completing the metadata form, in 
consultation with departmental communications staff.  Responsible for modifying the data, 
if required, to be machine-readable. 

5. Approve the data 
Description 
The deputy head is accountable for making sure the data their department or agency is publishing 
does not pose any privacy, security, or legal risk. A departmental senior manager should review and 
approve the data submission package once it is complete. The approval should be indicated on the 
bottom of the assessment checklist. 

If the data contains sensitive information or compromises the security of the GNWT, the signing 
authority will be held accountable. It is up to departments to determine where this authority should 
sit, however it is recommended that it sit with a senior manager who understands the data. 

Steps 
1. A person who has been delegated the authority for approving new datasets reviews the 

Assessment Checklist and signs the bottom 

Tools 

 Assessment checklist 

Responsibilities 
Deputy	Head	
Accountable for delegating publishing approval authority to the appropriate senior 
managers. 

OR 
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Approving that the data has been properly prioritized and assessed, and there are no issues 
with publishing the data to the Open Data Portal.  

Departmental	Senior	Management	
Responsible for approving that the data has been properly prioritized and assessed, and 
there are no issues with publishing the data to the Open Data Portal. 

Departmental	Open	Data	Coordinator	
Responsible for assisting staff and management with shepherding the data through the 
appropriate approval(s). 

Responsible for discussing with the owners of the open data program potential 
improvements to the approval process. 

Responsible for identifying potential high-profile datasets to departmental communications. 

Departmental	Communications		
Preparing communications plans for high profile datasets. 

Departmental	Program	Directors	
Responsible for completing the data submission package for review and obtaining approval 
from appropriate authority by having them sign the Assessment Checklist. 

6. Submit the data for publishing 
Description 
The data should now be ready to be published. 
Until the open data program is well established, 
we are asking that staff submit their completed 
data submission packages to the Chair of the Open 
Data Coordinators Committee. 

The following items should be completed and 
included in the data submission package: 

1. The dataset, in an acceptable format, with any accompanying data dictionary 
OR 
The link to the dataset in the Open Data Metadata form 

2. The completed Open Data Metadata Form describing the data 

Steps 
1. Complete the Data Submission Checklist and create the data submission package that 

includes: 

a. The dataset and any accompanying data dictionary 
OR 

The Open Government Steering 
Committee has approved departments 
publishing their own data directly to 
the Open Data Portal.  We will update 
this section once training has been 
provided to staff. 
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The link to the dataset in the Open Data Metadata form 
 

b. The completed Open Data Metadata Form 

2. Send the complete data submission package to the Chair of the Open Data Coordinators 
Committee, clearly indicating this is data to be published in the Open Data Poral.  If the 
package is too large to be sent via e-mail, use the GNWT Secure File Transfer tool. 

Tools 

 Open Data Metadata Form 

Responsibilities 
Deputy	Head	
Accountable for ensuring open data from their department or agency is published in the 
Open Data Portal. 

Departmental	Senior	Management	
Responsible for ensuring staff send the data for publishing. 

Departmental	Open	Data	Coordinator	
Responsible for sending the data submission package to the Chair of the Open Data 
Coordinators Committee. 

Responsible for discussing with the owners of the open data program potential 
improvements to the publishing process. 

Departmental	Program	Directors	
Responsible for sending the completed package to their Departmental Open Data 
Coordinator. 

Chair	of	the	Open	Data	Coordinators	Committee		
Work with department or agency staff to publish dataset.  
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Management Processes 
Once your data has been published to the Open Data Portal, there may still be ongoing data 
management activities required. 

Updating Data 
Description 
As your department collects more data related to a published dataset, you may want to update that 
dataset with new information. The recommended practice is to update already published datasets, 
rather than publishing new datasets.  

Publishing a new entry in the Open Data Portal may be advisable when the updated dataset cannot 
be easily merged with previous datasets.  Such as when: 

 The data fields captured have changed  

 The format of the data fields have changed significantly 

 The content of the data has changed significantly enough to require re-categorization 

You may also need to correct data that has already been published. 

Steps 
Adding	more	data	to	a	dataset	
If you are adding additional data to an already published dataset, the dataset should be 
again assessed to ensure the new data does not violate any privacy, security, or legal 
guidelines. 

1. Re-assess new data for privacy, security, and 
legal concerns. 

2. Update the metadata. 

3. Submit the data and any required 
accompanying documentation to the Chair of 
the Open Data Coordinators Committee, clearly 
indicating what dataset you want to update.  

Correcting	data	in	a	dataset	
If the data has already been published, but there is a correction to some of the data fields, 
you only need to send the updated dataset to the Chair of the Open Data Coordinators 
Committee. 

1. Submit the data to the Chair of the Open Data Coordinators Committee, clearly 
indicating what dataset you want to correct.  

The Open Government Steering 
Committee has approved 
departments to publish their own 
data directly to the Open Data 
Portal.  We will update this section 
once training has been provided to 
staff. 
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Tools 

 Assessment Checklist 

 Open Data Metadata Form 

Responsibilities 
Deputy	Head	
Accountable for ensuring open data from their department or agency is kept accurate and 
up to date. 

Departmental	Open	Data	Coordinator	
Responsible for assisting staff with re-assessing new data and updating the metadata as 
required. 

Responsible for sending the data submission package to the Chair of the Open Data 
Coordinators Committee. 

Responsible for discussing with the owners of the open data program potential 
improvements to the update process. 

Departmental	Program	Directors	
Responsible for updating dataset, re-assessing data for any concerns, and updating 
metadata. 

Responsible for sending the completed package to their Departmental Open Data 
Coordinator. 

Chair	of	Open	Data	Coordinators	Committee	
Work with department or agency staff to publish dataset. 

Removing Data 
Description 
Removing data from an Open Data Portal is generally considered bad practice. The public often 
wants to see historical data to establish trends to help them anticipate the future. However, if for 
some reason you do need to remove the data, you will need approval to do so. 

Potential reasons for removing data include but are not limited to: 

 Retention schedules 

 Error in the data 

 Published without appropriate approvals 

 Previously unidentified privacy, security, or legal concerns 
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Steps 
1. Contact your Open Data Coordinator to determine what level of approval is required to 

remove a dataset or link to an external data source. 

2. Obtain written approval from your deputy head or approved delegate for removing the 
dataset 

3. Forward the written approval to the Chair of the Open Data Coordinators Committee  

Tools 

 None  

Responsibilities 
Deputy	Head	
Accountable for ensuring open data from their department or agency is only removed when 
necessary. 

Departmental	Open	Data	Coordinator	
Responsible for assisting staff with removing datasets from the portal. 

Responsible for being aware of their departmental data removal policies. 

Responsible for submitting the removal request to the Chair of the Open Data Coordinators 
Committee. 

Departmental	Program	Directors	
Responsible for identifying data that should be removed. 

Chair	of	the	Open	Data	Coordinators	Committee	
Work with department or agency staff to remove the dataset. 

Requesting additional tags 
Description 
As more resources are added to the Open Data Portal we will find that we need additional tags be 
added to the master list to better categorize our resources and make them easier to find. 

Steps 
1. Identify the need for an additional tag 

2. Contact Corporate Communications at CreativeServices@gov.nt.ca with: 

a. The tag(s) you want added 

b. The meaning and justification for the tag 
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3. Corporate Communications will review your request and determine whether the tag is a 
good addition based on (but not limited to) the following criteria: 

a. If there is an existing tag with the same meaning 

b. The tag is consistent with existing tag categorizations 

c. If the tag will assist portal users with finding resources 

4. If the tag is deemed to be a good addition then Corporate Comms will ask the Portal 
Administrator to add the tag to the drop down list. 

5. Corporate Communications will inform you if the tag was accepted or not. 

Tools 

 None  

Responsibilities 
GNWT	Staff	
Responsible for recommending the addition of new tags. 

Corporate	Communications	
Responsible for curating the list of tags and ensuring that they are clear and useful to the 
end users of the portal. 

Chair	of	the	Open	Data	Coordinators	Committee	
Responsible for updating the tags at the direction of Corporate Communications. 

Requesting a new topic category 
Description 
The list of topics available in the Open Data Portal are based on the GNWT Service Categories, used 
on our flagship site (www.gov.nt.ca) to assist users in finding services and programs the 
government offers. 

As such, the list of topic categories requires greater consideration than a tag and needs to work 
with the greater organization of GNWT websites.   

Steps 
1. Identify the need for an additional topic 

2. Contact Corporate Communications at CreativeServices@gov.nt.ca with: 

a. The topic(s) you want added 

b. The meaning and justification for the topic 
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c. Examples of the topic being used in other media to describe similar data 

3. Corporate Communications will review your request and determine whether the topic is a 
good fit with our other GNWT web properties based on if the new topic is: 

a. Distinct from existing topic categories 

b. Used in other media (research papers, websites, etc.) to describe the data 

c. Clear and unambiguous 

d. Using unbiased terminology 

e. Consistent with patterns and precedents within existing topics  

4. If the topic is a good fit, Corporate Communications will update their master list and submit 
the new topic to the Portal Administrator 

5. Corporate Communications will communicate the new topic category to the GNWT and 
when it is appropriate to use.  They will also advise that existing categorizations may need 
to be revisited to see if the resources would be better categorized with the new topic. 

Tools 

 None  

Responsibilities 
GNWT	Staff	
Responsible for recommending the addition of new topics. 

Corporate	Communications	
Responsible for reviewing recommendations for new topics, approving recommendations 
and communicating changes about topics to the greater GNWT. 

Chair	of	the	Open	Data	Coordinators	Committee	
Responsible for updating the topics at the direction of Corporate Communications. 
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Appendix A – NWT Open Government Licence 

You are encouraged to use the Information that is available under this licence with only 
a few conditions. 

Using Information under this licence 

 Use of any Information indicates your acceptance of the terms below. 
 The Information Provider grants you a worldwide, royalty-free, perpetual, non-

exclusive licence to use the Information, including for commercial purposes, 
subject to the terms below. 

You are free to: 

 Copy, modify, publish, translate, adapt, distribute or otherwise use the 
Information in any medium, mode or format for any lawful purpose. 

You must, where you do any of the above: 

 Acknowledge the source of the Information by including any attribution 
statement specified by the Information Provider(s) and, where possible, provide 
a link to this licence. 

 If the Information Provider does not provide a specific attribution statement, or 
if you are using Information from several information providers and multiple 
attributions are not practical for your product or application, you must use the 
following attribution statement: 

Contains information licensed under the Open Government Licence – 
Northwest Territories. 

The terms of this licence are important, and if you fail to comply with any of them, the 
rights granted to you under this licence, or any similar licence granted by the 
Information Provider, will end automatically. 

Exemptions 

This licence does not grant you any right to use: 

 Personal Information; 
 Information or Records not accessible under the Access to Information and 

Protection of Privacy Act (Northwest Territories); 
 third party rights the Information Provider is not authorized to license; 
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 the names, crests, logos, or other official symbols of the Information Provider; 
and 

 Information subject to other intellectual property rights, including patents, trade-
marks and official marks. 

Non‐endorsement 

This licence does not grant you any right to use the Information in a way that suggests 
any official status or that the Information Provider endorses you or your use of the 
Information. 

No Warranty 

The Information is licensed “as is”, and the Information Provider excludes all 
representations, warranties, obligations, and liabilities, whether express or implied, to 
the maximum extent permitted by law. 

The Information Provider is not liable for any errors or omissions in the Information, 
and will not under any circumstances be liable for any direct, indirect, special, 
incidental, consequential, or other loss, injury or damage caused by its use or otherwise 
arising in connection with this licence or the Information, even if specifically advised 
of the possibility of such loss, injury or damage. 

Governing Law 

This licence is governed by the laws of the Northwest Territories and the applicable 
laws of Canada. 

Legal proceedings related to this licence may only be brought in the courts of the 
Northwest Territories or the Federal Court of Canada. 

Definitions 

In this licence, the terms below have the following meanings: 

"Information" means information resources protected by copyright or other information 
that is offered for use under the terms of this licence; 
 
"Information Provider" means the Government of the Northwest Territories;. 
 
“Personal Information” means “personal information” as defined in section 2 of the 
Access to Information and Protection of Privacy Act (Northwest Territories) S.N.W.T. 
1994, c.20, as amended; 
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"You" means the natural or legal person, or body of persons corporate or incorporate, 
acquiring rights under this licence. 

Versioning 
This is version 1.0 of the Open Government Licence – Northwest Territories. The Information 
Provider may make changes to the terms of this licence from time to time and issue a new 
version of the licence. Your use of the Information will be governed by the terms of the licence 
in force as of the date you accessed the information. 
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Appendix B – Recommended Open Data 
Categories 
These categories are recommended areas departments and agencies consider when determining 
what data should be made available in the Open Data Portal. 

The categories are based on areas of interest identified in the GNWT’s “What we Heard Report” on 
Open Government, and areas the Treasury Board of Canada Secretariat has recommended all 
jurisdictions consider when looking at what data to release. 

 

Recommended 
Category 

Description 

Public	Interest	 Datasets that are of particular interest to the public, but don't fit in other 
categories (i.e., Most Popular Baby Names) 

ATIPP	Requests	 Recent summaries of access to information request responses.  

Budget	and	
Expenditures	

Department and agency budgets and expenditures; audit data. 

Asset	Info	 Data related to tangible capital assets. 

Ministerial	
Reporting	and	
Expenses	

Ministerial Mandate and Framework Letters, as well as links to current 
year and archives of Minister's Expense Reports. 

Contract	
Disclosures 

Link to the disclosure of contracts site for information on contracts 
valued at $10,000 or more each month. 

Grants	and	
Contributions	

Grants and contributions over a certain threshold 

Land	Sales	and	
Acquisitions 

Disclosure of the sale and purchase of land by the GNWT 

Science	&	Research	 Data coming from research the GNWT has funded, has been donated to 
us or participated in 

Environmental	 Completed environmental assessments 
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Assessments	

Regulation	
Consultations	

Public Engagements done on regulations 

Departmental	
Information,	
Statistics	and	
Reports 

Information on departmental statistics and reports, including annual 
reports 

Key	Performance	
Indicators 

GNWT Program Performance Indicators 

Forms	and	Policies	 GNWT forms and policies the public may need to access government 
programs and services. 
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Appendix C – Information Security Classification 
Standard 
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Appendix D – Open Data Metadata 
Type  Field  Description  Public  Searchable  Sample Data  Mandatory 

A
d
m
in
is
tr
at
iv
e 

M
et
ad
at
a 

Metadata 
Contact Position 

The position that is 
responsible for 
maintaining the data  No  No  Vital Stats Registrar  Y 

Metadata 
Contact Email 

The maintainer of the 
data. Should preferably 
be a shared email 
address rather than a 
specific person.  No  No  jenetta_day@gov.nt.ca  Y 

D
es
cr
ip
ti
ve
 M

et
ad
at
a 

Title 

A friendly title for the 
public to see in the 
portal  Yes  Yes  Top Baby Names of 2020  Y 

Publisher 

The organization 
(department or agency) 
responsible for 
publishing and 
maintaining the data 
asset  Yes  Yes  Health and Social Services  Y 

Creator 

The specific individual or 
division responsible for 
publishing and 
maintaining the data 
asset  Yes  Yes  Vital Stats  Y 

Source 

Original source of data. 
The instrument used to 
gather data  Yes  Yes  Birth registrations  N 

Description 
A concise description of 
the contents of the data   Yes  Yes 

The 20 most popular 
names for babies born in 
the NWT during the 2020 

calendar year  Y 

Local Relevance 

The relevance of the 
data or information to 
the area it is 
representing.  Used 
primarily for regional 
scientific research data.  Yes  Yes  Applies to all of the NWT  N 

Notes 

Data quality issues, 
assumptions, 
constraints, errors, how 
to cite, disclaimers, other 
general notes.  Will need 
to include a disclaimer 
that these are only the 
KNOWN issues.  Other 
issues may also exist in 
the data that we are not 
aware of.  Yes  No 

Some misspelling of 
names, names not in 
indigenous characters  N 

Topic 

The high level category 
that this data falls into 
(ie arts, economics, 
health, labour, 
population). Should be 
based off of existing  Yes  Yes  Population  Y 
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GNWT service 
categories. 

Tags 

Curated set of key words 
or phrases used to 
describe the data. They 
can also be used to 
further subdivide a topic.  Yes  Yes  baby;birth;vital statistics  Y 

Version 

The version number of 
the dataset, based on 
how many times it's 
been released  Yes  Yes  1.0  N 

Starting Time 
Range 

The start time applicable 
to the dataset  Yes  Yes  2020‐01‐01  N 

Ending Time 
Range 

The end time applicable 
to the dataset  Yes  Yes  2020‐12‐31  N 

Geographic 
Range 

The geographic extents 
the data represents  Yes  Yes  NWT    N 

Latitude 
The latitude that the 
data applies to          N 

Longitude  
The longitude that the 
data applies to  Yes  Yes    N 

Release Date 

The date the data was 
released for publication 
by the publisher  Yes  Yes  2020‐12‐18  Y 

Last Modified 
Date 

The last date the data 
was updated by the 
publisher  Yes  Yes  2021‐01‐06  Y 

Update 
Frequency 

How often this data 
should be updated  No  No  Never  Y 

St
ru
ct
u
ra
l M

et
ad
at
a 

Collection Type 
The type of data (ie a 
report, a data set)  Yes  Yes  Data Set  N 

Format 
The format of the file (ie 
XLSX, CSV, XML, TXT)  Yes  Yes  Excel  Y 

License 
The applicable licence 
for this dataset  Yes  Yes 

NWT Open Government 
Licence   Y 

Language 

The languages the 
information is presented 
in  Yes  Yes  English  N 

Download URL 

The URL to 
download/access the 
data   Yes  No 

https://www.gov.nt.ca/o
pendata/topbabynames2

020  N 

 



GNWT Open Data Guidelines – August 2024 
 

Page 32 of 34 
 

Appendix E – Prioritization Tool 
	

EFFORT	 VALUE	
	

Dept	 Data	
access	and	
availability	

Data	
quality	

Business	
processes	
require	
refinement	
or	re‐
design	

Workload	
involved	in	
the	initial	
publication	

3rd	party	
involvement	

Workload	
involved	in	
ongoing	
sustainment	

Significant	
public	
interest	

Data	
useful	for	
internal	
purposes	

Data	
release	is	
mandated	
in	
legislation	
or	
strategy	

Data	
promote	
better	
outcomes	
for	
public	
services		

Data	
encourages	
innovation	
and	
sustainable	
economic	
growth	

Data	
increases	
government	
transparency,	
accountability	
and	the	flow	
of	
information	

PRIORITY	
SCORE	

Weight	 1	 1	 1	 2	 1	 1	 1	 1	 1 1 1 1 		

HSS	 Not 
available at 
this point 

High Minor 
refinements 
required 

Low (1 
week) 

None Semi-
automated 
with 
occasional 
hands-on 
interaction 

Yes No No No No No 25 

EIA	 Easy access 
and 
available 

High No 
refinement 
required 

Low (1 
week) 

None Significant 
hands-on 
interaction 
required 

Yes Somewhat No No No Yes 30 

	
  

    
    

    
   

	
  

    
    

    
   

Sample	Prioritization	tool	

NOTES	

- Prioritization criteria is based on Government of Canada guidance, the NWT Open Government Policy and feedback from the Open 
Data Working Group 

- All fields have drop down lists 

- Priority score is automatically updated once fields are complete 

- Tool will be provided as a separate Excel spreadsheet 
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Appendix F – Assessment Checklist 
Open	Data	Assessment	

Last Updated: August 8, 2022 

Departments and Agencies should complete this assessment to determine if their data can be 
published to the Open Data Portal. 

The completed assessment should be signed by a deputy head or their delegate before the dataset 
package is sent to be published.  

Contact	Information	 	
Department	or	Agency  
Data	Owner/	Program	Director	  
Data	Owner	Email	  
Data	Owner	Phone	  

 

Dataset	Information	 	
Title  
Description	  
Format	(csv,	json,	pdf,	xlsx,	etc)	  
URL/File	name		  

 

OPEN	DATA	CHECKLIST	 Yes/No	
Data	Source	  
Does your department or agency have primary responsibility for the data?  
If not, is the person indicated above going to accept responsibility for coordinating 
with the entity that does have primary responsibility, on behalf of your 
department/agency?  

 

Is the dataset complete? (i.e. is there a subset of the data that is being held back?)  
Is the data in a machine-readable or commonly accessible format? (i.e. one of the 
formats described in the guidelines) 

 

Privacy	  
Is the data free of personal information that may directly identify an individual?  
Security	  
Has the data been labeled as “Public” as per the Information Security Classification?  
Legal  
Is the public release and use of the data permitted under law, contract, or policy?  
Is the data free of copyrights or data sharing agreements that would prevent its release 
and free use? 
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Data Owner 
(please print name) 

  Signature 
 

  Date 

         
         
         
         

Deputy Minister/ delegate 
(please print name) 

  Signature 
 

  Date 

 


