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Practical steps for depositors, prepare to archive

• Write a data management plan

• Make sure data are shareable and can be understood:

• What legal gateway will you use if you are collecting/using personal data 

• If you use consent, ensure it covers data sharing 

• Do not disclose identities without consent

• Use open source and standard formats

• Provide context and documentation

• Protect your data at all stages (secure storage, encryption)



Prepare for archiving

• Organise files to deposit by:
• File type (documentation, data, readme)
• Data type

• File formats – ensure all files you are planning to archive follow UKDS recommended and 
acceptable formats *

• Data quality and integrity checks – check data to ensure it meets certain quality checks 
such as: missing or odd characters in variable or value labels, duplicate ids, define 
missing values, odd characters or personal/sensitive information in string values, out of 
range values for categorical variables etc.

• Documentation – ensure you prepare and include rich, sufficient documentation to 
accompany your data.

• Start deposit process (in ReShare) as soon as possible. 

*Please note, this may vary for other archives/repositories

https://ukdataservice.ac.uk/learning-hub/research-data-management/format-your-data/recommended-formats/


3 Step Approach for Protecting Participants

1. Seek informed consent, also for data sharing and long-term 
preservation and curation

2. Protect identities e.g. anonymization, and (or) not collecting 
personal data (only collect data that is necessary)

3. Regulate access where needed (all or part of data) e.g. by group, 
use or time period



Documenting your data

• Enables you to understand the data if/when you return to it.

• Sufficient information for future researchers to understand and use the data

• If using your data for the first time, what would a new user need to know to 
make sense of it?

• The UK Data Archive uses data documentation to:

- Supplement a data collection with documents and research instruments

- Ensure accurate processing and archiving

- Create a catalogue record for a published data collection



What to include as documentation?

• Data collection methodology and processes: sampling, sample size, fieldwork 
protocol, experiment protocol, interviewer instructions

• Codebook, user guide (for quantitative data)

• Information sheet, consent form (blank versions)

• Questionnaires, show cards, topic guides

• Transcripts: header with context information: data and place of interview, 
interviewer, interviewee details (in line with consent form) etc. 

• Data list: overview of key information about each interview, a map of the data 
collection (for qualitative data)

• Links to reports and publications (preferably DOIs where possible)



In practice: user guide and documentation

• A user guide should contain variety of documents that provide context: 
interview schedule, methodology, study findings, consent procedures, 
transcription notes, codebook etc. 

• User guide for Mort, M. (2006). Health and Social Consequences of the 
Foot and Mouth Disease Epidemic in North Cumbria, 2001-2003. [data 
collection]. UK Data Service. SN: 5407 http://doi.org/10.5255/UKDA-
SN-5407-1

http://doc.ukdataservice.ac.uk/doc/5407/mrdoc/pdf/q5407userguide.pdf
http://doi.org/10.5255/UKDA-SN-5407-1


In practice: data list



Metadata

• Collating and recording metadata is important for the purposes of cataloguing, citing, 
discovering and retrieving data collections. 

• Metadata are a subset of core data documentation providing standardised, structured 
information.

• Metadata are intended for reading by machines, and help to explain the purpose, origin, time 
references, geographic location, creator, access conditions and terms of use of a data 
collection. 

• The Data Documentation Initiative (DDI) is a rich and detailed metadata standard originally 
designed for describing social, behavioural and economic sciences data. It is used by most 
social science data archives in the world. 

UK Data Service uses DDI to structure catalogue records.

http://www.ddialliance.org/


Metadata - UKDS catalogue records 

• UKDS DDI records contain mandatory and optional metadata elements on the following:

• Study description – information about the context of the data collection, such as bibliographic citation 
of the study and data, the scope of the study (topics, geography, time), methodology of data 
collection, sampling and processing, data access information, and information on accompanying 
materials

• Data file description – information on data format, file type, file structure, missing data, weighting 
variables and software

• Variable descriptions

• Where researchers can provide detailed and meaningful data collection titles, descriptions, keywords, 
contextual and methodological information in the deposit form, it helps create rich resource-discovery 
metadata for their deposited collections.



Anonymisation / Pseudonymisation
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QAMyData

• Developed by UKDS, it is a free and easy-to-use open source tool known as QAMyData that 
provides a ‘health check’ for numeric data

• Uses automated methods to detect and report on some of the most common problems in 
survey or numeric data, such as:

missingness

duplication

outliers

direct identifiers. 

• Requirements were scoped through a series of engagement exercises with the Service’s own data 
curation team, other data publishers, managers and quantitative researchers to create a comprehensive 
list of ‘tests’ that are typically used when quality assessing numeric data files.

• For more information, see UKDS QAMyData webpage

https://ukdataservice.ac.uk/about/research-and-development/past-projects/qamydata/


QAMyData

• a number of configurable tests that have been categorised into four types: file, metadata, data 
integrity, and identifiers, which can be run on popular file formats, including SPSS, Stata, SAS 
and CSV

• standard config file has default settings for each test, such as a threshold for pass or fail on 
various tests (e.g. detect value label that are truncated, email addresses identified as a string, 
or undefined missing values) which can be easily adapted to meet the user’s own desired 
thresholds.

• The software creates a ‘data health check’ that details errors and issues as both a summary 
and detailed report, providing a location of the failed test. New tests can easily be added. 
Data depositors and publishers can act on the results and resubmit the file until a clean bill of 
health is produced.

https://github.com/ukdataservice/qamd/blob/master/src/config.rs
https://ukdataservice.ac.uk/media/622449/qamydata_table-qatests.pdf


QAMyData result

For more information see QAMyData User Guide

https://ukdataservice.ac.uk/media/622447/qamydata_guide_install-run.pdf


Anonymising qualitative data: some tips

• Plan or apply editing at time of transcription (except:  longitudinal studies to ensure 

linkages)

• Consistency within research team and throughout project 

• Identify replacements, e.g. with [brackets]

• Keep anonymisation log of all replacements, aggregations or removals made – keep 

separate from anonymised data files

• Avoid blanking out; use pseudonyms or replacements

• Avoid over-anonymising - removing/aggregating information in text can distort data, 

make them unusable, unreliable or misleading 

• See our Workshop on Data Anonymisation our join our next online training event.

Controlling access is a better option than over-anonymizing!
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https://www.youtube.com/watch?v=bPOjT497A98


Text Anonymisation Tool 
for qualitative data

• Aid to find and remove disclosive 
information from the 
dissemination copy of data files

• Finds all numbers and words 
starting with capital letters

• Does not identify names, 
organisations, dates or place 
names

• Does not make changes to data 
files

• For more info and access see 
here and here. 

https://www.qualiservice.org/en/current/news-events-details/anonymization-tool-qualianon-now-usable.html
https://www.researchgate.net/publication/344668594_QualiAnon_-_a_Tool_for_anonymizing_text_data


Transcription template

Should:

• Possess a unique identifier

• Adopt a uniform layout throughout the research project

• Make use of speaker tags – turn-taking

• Carry line breaks

• Be page numbered 

• Carry a document header giving brief details of the interview: data, place, 
interviewer name, interviewee details, etc. 

Other considerations:

• Cover page

• Compatibility with import featured of Computer Assisted Qualitative Data 
Analysis Software (CAQDAS)



In practice: transcript format

Model Interview Transcript: 

https://www.ukdataservice.ac.uk/media/622380/ukdamodeltranscript.pdf

https://www.ukdataservice.ac.uk/media/622380/ukdamodeltranscript.pdf


File formats
Choice of software format for digital data:

• Planned data analyses

• Software availability / cost

• Hardware used – e.g. audio capture

• Discipline – specific standards and customs

Digital data is software dependent, so endangered by obsolescence of 
software/hardware. 

Best formats for long-term preservation: 

• standard, interchangeable and open

• UK Data Service optimal file formats for various data types

• Digital Preservation Coalition guidance on preservation formats

https://www.ukdataservice.ac.uk/manage-data/format/recommended-formats
https://www.dpconline.org/


UKDS data management guidance

• Best practice guidance: www.ukdataservice.ac.uk/manage-data.aspx

• CESSDA Data Management Expert Guide

• Managing and Sharing Research Data – a Guide to Good Practice (Sage Publications Ltd)

• Training: www.ukdataservice.ac.uk/news-and-events/events

• Twitter: @UKDSRDM 

http://www.ukdataservice.ac.uk/manage-data.aspx
https://www.cessda.eu/Training/Training-Resources/Library/Data-Management-Expert-Guide
http://www.ukdataservice.ac.uk/news-and-events/events


Tools and templates

• Model consent form and survey consent statement:
https://ukdataservice.ac.uk/learning-hub/research-data-
management/ethical-issues/consent-for-data-sharing/

• Transcription template:
https://dam.ukdataservice.ac.uk/media/622380/ukdamodeltranscript.pdf

• Transcription instructions:
https://ukdataservice.ac.uk//app/uploads/ukda-example-transcription-
instructions.pdf

• Transcription confidentiality agreement:
https://dam.ukdataservice.ac.uk/media/622354/ukda-transcriber-
confidentiality-agreement.pdf

• Data list template:
https://ukdataservice.ac.uk/uk_data_archive_data_listing_template
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https://ukdataservice.ac.uk/learning-hub/research-data-management/ethical-issues/consent-for-data-sharing/
https://dam.ukdataservice.ac.uk/media/622380/ukdamodeltranscript.pdf
https://ukdataservice.ac.uk/app/uploads/ukda-example-transcription-instructions.pdf
https://dam.ukdataservice.ac.uk/media/622354/ukda-transcriber-confidentiality-agreement.pdf
https://ukdataservice.ac.uk/uk_data_archive_data_listing_template


Further resources

• Research data management - UKDS Guidance

• Data Management Expert Guide – CESSDA

• DMPOnline - Digital Curation Centre

• Anonymising Research Data - ESRC National Centre for Research 
Methods, Working Paper 7/06

• Guide to Social Science Preparation and Archiving from the Inter-
University Consortium for Political and Social Research

• UKDS Data management costing tool

23

https://ukdataservice.ac.uk/learning-hub/research-data-management/
https://www.cessda.eu/Training/Training-Resources/Library/Data-Management-Expert-Guide
http://eprints.ncrm.ac.uk/480/1/0706_anonymising_research_data.pdf
http://eprints.ncrm.ac.uk/480/1/0706_anonymising_research_data.pdf
http://www.icpsr.umich.edu/files/ICPSR/access/dataprep.pdf
https://ukdataservice.ac.uk/app/uploads/costingtool.pdf


Past and upcoming events

Workshops and Conferences

Past events: (slides and recording available)

How to anonymise qualitative and quantitative data

Data management basics: Introduction to data management and sharing

Data management basics: Ethical and legal issues in data sharing

Depositing your data with ReShare

Introduction to copyright: Copyright issues in secondary data use

Mapping crime data in R: An Introduction to GIS and spatial data

Safe Researcher Training

Census 2021: What to expect and when

Family Finance Surveys User Conference 2022

12 July 2022, 9:30 AM - Health Studies User Conference 2022

https://ukdataservice.ac.uk/events/how-to-anonymise-qualitative-and-quantitative-data-2/
https://ukdataservice.ac.uk/events/data-management-basics-introduction-to-data-management-and-sharing-2/
https://ukdataservice.ac.uk/events/data-management-basics-ethical-and-legal-issues-in-data-sharing-2/
https://ukdataservice.ac.uk/events/depositing-your-data-with-reshare-2/
https://ukdataservice.ac.uk/events/introduction-to-copyright-copyright-issues-in-secondary-data-use/
https://ukdataservice.ac.uk/events/mapping-crime-data-in-r-an-introduction-to-gis-and-spatial-data/
https://ukdataservice.ac.uk/events/safe-researcher-training-33/
https://ukdataservice.ac.uk/events/census-2021-what-to-expect-and-when-2/
https://ukdataservice.ac.uk/events/family-finance-surveys-user-conference-2022/
https://ukdataservice.ac.uk/events/health-studies-user-conference-2022/


Get connected

http://ukdataservice.ac.uk/about-us/contact.aspx

https://www.jiscmail.ac.uk/cgi-bin/webadmin?A0=UKdataservice

https://twitter.com/UKDataService
@UKDataService

https://www.facebook.com/UKDataService

https://www.youtube.com/user/UKDATASERVICE

http://ukdataservice.ac.uk/about-us/contact.aspx
https://www.jiscmail.ac.uk/cgi-bin/webadmin?A0=UKdataservice
https://twitter.com/UKDataService
https://www.facebook.com/UKDataService
https://www.youtube.com/user/UKDATASERVICE


Thank you.

Anca Vlad
advlad@essex.ac.uk
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Mentimeter exercise

•You can use any device (phone, iPad etc.)

•Go to www.menti.com

•Use code: 9178 8667

http://www.menti.com/

