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Attendance
Chair: Kate ROBERTS
Secretary: Steve FOREMAN
Kate ROBERTS,  Frédéric GUILLAUD, Yasutaka HOKASE, Shuichi Ikeda, Manuel Fuentes, Bob WILSON
 
Notes (Type: Action, Information, Decision)
	No.
	Description
	Who
	When
	Type 

	0.  
	Terms of Reference
	 
	 
	 

	1.1
	The terms of reference were updated. (See below). Chair IPET-DD agreed these terms of reference.
	 
	 
	 

	2
	Work plan
	 
	 
	 

	 
	The contents of the work plan were proposed as listed below.
	 
	 
	 

	 
	Email exchange thorough the email group will be used to develop the work plan.
	 
	 
	 


 
 
 
Terms of Reference
In order to assess, review, provide guidance and tools for, and monitor WIS metadata
· Monitor metadata quality within the WIS DAR catalogue and take follow-up actions to address systematic issues identifier.
· Monitor effectiveness of metadata (the adequacy of the content of metadata records and its efficiency for supporting discovery), including developing an approach to assessing effectiveness. 
· Assess the effectiveness of the examples for authors and update and maintain the examples on the wiki.
· Seek feedback from authors of metadata on the guidance available.
· Review and improve the guidance provided to authors, users and software developer. 
· Develop training materials to support existing and new guidance for authors.
· Recommend tools and other products to assist with the creation of metadata records.
· Maintain consistency and currency across the guidance, support and training materials.
 
Work plan
· Summarize what guidance is available
· Identify the dependencies between the WIS metadata and other infrastructure and activities
· Seek feedback from users
· Review training materials and ask trainers for feedback given to them by trainees
· List what is required in metadata records for them to be useful to users.
· List what is required in metadata records for them to be useful for search.
· Catalogue the tools available to help users to create metadata records.
· Catalogue other tools to assist with metadata management (eg the validators)
· Provide a communication system with trainers to help them keep their content up to date (and to learn from them).
· Update the wiki and other resources to make them consistent – can an alerting mechanism be provided to notify users and authors of changes in the documentation?
· Define how metadata will be assessed, and implement mechanisms to perform the assessment that can be integrated with the operations of the GISCs and the WIS monitoring.
 
 
Google group: cbs-tt-mdg@wmo.int
Team wiki page: http:/wis.wmo.int/Page=TT-MDG
ICT-ISS work plan: this is included in the CBS work plan: http://wis.wmo.int/file=3552
[bookmark: _GoBack]
