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1 Research Data Management (RDM) 
 

1.1 What is it? Who does it involve? 
 
Central to the principle of good research practice is the honest, accurate and meticulous 
recording and storage of research data. RDM is not a single issue, it presents many 
challenges and raises many questions throughout the research lifecycle. RDM has relevance 
to all people who conduct and manage research – it applies across all disciplines and to 
most forms of data.  
 
1.2 Why manage data? 
 

 To minimise the risk of data misplacement, data loss, or data corruption 

 To allow unique research to be repeated  

 To meet Data Protection requirements or Freedom of Information requests 

 To avoid risks to the University’s reputation associated with the mis-management of data 

 To preserve data integrity, and demonstrate data verification and validity 

 ‘Big data’ – to enable re-use 

 To enable access to data and/or results to other researchers/the public 

 As part of good practice – to share, cite, re-use, and store data properly 

 To meet funder requirements  

 To create citation impact if made available – get credit for your work 

 To demonstrate value for funding and likelihood of further funding 

 To facilitate and enable collaboration 

 The University of South Wales requires academics to manage their data. 

 Research funders are the main drivers of RDM and applications to a research council 
require a Research Data Management Plan.  
 

USW data management policy        Available as Appendix B 
 

RCUK position statement: 
 

http://www.rcuk.ac.uk/research/datapolicy/ 

Overview of funders’ data policies: http://www.dcc.ac.uk/resources/policy-and-legal/  
 
 

http://www.rcuk.ac.uk/research/datapolicy/
http://www.dcc.ac.uk/resources/policy-and-legal/
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Figure 1 shows what RDM involves 

In simple terms, data planning and RDM plans are just a way of ensuring (and/or showing) 
that researchers have thought about how to create, store, backup, share and preserve 
research data.   
 

1.3 RDM principles 

   

 Data must always be stored appropriately and securely both during and after data 
collection. 

 The whereabouts of data during and after a project must always be known until it has 
been discarded. 

 Data from completed funded projects must be available for sharing – frequently a 
condition of funding and of publication. Sharing can be facilitated by using data 
repositories.  

 Data must always be stored in compliance with policies of the University, and where 
applicable in compliance with the policy of an external funder. 

 Personal or identifiable data must not be shared with researchers who are not part of 
the research team. Personal data may be retained by the original research team only if 
there is unequivocal consent in place and a sound rationale. Access to personal or 
sensitive data must always be restricted. If passing personal data between research 
team members always use password protection or encryption.  

 Data format – if researchers are required or want to share their data by adding to a data 
repository the data should use a generic or standard format that is useable by others 
and in a format that does not require proprietary software to interpret.  

 Metadata - data must be accompanied by Metadata which will enable the data to be 
interpreted and reused by others.  

 External researchers may request copies of data from closed research projects and this 
must be enabled for funded research. Data is commonly stored in a data repository 
once a project is complete, subject to any agreed embargoes.  

 
1.4 What is Data? 
 
"Research data is defined as recorded factual material commonly retained by and accepted 
in the scientific community as necessary to validate research findings; although the majority 
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of such data is created in digital format, all research data is included irrespective of the 
format in which it is created." https://www.epsrc.ac.uk/about/standards/researchdata/  
 
A cross-disciplinary definition of research data is information that is collected or created to 
develop claims made in the academic literature. 
 
This includes quantitative information or qualitative statements collected by researchers in 
the course of their work by experimentation, observation, interview or other methods, or 
information derived from existing sources. Data can be: 
 
• Raw or primary data (e.g. direct from measurement or collection)  
• Secondary data processed from primary data for subsequent analysis or interpretation (e.g. 
cleaned up or as an extract from a larger data set)  
• Derived from existing sources where the copyright can be externally held 
 
In addition to measuring and recording physical conditions/attributes, examples of data are a 
spreadsheet of statistics, a collection of digital images, a sound recording, transcripts of an 
interview, survey data and fieldwork observations with appropriate annotations, an artwork, 
archives, published texts, a manuscript, etc. 
The essential essence of ‘data’ in terms of open research data is that they are the 
information necessary to support or validate a research project’s observations, findings or 
outputs. 
 
1.5 University RDM Requirements 
 
The University RDM policy stipulates that all new research projects must have a RDM plan, 
and consider copyright, intellectual property, data licensing, data protection, data access &  
security,  data re-use, and data repositories.   
While the focus of this guidance will initially be funded projects, the RDM policy states that 
all research projects must plan and prepare for data collection, processing, storage, 
retention and sharing.  
 
http://research.southwales.ac.uk/documents/4/USW_data_policy_FINAL.pdf  
 
1.6 Funder RDM Requirements 
 
Research funders have a range of requests or requirements that those who receive funding 
need to follow in relation to plans for managing data, short-term storage and long-term 
preservation of data, sharing data and publishing output, etc. All research council funders 
and other major funders provide policies and guidance on managing your data, which are 
available to you via the funder’s website or by contacting the funder directly.  
http://www.dcc.ac.uk/resources/policy-and-legal/  
 
1.7 Freedom of Information (FoI) requests  
 
Researchers need to be mindful of Freedom of Information (FoI) requests because the FoI 
Act (2000) gives a general right of access, subject to certain exemptions, to all types of 
recorded information held by public authorities, which for the purposes of the Act includes 
universities. As members of a publicly-funded university, researchers may receive FoI or 
Environmental Information Regulation 2004 (EIR) requests about their research, and may 
also receive requests for access to research data. Both FoI and EIR include a number of 
exemptions and exceptions to protect information such as confidentiality or sensitive data or 
financially valuable information. 
 

https://www.epsrc.ac.uk/about/standards/researchdata/
http://research.southwales.ac.uk/documents/4/USW_data_policy_FINAL.pdf
http://www.dcc.ac.uk/resources/policy-and-legal/
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If a researcher is given a FoI request, they should notify Research and Innovations Services 
and consult the University Information Compliance Officer in the University Secretary’s 
Office for help determining whether they must release certain information. 
 
http://uso.southwales.ac.uk/ig/foi/foistaff/   
 
1.8 When to think about RDM 
 
RDM has relevance at every stage of a research project. This guidance follows the idea that 
Research Data itself has an iterative lifecycle which may live on beyond the official closure of 
the research project that first created it. In simple terms, it is now a requirement to plan the 
data arrangements of research before a RCUK funded project begins, and all research 
projects must comply with the USW RDM policy.   
http://research.southwales.ac.uk/documents/4/USW_data_policy_FINAL.pdf 
 
 
 

  

http://uso.southwales.ac.uk/ig/foi/foistaff/
http://research.southwales.ac.uk/documents/4/USW_data_policy_FINAL.pdf
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2 Create a plan for research and collect data  
 

Firstly, at the start of a research project researchers should find out what the research data 
requirements of the University and / or their funder are and build this into a RDM plan.  
RDM involves common sense and good practice so most researchers will already be part of 
the way to meeting RDM requirements.  

 

2.1 Data Management Plans (DMP) 

“Funding bodies increasingly require grant-holders to develop and implement Data Management 
and Sharing Plans (DMPs). 

Plans typically state what data will be created and how, and outline the plans for sharing and 
preservation, noting what is appropriate given the nature of the data and any restrictions that 
may need to be applied” Digital Curation Centre.” http://www.dcc.ac.uk/resources/data-
management-plans  

2.2 RDM Plan Creation - Where do I start? 
 

1. If required, researchers should consider completing the free RDM training at: 
http://mantra.edina.ac.uk/  
 

2. Firstly, establish what RDM requirements your research funder expects to be 
described and the arrangements they want you to have in place. In the absence of 
formal requirements, or for unfunded research – researchers should consider a data 
management planning checklist against the project idea.  
http://www.dcc.ac.uk/sites/default/files/documents/resource/DMP_Checklist_2013.pdf  
 

3. Consider which internal and external resources are required to meet the RDM 
expectations of a funding body.  
http://www.dcc.ac.uk/resources/policy-and-legal/ 

 
4. In the absence of external requirements, consider the University’s RDM policy and 

ensure your data management plan meets the principles.  
http://research.southwales.ac.uk/documents/4/USW_data_policy_FINAL.pdf 
 

5. Form a written Data Management Plan (DMP): 
 

The funder of your work may request that their own DMP template is completed and 
submitted with a grant application. If there is no template specified for your research 
please use the DCC template. Both funder templates and the default DCC template 
can be located here:  https://dmponline.dcc.ac.uk/public_templates  
 
Example DMPs completed by other academics: 
https://dmponline.dcc.ac.uk/public_plans 

 

2.3 Data management planning tools 
 

The Digital Curation Centre have created a data 
management planning checklist that can be 
consulted 

http://www.dcc.ac.uk/sites/def
ault/files/documents/resource/
DMP_Checklist_2013.pdf  
 

http://www.dcc.ac.uk/resources/data-management-plans
http://www.dcc.ac.uk/resources/data-management-plans
http://mantra.edina.ac.uk/
http://www.dcc.ac.uk/sites/default/files/documents/resource/DMP_Checklist_2013.pdf
http://www.dcc.ac.uk/resources/policy-and-legal/
http://research.southwales.ac.uk/documents/4/USW_data_policy_FINAL.pdf
https://dmponline.dcc.ac.uk/public_templates
https://dmponline.dcc.ac.uk/public_plans
http://www.dcc.ac.uk/sites/default/files/documents/resource/DMP_Checklist_2013.pdf
http://www.dcc.ac.uk/sites/default/files/documents/resource/DMP_Checklist_2013.pdf
http://www.dcc.ac.uk/sites/default/files/documents/resource/DMP_Checklist_2013.pdf
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Data Management Planning Online - is an on-line 
RDM tool that allows researchers to create RDM 
plans online (generic and funder specific 
templates), explain funder requirements, and 
export RDM plans for inclusion in funding bids.  
 

https://dmponline.dcc.ac.uk/  

 

2.4 File format planning 
 
Research data needs to be saved in a file format that ensures the accessibility and re-
usability of research data in both the short and longer term. The format and software in 
which research data are created usually depend on how researchers choose to collect and 
analyse data, which is sometimes determined by discipline-specific standards and customs. 
 
Researchers need to plan ahead to consider which file formats will be used to store data. 
 
All digital information is designed to be interpreted by computer programs to make it 
understandable. All digital data are thus at risk of becoming inaccessible should the 
hardware or software environments they depend on become obsolete.  
 
Despite any perceived backward compatibility between existing file formats, the safest option 
to guarantee long-term data access and usable data is to convert data to standard formats 
that most software are capable of interpreting. This typically means using open or standard 
formats, such as:  
 
 Textual data: XML, TXT, HTML, PDF/A (Archival PDF) 
 Tabular data (including spreadsheets): CSV 
 Databases: XML, CSV 
 Images: TIFF, PNG, JPEG (note: JPEGS are a 'lossy' format which lose information when 

re-saved, so only use them if you are not concerned about image quality) 
 Audio: FLAC, WAV, MP3 
 
Some proprietary formats (such as Microsoft Rich Text Format, Microsoft Excel and SPSS) 
are widely used and likely to be accessible for a reasonable, but not unlimited, time. 
 
Qualitative data analysis products 
 
Qualitative data analysis software packages such as NVivo, ATLAS-ti and MAXQDA have 
export facilities that enable a whole 'project' consisting of the raw data, coding tree, coded 
data, and associated memos and notes to be saved. 
 
For archiving such data, the raw data, the final coding tree and any useful memos should be 
exported prior to deposit. While there is a desire to preserve coded data they are not 
normally distributed, as they cannot be exported in a common non-proprietary format. In 
addition, because the coding process is subjective, it may not be applicable to the secondary 
analyst's topic of investigation. 
 
Further information: https://www.ukdataservice.ac.uk/manage-data/format/file-formats  

 

2.5 Additional issues to consider during planning 
Researchers should consider the ethical and data protection issues associated with their 
proposed project plan, while also considering whether there are considerations related to 
Intellectual Property. 
 

https://dmponline.dcc.ac.uk/
https://www.ukdataservice.ac.uk/manage-data/format/file-formats
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2.5.1 Data Protection and Research Ethics  
 
This provides general guidance rather than legal advice. 
 
Data protection 
If researchers handle personal information about individuals, they have a number of legal 
obligations to protect that information under the General Data Protection Regulations 
(GDPR) 2018 that enhances the Data Protection Act of 1998. This gives individuals certain 
rights, and imposes obligations on those who record and use personal information to be 
open about how information is used.  There are eight data protection principles concerning 
how personal data should be managed: 
 

1. Processed fairly and lawfully 
2. Obtained for specified and lawful purposes (legal basis) 
3. Adequate, relevant and not excessive 
4. Accurate and, where necessary, kept up-to-date 
5. Not kept for longer than necessary 
6. Processed in accordance with the subject's rights 
7. Kept secure 
8. Not transferred abroad without adequate protection 

 
Legally, data which contain personal information must be treated with more care than data 
which do not, as dictated by the Data Protection Act 1998, which states that personal data 
should only be accessible to authorised persons. Personal information can be removed from 
data files and stored separately under more stringent security measures. Any digital files or 
folders which contain sensitive information and data should be encrypted. 
 
Please consult the University Information Compliance Officer or the University Secretary’s 
Office for help with queries related to Data Protection: http://uso.southwales.ac.uk/ig/dp/  
 
Research Ethics 
 
When research involves obtaining data from people, researchers are expected to maintain 
high ethical standards such as those recommended by professional bodies, institutions and 
funding organisations, both during research and when sharing data. Research data, even 
sensitive and confidential data can be shared or retained ethically and legally if researchers 
pay attention, from the beginning of research, to four important aspects:  
 

 Anonymous data sharing or Retention of personal data  
Within the remit of the USW GDPR guidance, researchers must inform participants 
appropriately about the personal data being collected and the purpose of its retention or 
sharing. If the participant does not want either or one of the retentions to occur the 
researcher must enable participants to decline, and the research team must plan for 
removing that participant’s data from the dataset. If personal data is being collected 
and retained, researchers must be able to demonstrate that they comply with the 
USW data protection policy, and the GDPR more widely.  

 Where needed, protect people’s identities by anonymising data. 

 Consider controlling access to data and sharing techniques. 

 Use encryption and passwords on personal or confidential data.  
 

These measures should be considered jointly. The same measures form part of good 
research practice and data management, even if data sharing is not envisioned or permitted. 
Data collected from and about people may hold personal, sensitive or confidential 

http://uso.southwales.ac.uk/ig/dp/


11 
V1 16092019 
 

information. This does not mean that all data obtained by research with participants are 
personal or confidential. 
 
Personal data can be legitimately retained under the terms of the GDPR (2018). However, 
its use must remain within the scope of the original intentions that were stated to the 
participant at the time of agreeing to participate. Any published results must be anonymised.  
 
USW Research Ethics Intranet pages 
https://thehub.southwales.ac.uk/Interact/Pages/Section/SubFullOne.aspx?subsection=5970  
 

2.5.2 Intellectual Property Rights (IPR) 
 
What is IPR?  
Intellectual Property Rights (IPR) can be defined as rights acquired over any work created or 
invented with the intellectual effort of an individual.  Common types of IPR include 
copyrights, patents, trademarks, geographical indications, industrial design rights, integrated 
circuits and design layouts and confidential information (trade secrets). Works such as texts, 
images, music, sound recordings and databases have associated legal rights.  
 
Under intellectual property law, owners are granted certain exclusive rights, such as the 
ability to publish to various markets, license the manufacture and distribution of inventions, 
and sue in case of unlawful or deceptive copying.   
 
As a researcher, it is important to clarify ownership of and rights relating to research data 
before a project starts. Ownership and rights will determine how the data can be managed 
into the future, so these should be documented early in a project through data management 
planning and the creation of a research data management plan.  
 
IP which has potential exploitation or publicity value or could otherwise enhance the 
reputation of USW should be identified and disclosed to Research and Innovation Services 
at the earliest opportunity.  
 
What rights might be in your data? 
For most research data, the most relevant rights will be copyright and database rights. 
 
What is copyright? 
Copyright applies to textual works, images, music and audio/video recordings that are 
original (originality in this context meaning not copied from another source, and requiring skill 
and judgement to produce). If your research data includes items like photos, recordings or 
texts of more than a sentence or two, they are very likely to be protected by copyright. 
Copyright can also exist at more abstract levels, such as in the selection of elements in a 
dataset, or the structure in which the elements are arranged, provided again that selection or 
structure is original. 
 
In the UK copyright usually expires 70 years after the death of the creator. Works on which 
copyright has expired are considered to be in the public domain, and therefore can be used 
freely. 
 
What are database rights? 
In the EU, there is another set of rights that protect some databases and datasets. These 
‘database rights’ do not require the datasets they protect to be original in the same way that 
copyright does. In order to be protected, a database only needs to have required significant 
investment of time or money (or both) to produce. It is possible for a single database to 
contain both database rights and copyright; for example an exhaustive collection of a 

https://thehub.southwales.ac.uk/Interact/Pages/Section/SubFullOne.aspx?subsection=5970
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specific kind of text could be a database (protected by database rights) of copyright-
protected works. 
 
IP and USW 
 
This is in no way intended to be comprehensive, nor should it supersede the approved 
university policies related to the areas covered. Approved University policies will be noted for 
further examination by the reader. 
  
Staff - The University generally asserts ownership of intellectual property devised, made, or 
created by staff of the University in the course of their employment. Generally, this will 
include intellectual property rights in data generated in the course of University research, 
including research funded by external sponsors such as the Research Councils. In this 
scenario an exception exists where a member of Staff creates and/or develops IP in the 
course of, or pursuant to, a sponsored research or other agreement with a Third Party, such 
as a research funding council. IP will initially belong to the University and then ownership will 
be determined according to the terms of the relevant Third Party agreement. 
 
However, any generic statement in a grant application or data management plan (when it is 
still unclear what sort of intellectual property will be generated), should probably make it 
clear that IP rights in data generated in the course of research usually vest in the University. 
 
This is set out in the USW IP policy which covers intellectual property. 
 
Students – Rights in IP created by students, e.g. copyright in course assignments, essays, 
dissertations and other creative works, will belong to the student. However, the University 
generally asserts ownership of intellectual property devised, made, or created by students of 
the University if the student:  
 
Participates in an educational programme which is funded by the University or an external 
sponsor; or  
Generates IP which builds upon existing IP produced by a member of academic staff; or 
Generates IP jointly with a member or members of academic staff; or 
Generates IP jointly with an external organisation, e.g. an employer, or any other 3rd party 
 
Where IP rights are created as a result of collaboration, the resulting ownership may be sole, 
joint or several.  
 
This is set out in IP policy which covers intellectual property for students. 
https://uso.southwales.ac.uk/ig/ip/policies/      
 
IP and collaboration 
 
In some cases, academic or commercial collaborators may have intellectual property rights 
in research outputs.  Normally there should be consortium agreements or legal contracts 
associated with such collaborations.  
 
For support around setting up collaboration agreements please contact Research and 
Innovation Services or visit the Research website http://research.southwales.ac.uk/support-
for-staff/collaboration/  
 
IP and data sharing 
 

https://uso.southwales.ac.uk/ig/ip/policies/
http://research.southwales.ac.uk/support-for-staff/collaboration/
http://research.southwales.ac.uk/support-for-staff/collaboration/
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Researchers should clarify ownership of and rights relating to research data before a project 
starts. Data which include multiple copyright layers or rights owners, typically cannot be 
shared unless permission for data sharing has been given by all copyright/rights holders.  
 
When an article is published, the publisher may impose restrictions on making it and the 
underlying data freely available through other channels. The extent of such restrictions will 
generally depend on what was agreed between the publisher and the author(s) at the time 
the article was accepted for publication.  
 
The SHERPA / RoMEO service (based at the University of Nottingham) lists publishers and 
their associated copyright agreements. Use RoMEO to search for a publisher, or a particular 
journal, to see which rights are assigned to publishers and which are retained by the author.  
If you are sharing your data, providing clear guidance on what re-users can do with it helps 
disentangle some of the complexities and ambiguities surrounding the rights associated with 
that data. http://www.sherpa.ac.uk/romeo/index.php  
 
One way of clarifying the terms of use is to license research data – see below for more 
details. 
 
Licensing research data 
 
Licensed data clarifies the terms of use for your data – disentangling what could otherwise 
be quite a complicated default legal position. 
A licence is a formal statement issued by the holder of the rights to a particular work (e.g. a 
database), giving permission to use the work in certain specified ways.  
Researchers might, for example, specify that if the data is re-used, the researcher must be 
cited as the creator – or that the data may be used for research and educational purposes, 
but not in commercial contexts.  
 
It is still possible for potential re-users to approach you and seek specific permission to use 
the data for other purposes or in other ways.  
 
Licenses for data fall into two broad categories:  
 

 Traditional data sharing or collaboration agreements, which grant rights only to 
specific individuals or entities.  

 ‘Open’ licenses, which grant rights to anyone, often subject to certain minimal 
conditions like attribution of the data’s owner.  

 
Commonly used open licenses for data include Creative Commons, and Open Data 
Commons licenses.  
 
Alternatively, if you control all rights to a research dataset, and wish to make it available for 
others to use without any restrictions at all, researchers might consider using a Creative 
Commons Open Data CC Zero public domain dedication and waiver.  
 
The DCC’s guide on licensing research data provides a useful overview:  
http://www.dcc.ac.uk/resources/how-guides/license-research-data  
 

 

 

 

http://www.sherpa.ac.uk/romeo/index.php
http://creativecommons.org/
http://www.opendatacommons.org/
http://www.opendatacommons.org/
https://creativecommons.org/about/cc0
http://www.dcc.ac.uk/resources/how-guides/license-research-data


14 
V1 16092019 
 

 

 

  



15 
V1 16092019 
 

3 Organise, structure and process data  
 

It is easy for research data to become disorganised. Researchers should use file and folder 
structures, and name, describe and document their data. This will save time, reduce errors 
and enable the research team and others to find and understand what has been done. 

 

3.1 Organising data and emails 
 
Organising data files carefully will save time and frustration and prevent duplication or errors 
by helping researchers and their colleagues find what they need when they need it. Email 
should be considered in terms of content, the associated attachment, and also as a means 
to describe process, decisions and communication. As with all recorded information held by 
the University, emails are covered by Data Protection and Freedom of Information 
legislation, and therefore can be requested under these laws. This means they need to be 
managed effectively. 
 
Principles of organising data and emails 
 
 Existing conventions and procedures – find out what they are (research group, 

Department, College or University) and follow them. 
 Consistency – agree what works and stick to it.  Don’t use multiple conventions. 
 Use of folders to store data and emails– apply logical structuring of files within folders 

relating to projects or issues, keeping things in the same place and making them easy to 
find.  Don’t leave files unsorted, hanging under top level folders. 

 Structure folders hierarchically – design a hierarchy with higher level broader topics, 
with more specific folders within these.  Do not create very tall, and/or labyrinthine 
structures e.g. with similar issues appearing at multiple levels. 

 Good folder naming – folders should be named after projects and research issues, with 
clear meaning.  Do not create names which are meaningless (or only mean something to 
you), excessively long, or relate to individuals. 

 Current and completed work – it may help to separate current and completed work or 
versions or files/documents e.g. where a document will have many versions and multiple 
contributors consider a “Current version” folder. 

 Review what you have – don’t keep pointless multiple copies of data or email, and 
consider carefully what you need to retain, for how long, and what can (and can’t) be 
destroyed/deleted.  Consider this at intervals and at the end of a project. 

 Limit the use of attachments in email for research data exchange - use more secure 
methods to exchange data where possible. 

 Use Distribution Lists and Groups – avoid risks of misdirection of email by setting up 
standard lists/groups to include your collaborators. 
 

3.2 Naming files and folders 
 
Naming conventions are rules which enable the titling of electronic and physical folders, 
documents and records in a consistent and logical way. This ensures that the correct 
records can be located, identified and retrieved from a filing system in a timely fashion, and 
that they are stored in an appropriate secure location. Ideally, the best time to think how to 
name and structure the documents and directories you create is at the start of a project.  
The principles of naming conventions can equally be applied to electronic and physical 
files/folders/material. 
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File identifiability 
 
Good practice dictates that all information (files, datasets, documents, or records) should be 
identifiable and traceable. This can be achieved by following good practices by applying 
referencing to all documents/files. 
 
Document / file references will include: 
 

 File name, or full file path including file name 
 Name/role of file author(s) or originator(s) 
 Date of creation, edit or event which is the subject of the document/file 
 Version number if applicable 

 

3.3 Metadata 
 
Datasets that are in use currently, intended for archiving for future re-use, or for use by other 
researchers benefit from the addition of metadata. Metadata is information that describes a 
dataset. Metadata provides information about a dataset and its relevance so that it can 
easily be found when needed. Library catalogue records and telephone directories are good 
examples of metadata.  
 
Metadata are a subset of core data documentation, which provide standardised structured 
information explaining the purpose, origin, time references, geographic location, creator, 
access conditions and terms of use of a data collection.   
 
It is good practice to begin to document research data at the earliest point and continue to 
add information as it progresses. It is easier to capture it at the time, rather than trying to 
remember things at a later date. 
 
How does metadata work? 
 
In practice, a data deposit service such as the UK Data Archive collect the initial catalogue 
record information from the data deposit form, which is completed by the data depositor. 
They then enhance information from the accompanying documentation to create a metadata 
record. 
 
A metadata record may include the following information:  
 Study description - information about the context of the data collection such as 

bibliographic citation of the study and data, 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 
 Title, Date, Author(s), Format, File name/path, Storage location/URL, Rights, Keywords  
 
UK Data Archive: https://www.ukdataservice.ac.uk/manage-data/document/metadata  
 

3.4 Plagiarism and referencing 
 
The Shorter Oxford English Dictionary defines plagiarism as the taking and using as one's 
own - the thoughts, writings, or inventions of another. In an academic context, plagiarism 

https://www.ukdataservice.ac.uk/manage-data/document/metadata
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implies a deliberate act on the part of the writer or researcher to use the work, ideas or 
expressions of others as if they were his or her own. 
 
Deliberate plagiarism, therefore, is misconduct, and should be dealt with in accordance with 
the USW Research Misconduct Policy.  
 

3.5 Identifiers, Citation, and Version Control 
 
Identifiers  
 
An identifier is a unique identification code that is applied to 'something', so that the 
'something' can be unambiguously referenced. A persistent identifier is an identifier that is 
permanently, and unambiguously assigned to an object e.g. ISBNs, DOIs, and national 
insurance numbers. 
 
In research DOI’s are becoming more popular. DOI® names are assigned to any entity for 
use on digital networks. They are used to provide current information, including where they 
(or information about them) can be found on the Internet. 
 
Information about a digital object may change over time, including where to find it, but its 
DOI name will not change. 
 
The system is managed by the International DOI Foundation, an open membership 
consortium including both commercial and non-commercial members.  
 
Data Cite is a leading global non-profit organisation that provides persistent identifiers 
(DOIs) for research data: https://www.datacite.org/dois.html  
 
Citation  
 
It is generally agreed data should be cited in just the same way that you can cite other 
sources of information, such as articles and books. Data citation can help by: 

 Enabling easy reuse and verification of data 
 Allowing the impact of data to be tracked 
 Creating a scholarly structure that recognises and rewards data producer  

 
A dataset citation should include all of the same components as any other citation: 
 

 Author 
 Title 
 Year of publication  
 Publisher (for data this is often the archive where it is housed) 
 Edition or version 
 Access information (a URL or other persistent identifier) 

 
Many online repositories or data centres provide guidelines on how to cite the data that they 
maintain and provide. For example, the UK Data Service and the UK Data Archive both 
provide thorough guidelines on citing the data they have available. 
 
Version Control  
 
Version control is the means by which different versions and drafts of a document (or file or 
record or dataset) are managed.  
 

https://www.datacite.org/dois.html
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Version control involves a process of naming and distinguishing between a series of draft 
documents which lead to a final (or approved) version, which in turn may be subject to 
further amendments. It provides an audit trail for the revision and update of draft and final 
versions. 
 
Version control should be used where more than one version of a document exists, or where 
this is likely to be the case in the future.  To aid identification of single version documents 
follow naming conventions and a creation date may be added as a useful identifier. 
 

 To ensure identifiability, version information should be included as part of both the file 
name, and within the document itself, alongside the date, author and filename (or full file 
path). 

 Each successive draft of a document is numbered sequentially from 0-1, 0-2, 0-3… until a 
finalised or approved version is complete (although full stops will be used ordinarily within 
numbering, dashes are shown here e.g. 0-1 to indicate how numbering should be applied 
to electronic filenames). 

 The first final/approved version should be numbered 1-0. 

 If version 1-0 is revised, drafts are numbered as 1-1, 1-2… until version 2-0 is complete, 
and so on. 
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4 Store and Preserve data for reuse and use 
by others 

 

Researchers need to consider the arrangements needed to store their data appropriately 
while their project is ongoing. Researchers should be mindful of issues related to short and 
long term data storage, data security, data retention, data disposal, backup and 
collaboration. 

 

4.1 Storage of data 
 
The question “How do I store my data?” is a simple one but has as many possible answers. 
Researchers must be aware of the requirements their funding body have stipulated.  
 
For an overview of funder requirements please see the Digital Curation Centre: 
http://www.dcc.ac.uk/resources/policy-and-legal/  
 
Researchers should consider what is needed: 
 

 During and beyond the lifetime of the project (short and long term)  
 To ensure the data is secure 
 To ensure the data can be accessed easily 
 To meet relevant standards and requirements of the university, a funder, and/or 

legislation 
 To protect sensitive, personal, or confidential data by anonymising before depositing 
 When working on the move 
 When using mobile devices e.g. digital recorders, laptops etc. 
 To support collaboration between researchers 
 To store the volume of data that will be produced 
 To enable long term storage of data such as in a data repository 

 

4.2 Security of data 
 
Whatever research data is collected, whether or not it is legally defined as sensitive or 
confidential (with associated legal requirements over its management), it must be kept 
secure, its access controlled, and kept safe from corruption.  
 
Data should be stored in accordance to the principles of the USW RDM policy:  
http://research.southwales.ac.uk/documents/4/USW_data_policy_FINAL.pdf 
 
Researchers need to consider: 
 
 Both electronic and physical security. 
 Security of both electronic and physical resources (it is wasted effort to enforce 

appropriate electronic security but leave physical copies of data open for others to 
access). 

 Prevention of accidental or malicious damage or modification to data. 
 Theft of data. 
 Who needs to access, and to what? 
 Appropriate access control to data resources – establishing boundaries around your data, 

defining who can and can’t access, what they can do with it. 
 Compliance with confidentiality, privacy and consent agreement and legislation. 

http://www.dcc.ac.uk/resources/policy-and-legal/
http://research.southwales.ac.uk/documents/4/USW_data_policy_FINAL.pdf
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 Release of data before assurance of accuracy and authenticity, and the potential to void 
intellectual property claims. 

 What devices are used to store data in the short, medium and long-term? 
 How data is transferred between devices e.g. interviews captured on digital recorders in 

the field being transferred to University research data storage. 
 The use and security of storage devices, particularly mobile devices e.g. external hard 

drives and laptops, and use of appropriate encryption. 
 

4.3 Confidential data 
 
Confidentiality can be defined in terms of that, which is intended to be kept secret. Dealing 
with its implications and ethical and legal obligations is an integral part of research. With 
drivers in research ethics, detailed and strenuous requirements (particularly for example in 
health related research), and implications within research practice, there are considerations 
in the short and long term. 
 
Confidential participant information is restricted and should not be disclosed beyond the 
study team. Confidence is a binding legal duty, which arises when a direct assurance of 
confidentiality is given by a researcher to a participant. A duty of confidence may also arise 
naturally when material of a sensitive or private nature is exchanged in a confidential 
context. Here a participant will have every right to expect that their information will remain 
confidential even if no direct assurance has been given. NOTE: Researchers should 
generally assume that the personal information of participants is confidential 
especially if it touches on private or sensitive matters. 
 
Being in receipt of personal information is considered part of processing data. This means 
that when a researcher asks for information about someone else, that researcher must have 
a valid reason for receiving the information (for example, the data subject has consented to 
this or it is in the data subject’s vital interests). 

 

4.4 How should I store confidential data? 
 

 All members of the University have a general duty to comply with the common law 
obligations of confidentiality. Maintaining the confidentiality of personal data is an 
important step towards complying with the eight data protection principles. 
 

 Personal data that is being stored must always be encrypted or password protected. 
Access to personal or sensitive data must always be restricted.  

 

 Personal or identifiable data must not be shared with researchers who are not part of the 
research team.  

 

 Storage and retention of data that are considered confidential or sensitive should be 
addressed during the informed consent process. Participants should be told: How the 
data will be used, for what purposes, and who will have access.  

 

 Personal data should be anonymised as soon as feasible to do so. The risk of participant 
identification are typically minimised through the anonymisation of data and the restriction 
of access through a dedicated rights management framework, and adoption of robust 
security measures.  

 

 Signed consent forms or other non-digital records may contain identifying information and 
should be stored separately from data files, although an anonymous ID system can help 
link the two sets of materials together if required (e.g. for re-contacting purposes). Long 
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term, the dependency on consent forms can be eliminated if data is truly anonymised, 
without a coding system.   

 

 It is important to be aware of the risks of storing personal data. Legally, data which 
contain personal information must be treated with more care than data which do not. 
From March 2018, financial penalties can be enforced for the deliberate or intentional 
circulation of personal data. Personal information can be removed from data files and 
stored separately under more stringent security measures, as discussed above.  

 

 Personal data may be retained by the original research team only if there is unequivocal 
consent in place and a sound rationale. 

 

4.5 Clinical data - Health and Social Care Research 
 
It is a legal requirement that when patient data is used for purposes not involving the direct 
care of the patient, i.e. Secondary Uses, the patient should not be identified unless other 
legal means hold, such as the patient's consent or Section 251 approval. This is set out 
clearly in the NHS policy and good practice guidance document 'Confidentiality: the NHS 
Code of Practice', which states the need to 'effectively anonymise' patient data prior to the 
non-direct care usage being made of the data’. 
 

4.6 Back-up of data 
 
The university provides network storage that can be used for all data and document files. 
These are referred to as the personal network drives and are accessible as a personal 
private file/folder structure for only you to access. The university can also provide other 
network shares which are used for collaborative or shared access, as well as other file-
storage systems such as SharePoint.  
 
The network shared drives are backed up on a regular basis, so that research data and 
documentation is protected and restorable in the event of a computer failing. 
 
Please be mindful that this provision may not meet the full requirements of a funding body or 
a research project – and researchers are encouraged to contact IT Services. 
 
Storage areas that are not backed up 
 
Data or documents saved onto the computer desktop or to your local computer C-drive are 
not backed up, unless you have made your own arrangements. 
 
Please ensure that all data and documents are saved to either your network share, 
SharePoint or you have made a copy to an external hard drive – again please be 
mindful of restrictions that may exist over your data, such as Data Protection and 
confidentiality, Intellectual Property, and that version control should be used to avoid 
errors occurring in the data being stored.  

 

4.7 Access to research data for collaborators  
 
Research teams are often spread across research organisations and research collaborations 
are typically inter-university in nature. Researchers should consider how best to collaborate 
using the University and digital tools available to them. Researchers must consider whether 
there are restrictions that apply to the data intended for sharing, and how these restrictions 
can be overcome.  
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 Internal collaborations can request shared network drives with restricted access for 
data and document storage. 

 Office 365 enables; collaboration on documents, track and review changes and see a 
full version history for the life of the document, share and collaborate with people 
external to the University. 

 Transfer of data via email is not recommended as it is quite insecure. It is advised 
that one individual should be responsible for keeping track of the latest version of the 
file(s), if possible – keep a running document with the file names/versions, authors 
and dates, always encrypt sensitive information as E-mail is not secure, detach or 
delete attachments from your e-mail outbox (and, ideally your inbox) – these can eat 
up space quickly 

4.8 Selection, Retention and Disposal of data 
 
It is generally agreed that during any research project there needs to be decisions made 
about the project data that is going to be kept and destroyed. Differing forces may affect this 
decision, such as: 
 
 What data does my funder require me to keep?  
 What data does the university require me to keep? 
 What does legislation require me to keep or destroy? For example, the Data Protection 

Act -“Personal data processed for any purpose or purposes shall not be kept for longer 
than is necessary for that purpose or those purposes. 

 Is this data 'vital' to the project or organisation? 
 Do I have the legal and intellectual property rights to keep and re-use this data? If not, 

can these be negotiated? 
 Is there sufficient documentation to explain the data, and allow the data or record to be 

found wherever it ends up being stored? 
 If I need to pay to keep the data, can I afford it? 
 Ensure that what you keep is well documented – will anyone know what it is? 
 Store, name and organise appropriately – consider for example what will happen when 

you leave and the data is left for others to manage and use. 
 

4.9 Data retention  
 

Retention of research data. Please note - in some instances it will be necessary to satisfy 
the requirements of your regulatory body AND` the funder of your study. Please seek 
advice where you are unsure.  

Priority Organisation providing 
guidance 

Guidance 

1 Funding council guidelines 
(e.g. EPSRC, Wellcome 
Trust, Arts & Humanities 
Research Council 
(AHRC). 
For: Staff and student. 
If work is not funded or 
funding body has no 
stipulations, see point 2. 

Stipulate conditions for retention and storage. 
Including where data/findings are challenged. (For 
example, the EPSRC states that data from the 
studies they fund, should be kept for a minimum of 
10 years.) 

2 Regulatory body. Such as 
NHS or British 
Psychological Society 
(BPS). 

For example, BPS: If the research is to be 
published, most scientific journals require original 
data (including videos and transcripts) to be kept 
for 5 years. If it is not to be published then the data 
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For: Staff and student. 
If not applicable see point 
3. 

should be kept for 1 year, but this can lead to 
difficulties if publication is subsequently required as 
original data cannot be checked or examined if 
necessary. 

3 United Kingdom Research 
Integrity Office (UKRIO) 
(default for unfunded 
research) 
For: Staff and student. 

Data should be kept intact for any legally specified 
period and otherwise for three years at least, 
subject to any legal, ethical or other requirements, 
from the end of the project. It should be kept in a 
form that would enable retrieval by a third party, 
subject to limitations imposed by legislation and 
general principles of confidentiality. Where data is 
published in the public domain – data to be kept for 
5 years before disposal. No requirement to keep 
resetting retention clock with each request to 
access the data. 
http://ukrio.org/wp-content/uploads/UKRIO-Code-
of-Practice-for-Research.pdf  

 

4.10 Long term storage of data 
 

In data management, long term data storage is referred as data preservation. It is 
the process of maintaining access to data so that it can still be found, understood 
and used in the future. The practice of publishing research articles may lead to an external 
researcher requesting a copy of USW data. This alone gives a rationale to store safely and 
document clearly each dataset from a completed research project, to keep data organised 
and to preserve long term.  
 
The following are issues to be considered by the research team: 
 
 Storage media (particularly portable) is at risk of degrading and materials being lost. 
 Backing-up means keeping data available in the short term but saving your data in one 

or more places does not guarantee its longevity.  Preservation means active 
management in the long-term. 

 Research data may become incompatible with future software, see file format above. 
Changes to technology may incur unforeseen compatibility issues which may then affect 
the usability of the stored data. Similarly, files may be altered when opened with new 
software so that they are no longer be understandable or reliable for continued 
research. 

 Data may become unintelligible if no supporting documentation has survived, supporting 
the case for metadata to be created to accompany datasets. 

 Funders now require preservation of data for 10+ years. 
 Access control needs to be considered to ensure that final versions of data are not 

changed, accidentally or deliberately. Restricted access should be seriously considered. 
 Preservation needs to be considered as early as possible as part of data management 

planning – what preservation requirements will need to be met, and how will they be 
met. 
 

 
 
 
  

http://ukrio.org/wp-content/uploads/UKRIO-Code-of-Practice-for-Research.pdf
http://ukrio.org/wp-content/uploads/UKRIO-Code-of-Practice-for-Research.pdf
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5 Publish and make data accessible to share 
with others 

 

Researchers working on funded projects are now required to share their data, regardless of 
whether it is requested formally, once the end of their project is reached. This enables data 
to be reused by other researchers. Frequently, data are preserved within Data Repositories 
and then accessed by others who may want to reuse the data. Unfunded research may not 
face this same stipulation but the practice of sharing data (with the appropriate preparation) 
is considered best practice and there are a number of reasons for doing so.  

 

5.1 Why share data? 
 

 Encourages scientific enquiry and debate 

 Promotes innovation and potential new data uses 

 Leads to new collaborations between data users and data creators 

 Maximises transparency and accountability 

 Enables scrutiny of research findings 

 Encourages the improvement and validation of research methods 

 Reduces the cost of duplicating data collection 

 Increases the impact and visibility of research 

 Promotes the research that created the data and its outcomes 

 Can provide a direct credit to the researcher as a research output in its own right 

 Provides important resources for education and training 
 

5.2 Data sharing requirements 
 
Funders 
 
Research funders routinely have expectations and specific requirements regarding data 
sharing.  The Digital Curation Centre (DCC) provides an overview of major funders’ data 
sharing policies including data sharing requirements, and SHERPA JULIET provides a 
searchable international database of funders' open access and archiving requirements. 
 
DCC: http://www.dcc.ac.uk/resources/policy-and-legal/overview-funders-data-policies  
 
SHERPA JULIET: http://www.sherpa.ac.uk/juliet/  
 
Publishers 
 
Some publishers, e.g. the Nature Publishing Group, require authors to make data available 
as a condition of publishing. There is also a growing trend to link publications to the datasets 
which underpin the findings. 
 

5.3 Data Repositories – what are they? 
 
A digital repository differs from other digital collections in that: "content is deposited in a 
repository, whether by the content creator, owner or third party; the repository architecture 
manages content as well as metadata; the repository offers a minimum set of basic services 
e.g. put, get, search, access control; the repository must be sustainable and trusted, well-
supported and well-managed." (Digital Repositories Review, 2005) 
 

http://www.dcc.ac.uk/resources/policy-and-legal/overview-funders-data-policies
http://www.sherpa.ac.uk/juliet/
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Data Repositories maintain, and disseminate digital materials for a given community. Some 
communities are organised by subject (e.g. archaeological data, historical analyses, 
chemistry data, etc.) while others are organised by institution (e.g. materials from members 
of a university, usually focused on publications and theses rather than data). 
 
When software and hardware advance, repositories work to move digital materials into new 
formats so that they stay usable. Repositories also provide support for documenting and 
annotating (‘metadata’) and many provide additional services such as advice and assistance 
with data management, formats, security, and intellectual property rights concerns. 
 
Benefits of digital repositories 
 
 Raise the impact of research. Digital repositories allow researchers to make data easily 

accessible to more people than ever before.  
 Raise research profile. As the trend toward online open access rises, the prestige 

associated with data citations is growing. In addition, making some data available can 
increase the credibility of your analyses. 

 Keep research data safe and readable in the long term. Many repositories store and back 
up your treasured research products and will, if appropriate file formats are used, attempt 
to move the data into new file formats as the original formats become obsolete. So long 
as the repository exists, your materials will remain readable and usable. 

 A funder may require it. This is more and more common. Researchers can find summary 
of funders’ open access requirements using the SHERPA/JULIET database. Even if a 
funder does not require that data is deposited, a plan to deposit your data may strengthen 
your bid. http://www.sherpa.ac.uk/juliet/index.php  
 

5.4 Digital Repositories – What are the options? 
 
The University does not have its own Data Repository therefore researchers should make 
their data available by utilising a free online data repository.  
 
Before depositing in the first repository that is found, researchers should consider whether 
the repository’s terms and conditions acceptable? Where the data is going to be stored? Will 
a dataset be given a permanent DOI? Is the repository used by the people in a given 
discipline? Does the repository allow researchers to describe their data sufficiently, so it is 
easy to find? 
 
Sometimes a funder will require researchers to deposit data in a certain repository. To see if 
a funder has a preferred repository, please check the research data policy of a funder. 
 
If a funder does not have a preferred repository of choice, researchers may wish to use a 
discipline-specific repository which is frequently used in a field of research. Doing so will 
make a data set easy to find for a given research community. There are many repositories of 
this type, for example;  
 

- arXiv for mathematical and physical sciences 
- GEO for genomic datasets 
- The University of Oxford Text Archive for literary and linguistic materials  
- The UK Data Archive for Social Sciences and Humanities 
- Discipline-specific repositories provided by Scientific Data or by PLOS journals 
- Zenodo is general purpose repository 

 
re3data is a global registry of research data repositories, so researchers can search 
through their database to find the best repository to host their research data. 

http://www.sherpa.ac.uk/juliet/index.php
https://www.data.cam.ac.uk/research-data-policies/funders-policies
http://arxiv.org/
http://www.ncbi.nlm.nih.gov/geo/
http://ota.ox.ac.uk/
http://ukdataservice.ac.uk/deposit-data/how-to.aspx
http://www.nature.com/sdata/policies/repositories
http://journals.plos.org/plosone/s/data-availability#loc-recommended-repositories
https://zenodo.org/collection/user-cambridge
http://www.re3data.org/
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5.5 USW requirement - recording where a data is deposited 
 
All data that is deposited within an external data repository must be registered with the 
University by creating a new Dataset record in the USW PURE research management 
system. https://pure.southwales.ac.uk/admin/  
 
Queries should be sent to puresupport@southwales.ac.uk. 
  

https://pure.southwales.ac.uk/admin/
mailto:puresupport@southwales.ac.uk
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6 Further information and external sources 
 
http://www.data-archive.ac.uk/media/2894/managingsharing.pdf  
 
http://www.dcc.ac.uk/drupal/resources/how-guides  
   
 

7 Appendix A – Rough Guide to Research Data 
Management issues 

 
Based on http://www.dcc.ac.uk/resources/how-guides/develop-data-plan  
 
Researchers should consider their research project against the following issues:  
 
Data Types, Formats, Standards and Capture Methods 

 Outline volume, type, content, quality and format of the final dataset 

 Outline the metadata, documentation or other supporting material that should accompany the 
data for it to be interpreted correctly 

 What standards and methodologies will be utilised for data collection and management? 

 State the relationship to other data available in public repositories e.g.  
 
- Existing data sources that will be used by the research project 
- Gaps between available data and that required for the research 
- The added value that new data would provide in relation to existing data 
 

Ethics and Intellectual Property  
 Demonstrate that you have sought advice on and addressed all copyright and rights 

management issues that apply to the resource 
 Make explicit mention of consent, confidentiality, anonymisation and other ethical considerations, 

where appropriate, including data protection if appropriate.  
 Are any restrictions on data sharing required – for example to safeguard research participants or 

to gain appropriate intellectual property protection? 
 What are the further intended and/or foreseeable research uses for the completed dataset(s)? 
 How you will make the resource accessible to the potential audience(s) identified.  

 
- Where will you make the data available? 
- How will other researchers be able to access the data? 
- Will a data sharing agreement be required? 
- What is the timescale for public release of the data? 
 

 State any expected difficulties in data sharing, along with causes and possible measures to 
overcome these difficulties. 

 How will data sharing provide opportunities for coordination or collaboration? 
 Is there any legislative or funding requirements? 

 
Short-Term Storage and Data Management 
 Describe the planned data storage, data access, quality assurance and back-up procedures 

[security/storage] 
 Specify the responsibilities for data management and curation within research teams at all 

participating institutions and who will have access to data. Is restricted access required? 
 

Deposit and Long-Term Preservation 
 Identify which of the data sets produced are considered to be of long-term value 

http://www.data-archive.ac.uk/media/2894/managingsharing.pdf
http://www.dcc.ac.uk/drupal/resources/how-guides
http://www.dcc.ac.uk/resources/how-guides/develop-data-plan
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 Outline the plans for preparing and documenting data for preservation and sharing 
 Explain your archiving/preservation plan to ensure the long-term value of key datasets 

 
Resourcing 
 What resources will you require to deliver your plan? 
 Outline additional hardware, software and technical expertise, support and training that is likely to 

be required and how it will be acquired 
  



29 
V1 16092019 
 

8 Appendix B - USW Research Data 
Management Policy  

 
Position Statement  
 
The University of South Wales acknowledges and endorses the Research Council UK’s 
Common Principles on Data Policy statement1 that publicly funded research data are a 
public good, produced in the public interest, which should be made openly available with as 
few restrictions as possible in a timely and responsible manner that does not harm 
intellectual property. For the purpose of this policy, the term “research data” is clarified as 
information gathered through the pursuit of research activity. Such information may be in a 
variety of forms including quantitative data, interview recordings or transcripts, video or audio 
recordings.  
 
Research data management is of strategic importance to the university. The university 
provides an effective, safe and sustainable working environment, has developed appropriate 
policies and approaches based on current research lifecycle processes and expected best 
practice. Good research data management is important for securing research funding and 
we are keen to minimise risks associated with poor research data management.  
 
Coverage  
 
The following policy on Research Data Management applies to all research active staff 
and students. It needs to be acknowledged that this is an aspirational policy, and that 
implementation will take time. As a result the university will endeavour to manage research 
data to the highest standard throughout the research data lifecycle as part of the University’s 
commitment to research excellence.  
 
Institutional Responsibility  
 
• The University will work to provide mechanisms where no appropriate subject or publisher 
repository exists for the storage, backup, registration, deposit and retention of research data 
assets in support of current and future access, during and after completion of research 
projects.  
 
• The University will work to provide training, support, advice and, where appropriate 
guidelines and templates for the research data management and research data 
management plans.  
 

Researcher Responsibility  
 
• Direct responsibility for future research data management lies primarily with Principal 
Investigators who must ensure that data that has not been generated in a digital format is 
converted and stored in a timely manner.  
 
Data Management/Sharing Plans  
 
• All new research funding proposals must include research data management/ sharing 
plans that clearly address data capture, management, integrity, confidentiality and 
intellectual property, retention, sharing and publication.  
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• If any 3rd party data has been used, you must consider whether copyright clearance is 
necessary. You should ensure that you have obtained permission from the rights holder in 
writing before sharing or developing further data.  
 
• Personal data must be processed in accordance with the Data Protection Act 1998. The 
legitimate interests of the subjects of research data must be protected in line with the 
appropriate USW policy.  
 
• Research data management/sharing plans must ensure that research data are available for 
access and re-use where appropriate and under appropriate safeguards. Researchers are 
encouraged to create data in an appropriate digital format wherever possible, in order to 
facilitate data re-use (open-by-default).  
 
• Any data which is retained elsewhere, for example in an international data service or 
repository should be registered with the University of South Wales, along with the 
appropriate metadata.  
 
• Research data that represent records of the University, including data that substantiate 
research findings, should be offered for deposit and retention in an appropriate national or 
international data service or repository where possible.  
 
• Exclusive rights to reuse or publish research data should not be handed over to 
commercial publishers or agents without retaining the rights to make the data openly 
available for re-use, unless this is a condition of funding.  
 
Further Information  
 
Please contact the Research Librarian 


