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Data Capture and Maintenance 
 
A. Point Source Data (for data collected by Division of Water (DOW)): 

1) In the field, have one person take the measurements from the Global Positioning 
System (GPS) unit, and read the results to a second person, who records the data. 
The record keeper then reads back what was written, for verification. 

• If collecting data alone in the field, always double-check GPS readings 
after recording. 

• If location data is obtained or recorded on a paper map, then a legible 
photocopy of that map should be attached to the inspection/inventory 
form. For purposes of accuracy, a US Geological Survey (USGS) 
topographic map is preferable.  

• Include name(s), and contact information, for all parties involved in data 
collection.  

 
2) Data Entry: The employee responsible for entering the collected data, into the 

appropriate data set, must do the following: 
• Make sure 

the number 
of records 
entered into 
the data set 
is the same 
as those 
recorded in 
the field. 

 

• Check the 
submitted 
data for 
errors. 
Return any 
illegible, 
missing, or 
invalid data 
(e.g. 
Character 
data in a 
numeric data 
field) to the 
field agent(s) who obtained   the data, to make the necessary corrections. 

• When 
submitting Figure 1 Example Field Report 
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updates/changes to the responsible Branch, include a list of records, which 
have been added, or changed. 

• Location data obtained/recorded on a paper map should be entered with a 
Method Type, which indicates how latitudes and longitudes were obtained 
(e.g. GPS, MAP or INT). 

 
3) Branch: The employee assigned to QA/QC should not be the same employee who 

entered the data. QA/QC Procedures should include: 
• Randomly select 10% of the updated records for review (minimum of 25). 

Review all updated records, if they number 25 or less. 
• Record any errors found, and notify employee(s) who entered the data. If a 

large number of errors are found, the employee conducting the QA/QC 
review should look for any patterns in the errors (i.e. Latitude/longitude 
recorded in an updated point theme record, which are consistently 
inaccurate), and notify the employee(s) who obtained the data. 

 
B. Data collected by an Outside Source, and used by Division of Water: 

1) Branch: Follow step 3, above. 
2) For data coming from an outside source, such as might be submitted with permit 

application, the Method Accuracy Description (MAD) code should indicate that it 
was from an outside source (e.g. REP, for reported), and the location information 
should be verified to the extent possible.  For example, the reviewer should pull 
up the point in a GIS and compare the location with other available information 
(i.e. is the point in the right county?  Does the location match the reported 
address?  If the reviewer knows the actual location, does the point match the 
known location?  Is the location visible on the Digital Orthophoto Quarter 
Quadrangle (DOQQ) (e.g. wastewater treatment plant), or other available aerial 
imagery, allowing precise verification? 

3) Any mistakes found are to be reported to the Agency, or applicant who submitted 
the data to the DOW.  

Geo-referencing 
A. Point Data: Point source data is currently geo-referenced, using latitude, and longitude 
(aka lat/long), collected by GPS receivers. To minimize error, point locations should be 
saved as waypoints on the GPS receiver, and downloaded onto the data collector’s PC 
(using a data cable, available from the manufacturer of the GPS unit). The waypoint data 
can be downloaded using the GPS toolset included with ArcGIS 9.x. To ensure consistent 
results, the GPS receiver should use the following navigation settings: 

1) Position Format: decimal degrees 
2) Datum: NAD 83 (most GPS receivers are set to WGS 84, by default) 
3) Units (of measurement): Statute 
4) Vertical Datum: NAVD 88 (use only if elevation data is collected) 
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GPS coordinates are to be recorded in decimal degrees (accuracy to a minimum of 5 
decimal places). Under no circumstances are the GPS coordinates to be rounded. For 
more information, please read the Latitude and Longitude Collection: GPS Procedures 
SOP.  
 
In the event a GPS receiver is either unavailable, or is unable to provide a reading 
(whether due to malfunction, or the signal being blocked), the location should be 
determined, and marked, using a USGS topographic map. A description of the 
sample/facility site location is also required (e.g. Sample taken at the mouth of Elkhorn; 
sample taken at the William Natcher Bridge). 
 
B. Rivers/Streams data:   
 
ArcView 3.2: 
The Reach Indexing Toolkit should be used, whenever possible, to create, and update, 
data sets using the Kentucky lakes and/or streams data (such as the 305b data set). The 
Reach Indexing Toolkit also has built in QA/QC tools, to aid in error checking.  
 
ArcGIS 9.x: 
The Hydro Event Management (HEM) Tool should be used, whenever possible, to create, 
and update, data sets using the Kentucky lakes and/or streams data (such as the 305b data 
set). ArcMap has built in QA/QC tools, to aid in error checking.  In the event the HEM is 
unavailable, ArcGIS has built-in tools, which can be substituted. 
 
 

Shape File Maintenance 
When reviewing a shape file for errors, the following must be checked, and verified: 
 
A. Polygon Theme: 

1) All polygons are ‘closed’ (no gaps in the corners, between the vertices) 
2) No dangling lines, overshoots, or undershoots. 
3) The theme complies with any delineation guidelines that apply (e.g. SWAPP 

delineations). 
 
B. Point Theme: 

1) Overlay with state boundary, county boundary shape file, and/or 7.5’ Quad 
Boundaries, to verify all points are within the state/county/Quad border. 

2) When examining points which fall outside state boundaries, check the data table, 
to verify whether or not the point is an out of state source.   

 
C. Line Theme: 

1) The theme complies with any delineation guidelines that apply. 
2) No ‘orphans’ (line segments which do not belong in the theme being checked). 

 

http://eppcintra.ky.gov/NR/rdonlyres/A7007CB9-9A48-48C8-94AC-7E7283F71C8B/0/DEPGPSSOP.doc
http://eppcintra.ky.gov/NR/rdonlyres/A7007CB9-9A48-48C8-94AC-7E7283F71C8B/0/DEPGPSSOP.doc
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3) All line segments (AKA arcs) must be continuous, with no gaps or missing 
segments. 

4) All line segments should not self overlap or self intersect.  
 

When updating an existing shape file, it is recommended to use the ‘old’ shape file as a 
‘check’ file (i.e. Load the old shape file, and overlay the updated shape file on top of it.) 
 
 

Map Layout Guidelines 
 
When producing a full page map layout, the following information must be included in 
the finished product: 

1) Name of the person who made the map layout 
2) Name of the source Agency 
3) Date the map was published 
4) Scale bar (Optional: Map scale used) 
5) Compass bearing or North Arrow 
6) Concise title or brief description of the map’s purpose. 
7) The state brand, several versions of which may be found here: 

\\epdatadap\dowworks$\dow_share\state brand info.  
 
When producing an inset map (a map used as a figure in a poster or document), only the 
following information is required: 

1) Scale Bar 
2) Legend  (if multiple items are displayed) 
3) Compass bearing or North Arrow. 

 
 
The following guidelines should be followed, for citing map data: 
 
A   Use the following citation for small full page maps (8.5 x 11): 

 
These data are distributed by the Commonwealth of Kentucky, Division of 
Geographic Information (DGI), located in Frankfort, KY.  

 
This data is available at http://kygeonet.ky.gov. 
 

B. For large (11 x 14 or larger) full page maps, list the displayed data as follows, in 
addition to the above statement: 
 
 
 
Data Sources: 

 

http://kygeonet.ky.gov/
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Item in Legend, Data Source title (optional) [format], Source Agency (e.g. KY 
Division of Water), publication date (single date, date range if continuously updated), 
agency website (optional) 
 
Example: 
 
Data Sources: 
City Points  
Kentucky Division of Geographic Information, 2005 
 http://technology.ky.gov/gis  
 
Major Roads 
Kentucky Transportation Cabinet, 2002-2007 
http://transportation.ky.gov
 

        Impaired Streams [305(b)] 
Kentucky Division of Water, 1998-2007  

 
C. Citing data for Federal and/or out of state sources: 

 
Data Source title, Source Agency, source location (city/state), publication date. 
Available FTP/HTML: address/path [access date] 
 
100k NHDplus    US Environmental Protection Agency, 2006- 

http://www.horizon-systems.com/nhdplus/data.php 
[12/6/2007] 

Metadata Guidelines 
 
Metadata is to be created for every data set, maintained by the DOW. The Division of 
Geographic Information (DGI) has provided a guide for writing, and publishing, 
metadata (can be found at 
\\205.204.211.211\data$\gis_portal\UserGuides\kygeonetmetaguide.pdf).  ArcCatalog is 
to be used to create the metadata, in accordance with standards set by DGI. At this time, 
the DOW GIS Specialist is responsible for publishing the metadata.  
 
 

1) Check the Metadata Homepage (currently \\epdatadep\dowdata$\MetaData 
Homepage.htm), to see if metadata exists for the data set. 

2) If metadata exists, review the metadata, to verify the information contained, is 
accurate. Notify the DOW GIS Specialist, of any additions/corrections. 

3) If metadata does not exist, please provide the following information to the DOW 
GIS Specialist: 

• A brief description of the data set, and why it was put together 

 

http://technology.ky.gov/gis
http://transportation.ky.gov/
http://www.horizon-systems.com/nhdplus/data.php
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• Name, and phone number for a contact person in your Branch (in case a 
user of the data set had questions), or from the outside source, which 
provided the data. 

• Name of the person who put the dataset together, and the date it was put 
together 

• How current is the dataset, the update frequency (i.e. monthly, annually, as 
needed, etc.), and the date the data set was last updated. 

• A brief definition for each field used in the data set. 
4) Once the metadata has been created, or updated, the DOW GIS Specialist will 

notify the submitting Branch. If the submitting Branch verifies the changes, the 
DOW GIS Specialist will then post the finished metadata to the DOW server 
(currently \\epdatadep\dowdata$) and the ArcGIS update server (currently 
\\205.204.211.211\dow$). 

 
Procedure for Submitting Updates for the ArcView 3.2 GIS Portal 
 
When a data set, maintained on the GIS Portal, is updated, the responsible Branch must 
notify the DOW GIS Specialist. The Branch must verify the following information, 
before submitting to the DOW GIS Specialist: 
 

1) Check the data set’s Metadata, using the procedures outlined above. 
2) Make sure the data set is set to the following projection information: 

• Projection name: GCS_North_American_1983 
• Units: decimal degrees 
• Projection: none (Geographic Coordinate System) 
• Datum: NAD83 (NADCON) 

 
 
The Branch must provide the DOW GIS Specialist with the following information: 
 

1) The name of the updated dataset, and the directory where it may be found 
2) A list of what was changed/updated in the dataset. 

 
 The DOW GIS Specialist is responsible for final QA/QC of the data set, uploading the 
updated data set to the Portal server’s updates directory (currently 
\\205.204.211.211\data$\dataupdates), and notifying the EPPC Office of Information 
Services (OIS) GIS Branch, who is responsible with maintaining the GIS Portal.   
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Procedure for Submitting Updates for the ArcGIS 9.2 GIS Portal 
 
The procedure for updating the ArcGIS data is the same as updating the ArcView 3.2 
portal, with the following exceptions: 
 

1) The ArcGIS data server’s update share is currently \\205.204.211.211\dow$. Data 
updates are to be placed in the ‘shapefiles’ folder. Any new, or updated, layer 
files associated with the data update must be placed in the ‘layerfiles’ folder. 

2) The name of any new, or updated, data uploaded to this data server must start 
with the acronym of the source agency … ‘DOW_’ (e.g. 
Dow_030_exceptional_use_waters).  

3) When uploading (or publishing) a new data set to the ArcGIS data server, 
metadata is a mandatory requirement.  

4) A help desk ticket must be submitted at 
http://eppcintra.ky.gov/apps/helpdesk/help.asp , using the Problem Concern 
option ‘GIS Question (ArcMap GIS, GIS Portal Extension), notifying the Cabinet 
GIS Office of the availability of the new, or updated, data set. 

 
Current procedure at OIS is for any data published to the ArcGIS data server, will 
simultaneously be published on the Kentucky GeoNet.  The DOW GIS Specialist is to be 
notified, if the Branch Manager of the Branch responsible for the data set, or the 
Director’s Office, does not want the data to be published to the KY GeoNet. The Branch 
Manager or Director’s Office must provide a valid reason the data set is not to  
be made public (e.g. security concerns, legal issues). Is this situation, the DOW GIS 
Specialist is responsible for instructing OIS not to publish said data set to the GeoNet.  
 
 

 

http://eppcintra.ky.gov/apps/helpdesk/help.asp
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