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Doctorate in Clinical Psychology

Data Management and Archiving
This document outlines proposals for storage of anonymised data gathered via a research project. This will apply to all research students, DClinPsychol trainees and staff.

Why Archive Anonymised Data?

Reasons for retaining anonymised research data include:

a) Adherence to Scottish Executive Research Governance Framework

b) To ensure that data is available to address reviewer requirements or other queries in relation to published work

c) To enable the data to be optimally utilised by meta-analyses or other studies which may bring additional societal benefit

d) To enhance data security and minimize the risk of data loss

For more information on the value of anonymised data archiving please see:

· Research Handbook – Section 3.1 
· Information Services - Data Library (http://tinyurl.com/qc9fn22 )

Preparing Data for Archiving

The anonymised data you will be looking to archive should be the result of a carefully planned approach to data collection and data management.

The University of Edinburgh Information Services provide plenty of guidance regarding the planning of data management and the preparation of data for archiving.

Key issues to consider include:

a) Organization of Data – How to keep a consistent method for saving files and their different versions

b) File Formats – What file formats are more likely to be supported or to survive the test of time

c) Data Documentation and Metadata – How to describe your dataset so that you or anyone else looking at your dataset knows exactly what it is about

d) Data Storage and Security – Making sure you don’t lose your data and that people outside your project don’t have access to it

e) Data Protection – Awareness of the UK Data Protection Act, Ethical requirements and Intellectual Property Rights and how these affect research and data archiving

Further Information

To explore this topic further we recommend that you complete the University’s Research Data Management Training online course (MANTRA):

· MANTRA - http://tinyurl.com/csknhjx
Data Archiving Options

There are several options when it comes to archiving your data, however the use of any of these will depend on the type of data you have collected and the consent you have obtained regarding the archiving and use of anonymised data.

The MANTRA course will have covered physical data archiving options (paper, CDs, USB, etc...). In this next section we will be focusing on the 2 main options for digital data archiving in the Department of Clinical Psychology.

Sensitive Datasets Folder

The sensitive issues folder has been recently created in the shared drive of the Clinical Psychology Section (S:\Clinical Psychology\Sensitive Datasets). This is a secure folder managed by the research committee. This folder provides a repository for all research projects in which academic members of staff are or have been involved with. 

Access to the Sensitive Dataset Folder

Access to this folder is set by the research committee. To gain access to the folder please email Nuno.Ferreira@ed.ac.uk or p.g.morris@ed.ac.uk with your University User Name (UUN). Once you’ve been added to the folder authorization list you will receive an email confirming this.

Creating Your Project Folder 
Within the sensitive dataset folder we suggest that a folder is created for each project individually. The following steps will guide you through the creation of your project folder:

1. Create a new folder within the sensitive dataset folder and name it in the following way Initial, Surname, project short title, dates of the project.
Example: NFerreira ACT for IBS 2008-2011

Example for an on-going project: NFerreira Development of EA 2013- 
2. Right-click on the created folder and select Properties
3. In the new window click on the Security tab

4. In order to specify who has access to your project folder you will have to edit the default Group or User Names list. Click the Advanced button on the right lower corner of this window.

5. A new window should open. On this window click on the System row (this should become highlighted in blue) and then click on the Edit button just below the list.

6. A very similar window should appear, but you will now have the option of un-ticking the “Include inheritable permissions from this object’s parent. Un-tick this option and click Remove in the new window that will appear. This should clear the list. Just click OK and then Yes on the message window that will appear.

7. Click OK again on the first list window

8. You should now be back to the original Properties window with the Security tab enabled and with a clear Group or User Names list. Click the Edit button underneath this empty list

9. A new window will appear with the list empty. Click the Add button underneath the list. You might be prompted to sign-in to the network at this point. Use ed\ immediately followed by your UUN (e.g. ed\JSmith1) and your usual MyEd password.
10. A new window entitled “Select Users, Computer, Groups” should appear. On the “Enter Object Names to Select” write the UUNs of the people who will have access to the folder (including your own). If you click the Check Names button and you have a valid UUN, then a @ed.ac.uk user name should automatically appear next to the UUN. Once this happens just click OK. Repeat this procedure for all UUNs.
11. You should now be back to the window of point 9. Here you can select the type of permissions you can attribute to each folder user. Just click on the folder user and tick the permissions you would like that folder user to have from the Permissions List. We recommend that you make sure to tick all permissions for yourself as folder manager.
12. Once you have set all permissions, just click Apply and then OK. You should be back to the main window of Properties, Just click OK again and the folder properties have been set.
Edinburgh Datashare

Edinburgh DataShare is an online digital repository of multi-disciplinary research datasets produced at the University of Edinburgh, hosted by the Data Library in Information Services:

http://www.ed.ac.uk/information-services/research-support/data-library  

Edinburgh University researchers who have produced research data associated with an existing or forthcoming publication, or which has potential use for other researchers, are invited to upload their dataset for sharing and safekeeping. The repository option simply involves a non-exclusive license to hold, manage and preserve the data.

Main Reasons to Use Datashare
· Data retention and curation. Datashare is an effective and secure depository that will keep and manage your dataset for any retention period requested by the funding body.  Datashare will also curate the files you deposit as long as they are in supported formats. 

· Increase the impact of your research. Those who make use of your data and cite it in their own research will help to increase your impact within your field and beyond it.

· Funding mandates . UK research councils are increasingly mandating data sharing so as to avoid duplication of effort and save costs. This will also mitigate possible patient research burden in small or difficult access groups.

· Data access. Datashare will allow easier access to those involved in the research project even when they have moved to a new position or to a new institution. This is particularly 

Main Reasons Not to Use Datashare
· If the data contains sensitive or personal information about human subjects that may violate the Data Protection Act, ethics codes, or your own written consent forms to share it, even with other researchers.

· If you have not obtained consent from research participants to archive data in this format

How to Use Datashare
1) Register for the system using your EASE login. Go to http://datashare.is.ed.ac.uk/ and click on Register under My Account.

2) Determine if there is an existing research community for your dataset/item by browsing the existing list. If so, determine if there is an existing collection.

a. If there is, wait for your email verification of registration. Ask the collection administrator to give you permission to deposit there (or contact datalib@ed.ac.uk).

b. If there is not, send an email request from your University account to datalib@ed.ac.uk giving your name, school or research unit, and a brief description of your dataset/item. Wait for email verification of registration and collection set-up.

3) Optional: Prepare for your dataset submission by reading other documentation on the DataShare website (e.g. about open data licences and data formats).

4) Once your registration is confirmed and you have been assigned ou can submit your dataset/item from the collection page or by clicking the Deposit Now button on the home page.

5) The system will now take you through a series of ‘workflows’ to describe and submit your item. The first screen displays ‘initial questions.’
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6) If your dataset is known by more than one name, tick the multiple titles box. Choose an open data licence or choose no licence if you wish to retain all intellectual property rights or if you are not sure.

7) You may now either Save & Exit the process now and return later (an option available at each stage of the workflow) or click the Next button to proceed.

8) When you proceed, you will be presented with a new form for inputting the metadata fields that describe your item. Only four of these fields are required by the system (indicated by *) and will provide a basic citation for your item, but the more information you provide, the richer the description for both the end user and for search engines.  
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A. Enter the name of the depositor.  The depositor may or may not have been involved the project.
B. Add the names of all people involved in the creation of data/study project.  To do this simply add the Surname and First name in the appropriate box and click Add until all names/authors/team members have been entered.
C. Enter the title of the project/paper.
D. Enter as full a description as possible.  This will make it easier for people to find and understand/cite your work. 

E. Select the most appropriate Type to describe the data from the menu, i.e. Excel documents might be datasets whilst recordings of music would be sound.  There is no problem with a collection containing multiple different types of file (i.e. sound (.wav) and image (.tif) files), just select the type you feel to be the primary file at this point. 

F. Select the most appropriate subject for the study as a whole. 
G. Enter appropriate subject keywords or phrases. 
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H. Select the project funder (hold down Control key for multiple funders).
I. Enter the data publisher.  Please be as detailed as possible, entering not just the University, but the School and Institute as well.
J. If appropriate, enter the country and place to which the data pertains.
K. If appropriate, enter the country and place to which the data pertains.

L. Select the language the data is stored in.
M. If the data is derived from a primary source, you can cite it here.  There is no requirement to enter anything in this field.
N. Choose when you want to make data available to the outside community.  If there is no embargo date, simply leave this field blank.
O. If applicable, enter the time span in which the data was collected.

The next screen continues the workflow with the final metadata fields.  The example below was taken from the “Dinka Songs from South Sudan” entry, and shows an example of an entry for a Dataset Description.  In this case an index file was uploaded with other files, to include the necessary information to make the catalogue entry understandable (and re-useable).

You also have the option of entering a URI/URL if there is another version of these dataset/files held on another repository.  It is also possible to include the URI/URL as a means of linking this dataset to your publication (publication is not a prerequisite for submission).
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Upon completion of this form, you will be able to commence with uploading your work/data/files.  To do this, simply click the Browse button and select the file you wish to deposit.  There is currently no option of selecting batches of files so multiple files will need to be done one by one.  Once you have selected your chosen file, click Upload File & Add Another.  Continue doing this until all your files are uploaded.
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Following this step, you will have the options of reviewing your submission form, change any fields as you see fit, and give the final permission to deposit the work/data/fields to DataShare for their long term curation and maintenance.

Once your item is complete it will be submitted.  You may make a note of the permanent URL (handle) or bookmark the page.

The submission will then be viewed by a member of the University of Edinburgh DataShare administrators, before being finally submitted.

Feel free to contact the repository administrator to ask questions or request a meeting with Data Library staff to go over the requirements for your collection.
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These files can either be thought of as a contents page or as a detailed figure legend, which would go with its partner figure in a publication/book.





Enter the names of the “supporting files” here, so a viewer can select the files needed to explain the “data files”.





Select to start uploading files
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