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D.
Procedures Examples

D.1
Background and Context 

Since its establishment over 30 years ago the UK Data Archive has acquired, preserved and disseminated data and other electronic resources for the purposes of research and teaching. It has acquired data from academic, commercial, and public sector sources within the United Kingdom. Many other datasets are made available through the Archive's reciprocal arrangements with other data archives and data services throughout the world. The collection encompasses a significant range of data relating to society, both historical and contemporary. The Archive has striven to ensure that the materials it acquires are suitable for informed use. It requires that all deposited materials are documented to a minimum standard and where possible to a far higher standard. The UK Data Archive acquires data for four central purposes:

· archival preservation 

· secondary use and analysis for research 

· use for teaching and learning 

· replication and validation of research 

The UK Data Archive has an obligation to the communities that it serves to ensure that, as far as possible, it has access to the materials it requires. Over the last decade there has been a dramatic change in technology and an increase in the range and type of electronic materials that have been, and are being, created. This has impacted upon the work of the UK Data Archive in several ways. First, there is a greater diversity and quantity of material that places an increasing and exceptional burden upon Archive resources. Second, the increasing use of the World Wide Web provides opportunities for organisations and individuals, including the UK Data Archive, to distribute their own materials. In response to this the Archive has developed the Collections Development Policy which is flexible, responsive and recognises the increasing role that the provision of information, as well as data, will play in the future. This policy, therefore, reflects not only the acquisitions policy of the Archive but also the policy for access to data. 

The UK Data Archive Collections Development Policy is guided by the criteria outlined below. Data that fall outside these criteria may still be accessioned if they are of exceptional merit and can be handled within current resources. The Collections Development Policy of the Archive is under frequent review in the light of changing technologies and the changing requirements of our user community.

D.2
Scope of Collections

The UK Data Archive collects information, data and other electronic resources of long-term interest and use across the range of social science and historical disciplines. They are acquired to support research and teaching activities in the UK and elsewhere. Materials of interest fall into three key areas.

· Data and electronic resources for research: these are data that are suitable for informed use in a variety of research purposes. 

· Data and electronic resources for teaching and learning: these are datasets that are accompanied by purpose-written teaching materials. 

· Replication data and electronic resources: these are collections of materials, (data, computer programs and instructions, and related outputs) necessary to the replication of published or unpublished research. 

The Archive seeks to identify and acquire material within the scope.

· Discipline coverage: at the broadest level, data and other electronic resources relating to society, in particular data about individuals or groups of individuals. This includes strategic social science and economic datasets e.g. unemployment statistics, major household surveys. 

· Geographic coverage: data across a broad geographic coverage focusing on the United Kingdom and cross-national datasets but including material from other countries where appropriate and in particular where these provide opportunities for comparative research e.g. European data. 

· Temporal coverage: there are no restrictions on temporal coverage, although pre-1945 accessions are acquired through AHDS History. 

· Time series and panel data: data are sought which create or add to a time series and/or panel survey. 

· Thematic coverage: to create a coherent body of materials relating to a particular discipline or field of enquiry e.g. health. 

In addition, the Archive will seek to acquire material:

· at the specific request or recommendation of a user or group of users; 

· on the recommendation of the Archive Advisory Committee; 

· when the data collection has been fully or partially funded by the ESRC or when data have been obtained from another source using ESRC funds; 

· for replication purposes; 

· accompanied by appropriate teaching materials. 

D.3
Criteria for Evaluating Datasets 

To ensure that the Archive continues to build a collection of value, criteria are used to evaluate potential datasets. These factors are used to evaluate datasets acquired or submitted to the Archive.

· Ensure they fall within the 'Scope of Collections' outlined above.

· Assess their content, long-term value and the level of potential interest in their re-use. Factors influencing this evaluation include: 

· the geographic and/or temporal scope is significant; 

· the subject coverage of the data is broad and may be of interest across the social science disciplines; 

· the data are not available in any other form e.g. paper; 

· accession into the Archive makes the resource more accessible; 

· a dataset adds to or is made more valuable by existing holdings, in particular where it fits into an existing series; 

· a dataset fills a gap in the existing holdings; 

· there is research and/or teaching activity in the subject area covered by the data; 

· data for which longevity and access would otherwise be threatened.

· Determine if they may be viably managed, preserved and distributed to potential secondary users. Factors influencing this evaluation include: 

· the data are of a type with which the Archive has expertise or may easily obtain expertise or expert advice; 

· the data format can be converted to suitable dissemination and preservation formats; 

· the level and quality of documentation reaches an appropriate standard to enable a secondary analyst to make informed use of the data. We welcome datasets that are documented to Archive standards as outlined in the Research management and documentation guidelines.

· Determine if there is another archive or data centre more appropriate for preservation and dissemination of these data. 

There are also criteria for rejection of data. These are for guidance only and the Archive may be prepared to accept data that fall into one or more of these categories after discussion and agreement. The criteria for rejection are as follows:

· there are problems with the sample size, the data are very localised or are of peripheral interest for social scientists; 

· the documentation is insufficient to enable understanding and further analysis of the data; 

· the data would be more effectively handled by another archive or data centre; 

· there are insurmountable legal obstacles e.g. copyright clearance from all parties has not been achieved; 

· the depositor wishes to impose too stringent access conditions or wishes to place an indefinite embargo on use. Unless this is unavoidable and the data are judged to be of long-term value, the Archive may be willing to accept material for archiving only subject to payment of an appropriate charge. 

D.4
Collections Development Strategies 

The UK Data Archive undertakes a varied and diverse range of activities to identify data collections.

· An awareness-raising programme encourages and promotes the deposit of collections of interest through a variety of activities. These may include workshops, conferences, and training events. 

· Individuals, groups and institutions creating data resources are identified and encouraged to deposit their materials with the Archive. The Archive ensures that they are contacted at an appropriate point in the data creation process and provided with sufficient explanatory material to facilitate deposit of well-documented, high quality data and documentation materials. 

· The Archive works to facilitate and influence, where appropriate, funding bodies, researchers, and other groups involved in the data creation process to encourage funding and creation of materials suitable for secondary analysis and to make provision for access and long-term preservation. 

· An agreement is held with the ESRC whereby its grant holders are required to offer their electronic materials for deposit with the Archive. The Archive, with the agreement of the ESRC, contacts grant-holders to discuss deposit of digital materials arising from their funded research project. 

· Agreements are held with many of the other major funding bodies for the social science disciplines. The Archive, with their agreement, contacts grant-holders to discuss deposit of digital materials arising from their funded research project. 

· Extensive links with government departments and with the ONS have been established resulting in the acquisition of many datasets sponsored or collected by them. The Archive works to extend and enhance these links to ensure continued access to these data and to identify and acquire new sources of data and information. 

· Good working relations have been founded with a number of non profit-making public and charitable bodies and commercial companies specialising in data collection. The Archive works to extend and enhance these associations to ensure continued access to the data collected and to identify and acquire new sources of data and information. 

· A number of memberships and 'data exchange agreements' are held with other digital archives. Materials are made available to the UK higher education community through these agreements. The Archive seeks to identify other archives and data centres holding materials of interest and to negotiate for similar data exchange agreements. 

· Materials of interest are actively sought through publications, conferences and through regular searching of web sites. 

· Teaching materials are actively sought, working with the teaching community to identify and acquire suitable teaching materials. 

· The Archive will seek to develop collaborative partnerships and projects which may result in data creation by its partners. 

· Contact is made with relevant journals and users of data in order to identify, acquire and facilitate access to collections of materials necessary to the replication of published or unpublished research. 

· Material available through the World Wide Web will be identified and the Archive will explore the options for providing a virtual gateway to these distributed resources. 

D.5
Methods of Acquiring Data Collections 

The UK Data Archive strives to provide access to the increasing and varied range of electronic resources that fulfil the scope and criteria outlined above. Data are obtained, or made available, in several ways.

· Direct deposit by individuals and organisations: the Archive undertakes a programme to increase the holdings of the UK Data Archive according to the objectives outlined in the Scope of Collections. These data are accessioned into the Archive and made available through the usual Archive procedures. 

· Collaboration with other agencies: the Archive seeks to identify and to provide access to distributed collections. The data in these collections are unlikely to be held physically at the Archive but will be made available through them. Exchange agreements with other data archives and centres fall into this category. 

· Information provision: the Archive recognises that it has limited resources for the acquisition of datasets. In addition, there is a proliferation of data resources of interest to social scientists that are managed and made available elsewhere, particularly through the World Wide Web. To this end the Archive is exploring the option of introducing a programme of discovery and mechanisms for pointing to other electronic data collections of interest. 

D.6
Procedures for Acquiring Data Collections 

The UK Data Archive has established procedures for acquiring data.

· Identification: identifying potential acquisitions and seeking information on the contents of datasets. The Archive identifies potential datasets through a variety of mechanisms: 

· links with funders; 

· publication trawls; 

· conference attendance; 

· user groups, workshops, seminars; 

· links with data creators; 

· contact by depositor; 

· recommendation by the Advisory Committee.

· Negotiation: the Archive contacts data creators and undertakes a process of negotiation to offer a variety of services including: 

· evaluation of a dataset to ensure that they meet the criteria outlined above; 

· advice and information on the deposit process; 

· advice and discussion on contracts, licences, and access conditions; 

· advice on the appropriate formats for deposit and the method of deposit; 

· advice on the preparation of appropriate documentation and acceptable formats for discussion.

· Guidance for depositors: the Archive believes in providing a wide range of guidance and information on the benefits and procedures for depositing material, on best practice and on relevant standards for data and documentation creation. Publications currently available include: 

· notes and forms for depositors which provide explanatory information on depositing material with the Archive, including acceptable formats, preferred methods of data delivery, and the metadata requirements; 

· guidelines for documenting datasets which detail the range and type of information which should be included with all digital materials.

· Legal framework: The Archive provides a legal framework within which materials may be accessioned into the Archive, including: 

· a deposit agreement and licence form which confirms the rights and obligations of both parties and offers an opportunity for depositors to specify the conditions under which access may be given to third parties; 

· discussion of copyright and intellectual property rights to ensure that the data creator has cleared all necessary copyright permissions; 

· where necessary, the Archive negotiates for licence agreements with third parties (e.g. HMSO) to enable the Archive to distribute the material for the purposes of research and teaching.

· Administration: the Archive's Acquisitions Review Committee administers the acquisitions and access procedures by: 

· maintaining a database of potential acquisitions which records details of the contact name and address, brief details of the data materials and a full record of the contact made and follow-up procedures undertaken; 

· contacting potential depositors at the initial stage of a project which includes an element of data creation and providing them with information which informs them about the Archive and the procedures for deposit; 

· maintaining regular contact with potential depositors in order to ensure the smooth accession of their material into the Archive and to answer any queries they might have; 

· providing help and additional information where required.

D.7
Ingest processing

Ingest processing comprises the work done by the ESDS Data and Support Services team to prepare both quantitative and qualitative datasets for secondary use. Once negotiations between the data creator and the Acquisitions team are finalised and the deposit procedures have been completed, ingest processing can begin.

D.7.1
Acquisitions review

The newly-deposited dataset is first subject to an initial acquisitions review. At this stage, checks are carried out to ensure that:

· the deposit is complete (i.e. all requisite materials have been enclosed; numbers of variables and cases within the data files are correct) 

· the condition and format of the dataset are suitable for secondary use (a list of acceptable formats is provided on the data formats and software page) 

· documentation is sufficient for secondary use (guidelines for depositors on the production of suitable supporting documentation are available from the research management and documentation page) 

· the dataset has no remaining confidentiality issues. 

By conducting the acquisitions review before the dataset enters formal ingest processing, most potential problems may be identified at an early stage. For example, if a confidentiality issue is discovered, the Data and Support Services team and the depositor can then begin to work together in order to reach a solution.

D.7.2
Processing Standards

At the acquisitions review stage, a suitable ingest processing standard is allocated to the dataset. Full details of each of these are given on the processing standards page, but in brief they determine the level of work to be carried out on the dataset before it is released to secondary users. The standard allocated (referenced by alphabetical codes ranging from A* to C), is dependent on certain factors, such as the nature and condition of the data and documentation, likely secondary usage, and whether it is to be made available via Nesstar, the ESDS online data browsing tool (Nesstar datasets are always processed to A*, the highest ESDS standard). Once the processing standard is determined, full ingest work may begin.
D.7.3
Service Level Definition (SLD)

A Service Level Definition (SLD) for ingest processing is in place at ESDS. This standard acts as a quality assurance measure for both the depositor and the Data Services team. It ensures that ingest processing is completed and data are made available within a certain time limit, but also that sufficient time is available for thorough processing of the data. Current SLD time limits are as follows:

· Quantitative processing: 30 working days. Where the dataset is destined for Nesstar an additional five working days are allowed in order to accommodate the extra preparatory work involved. 

· Qualitative processing: 35 working days. Qualitative processing may take more time than quantitative, depending on the size and complexity of the dataset. 

Should a problem subsequently be discovered during ingest processing that requires further contact with the depositor, work may be suspended at any time during the 30/35 day SLD period. Timed processing will resume once the problem has been resolved.

In practice, the majority of datasets are processed very quickly. The efficiency of ESDS acquisitions procedures ensures that most deposits are in excellent condition on receipt and the initial acquisitions review stage uncovers most potential problems. However, some issues may not become apparent until detailed work begins, necessitating suspension of processing.

On some occasions, depositors may need to know in advance when their dataset will be ready for secondary use. It should be noted that whilst every effort is made to ensure that ingest processing is completed quickly, ESDS cannot guarantee a date other than that dictated by the 30/35 day SLD time limit, for the reasons outlined above. However, depositors are encouraged to contact the Data Services Manager to enquire on the progress of their dataset if they need further information. Also, if depositors have received enquiries from potential users, they should direct the user in the first instance to the ESDS Help Desk.

D.7.4
Quantitative data processing

D.7.4.1  Data

During ingest processing, quantitative datasets are investigated thoroughly. If the ingest format is other than SPSS, where reasonably practicable an SPSS version of each data file is created. This is then checked to ensure that data integrity has been fully maintained during the transfer process. 


Data files are inspected to ensure that variables and values are accurate according to data parameters, and are sufficiently labelled for secondary use. Labels may be edited or added according to the standard assigned to the dataset (see the processing standards table), or checks made that labelling information can be found in the accompanying documentation. Once all edits are complete, data conversion tools in the form of SPSS scripts are used to convert the SPSS files into alternative distribution formats - namely STATA and tab-delimited ASCII. These quality-controlled tools have been developed in-house at the UK Data Archive in order to standardise output and automate elements of ingest processing. Development work continues to increase the range of tools available and to improve them over time. Further details of current format conversion standards and examples of the metadata produced by the associated tools are available on the data management page.

D.7.4.2  Documentation
Where possible, a user guide is compiled from the dataset documentation. Electronic files (such as those deposited in Microsoft Word) are generally converted to Adobe PDF format. Bookmarks are added to the PDF file to aid navigation, and where the amount of accompanying documentation is considerable, a multi-volume user guide with an index file may be created. Certain files, such as those in Microsoft Excel format that contain multiple spreadsheets, may be left in their original format if they cannot logically be converted to PDF. Hard copy (paper) documentation may occasionally be included with a dataset, though this is rare now that electronic files are the norm. In these cases, paper documentation is scanned and the resulting files converted to PDF. Depositors are strongly encouraged to provide electronic versions of all documentation, as the results produced from scanned hard copy documentation are inferior to those produced from electronic files.

D.7.4.3  Qualitative Data Processing

At present, the majority of qualitative data collections acquired by ESDS comprise a set of interviews, sometimes with additional material such as field observation notes. Each item included in the dataset is examined in turn to ensure that agreed confidentiality standards have been maintained, and any methodological issues are noted. A data list is then compiled, covering all items in the collection. The list records details of both respondent and item characteristics in a systematic manner, and is archived with the study documentation. Other accompanying documentation, such as interview schedules and research reports, is processed in similar fashion to that received with quantitative datasets, i.e. converted to PDF format where suitable and combined into a user guide.

D.7.4.4  The Catalogue Record and Keyword Index

For each quantitative and qualitative dataset, a bibliographic catalogue record is created according to international standard conventions for describing social science data, and a keyword index is created, using index terms from a controlled vocabulary, the HASSET Thesaurus. The catalogue record is created from the information given by the depositor on the dataset deposit form. Therefore, it is vital that the information given on the deposit form is as comprehensive as possible, in order for the catalogue record to contain sufficient detail to aid potential users. On release, the catalogue record becomes part of the searchable catalogue available via the ESDS web site.

D.7.4.5  Completion of Ingest Processing

As ingest processing is completed, a standardised information file (the READ file) is also produced for each dataset. This contains details of the standard to which the dataset has been processed, and notes about any remaining issues of which the user needs to be aware. The READ file and study documentation form part of the metadata created during ingest processing and are generally freely available from links within the dataset catalogue record. Finally, the dataset is archived within the ESDS preservation system, and is released. It then becomes available for registered users to order or download. After release, the Acquisitions team sends a formal release notification letter to the depositor, and all physical materials associated with the study are added to the ESDS Access and Preservation secure storage facility.

D.8
UK Data Archive: Deposit procedures

Award holders receiving funding from the ESRC and other funding sources or agencies e.g. The British Academy, should start the process of data deposit with the UK Data Archive by following the procedures detailed in Stage One.

For depositors of regular or major series data collections, please begin with Stage Two of the process.

D.8.1
Stage One - Submitting Data 

Complete the Data Submission form providing as much information and detail about the research as possible.

If offering both quantitative and qualitative data from the same study, submit details of both types of data on the same form, noting that for qualitative data, three samples of the data should also be included for review purposes.

The form can be returned electronically to acquisitions@esds.ac.uk 

The Acquisitions Review Committee (ARC), meets fortnightly to review submissions against a specified criteria, as not all ESRC-funded research can be accepted. Award holders will be informed of the Committee's decision by letter.

D.8.2
Stage Two - Becoming a Depositor or, Formal Deposition 

If the Committee agrees to accession the dataset, please prepare the materials for formal deposit. This includes:

· completing the data collection deposit forms (to be completed and submitted electronically) 

· completing and signing a Licence Agreement (must be returned in hard copy) 

· preparing the data and documentation according to the information specified in advice for depositors and sending these, together with the licence agreement to:

Acquisitions Section

UK Data Archive

University of Essex

Wivenhoe Park

Colchester

CO4 3SQ

D.8.3
Stage Three - Evaluation and Preparation of the Materials for Electronic Preservation and Distribution
This stage is undertaken by the UK Data Archive:

· acknowledging and confirming receipt of the data collection 

· evaluating the documentation and usability of the data and documentation as deposited 

Preparing a workplan specifying: 

· files that will be preserved in original formats 

· additional data formats/versions in which the data will be made available for analysis 

· composition of the user guide 

· level of validation, cataloguing, indexing and the creation of additional supporting documentation (if any) 

Depositors may be contacted for clarification if queries arise during processing of the data collection. Information about ingest processing and associated Service Level Definitions (SLDs) are available separately, but in brief, the data collection is:

· checked and validated in line with the workplan and according to strict data processing procedures 

· professionally catalogued and indexed according to appropriate standards 

· documentation is checked, scanned and collated into a user guide 

Preservation of the data collection ensures that:

· the data collection is effectively preserved for future use by converting it to several standardised formats and retaining multiple copies on different storage media 

· the format of materials is changed as necessary to preserve access to their intellectual content, reducing the risk of losing access to them over time 

D.8.4
Stage Four - Released for analysis and dissemination

The UK Data Archive notifies the Depositor when the data collection has been processed, preserved and is available for secondary analysis.

The UK Data Archive undertakes to send to the Depositor:

· a copy of the licence agreement 

· a copy of the catalogue record 

In return, the Depositor is requested to:

· notify the UK Data Archive of any publications arising from the data collection, to maintain currency in the catalogue record 

· notify the UK Data Archive of any changes in contact details 























































[image: image1.png]&)



Page 2

