How to use the Monash University Research Data Planning Checklist (Higher Degree by Research Student)

Important note on the status of this document: This draft version of the Monash University Research Data Planning Checklist (HDR Student) is available for the purposes of consultation with Monash University researchers and other stakeholders. Feedback on the draft is welcome and can be provided by email to the Data Management Coordinator.
Introduction

Data management planning is an important part of the responsible conduct of research. Data that you create, compile or collect during your research is a valuable asset that needs to be cared for over long periods of time.
You can use this checklist to: 

· Document your research data management activities;

· Identify areas of potential difficulty or conflict that need to be resolved with your supervisor;

· Find out more about data management services and tools available at Monash University, and how to access them.

Before you start

Completing the checklist will be easier if you are familiar with the following resources:
· The Australian Code for Responsible Conduct of Research (2007)
· Monash University’s Research Data Management website
About the checklist

For a Higher Degree by Research (HDR) project, you will gain the most benefit from the planning checklist if you complete it as early as possible in your project, and before confirmation of candidature.
Multiple-choice boxes make completing the checklist as quick and easy as possible.
You can transform the checklist into a more comprehensive data management plan by adding supplementary information and attaching other relevant documents.
If you need information or help to complete the checklist

Online resources

The checklist contains links to all the relevant Monash University Research Data Management Guidelines, as well as other sources of information and advice. 

Workshops

In association with the Monash Research Graduate School (MRGS), the Library holds regular exPERT workshops on research data management planning for your PhD. The goal of these sessions is completion of a first draft of this checklist. To register for a workshop, go to 
http://mrgs.monash.edu.au/exPERT-bookings/ and select Data Management as the category. 
One-on-one support

The Data Management Coordinator and your faculty Contact Librarians can guide you through completion of the checklist. 

What to do with your completed checklist

Retain a copy of the completed checklist with your research data.

You may find the checklist useful as a discussion document when talking to your supervisor and other Monash academic and professional staff about your data management needs.
Your data management requirements may change as your research progresses: policies, legislation, personnel and technologies all evolve, and refinements to research methodologies are common. Refer to your checklist regularly and update it as required.

National and institutional context

The Australian Code for Responsible Conduct of Research was released by the Australian Research Council (ARC) and the National Health and Medical Research Council (NHMRC) in 2007. The Code requires aspects of data management such as ownership, ethics, and retention to be well-documented by researchers. While there is currently no national requirement to lodge formal data management plans, it is very likely that ARC and NHMRC will require greater evidence of data management planning in future. 

Monash University’s Draft Research Data Management Policy recommends that all researchers, including HDR students, undertake data management planning. This will enable the University to better respond to changes in the wider policy and funding environment.
Research Data Planning Checklist (Higher Degree by Research Student)
	Name
	

	Faculty / division / unit
	

	Contact details
	

	Title / description of the Higher Degree by Research (HDR) project



	
	
	A. OWNERSHIP, COPYRIGHT, INTELLECTUAL PROPERTY (IP)
	KEY DOCUMENTS ON THIS TOPIC

Research data management guidelines: ownership, copyright and IP
Intellectual Property Framework 
Statute 11.2 IP and Copyright and IP Regulations
Explanatory Memorandum for IP Statute and Regulations
Copyright at Monash website
Practical Data Management: A Legal and Policy Guide [national guide]

	
	
	
	

	
	
	Copyright protection
	

	1. 
	(
	The data is protected by copyright. 

This will apply to most research data.
	

	2.
	(
	The data will be collected, created or compiled
	

	
	
	( in Australia - Australian copyright applies. 
	

	
	
	( outside of Australia.


	Consult the Copyright Advisers or University Solicitors.

	
	
	
	

	
	
	Ownership of copyright and IP
	

	3.
	
	The copyright and other IP in the data is owned by:
	

	
	(
	the Higher Degree Research Student
Research by Monash HDR student in the normal course of study, which does not fall into any of the other categories below.
	

	
	(
	Monash University
I have assigned IP to the University because it falls into one of the categories prescribed under the Statutes and Regulations.
	MRGS TIPS (topics in intellectual property): Assignment and Licensing (word, 33kb)

Provide a copy of MRGS IP and Assignment Forms to help clarify ownership of the data.

	
	(
	Monash University (joint ownership)

Research conducted by Monash in collaboration: copyright and IP ownership are documented in an agreement between the organisations.
Reference: 
	Provide a reference number or copy of the agreement.

	
	(
	Someone else owns the data
	

	
	
	( Monash HDR researcher is creating/collecting the data, but another party owns the copyright and IP.

Reference:
	A common example is research funded by a company that wants to retain copyright/IP. 
This might also apply to communities (e.g. indigenous groups) that participate in the research and negotiate ownership or co-ownership of the data.
Provide a reference number or copy of the agreement.

	
	
	( Monash HDR student is using data originating from another party and that party owns the data.

Reference:
	Common third parties are government  or commercial agencies with existing datasets.
Provide a reference number or copy of the agreement.

	
	
	
	


	
	
	Third party data
	Copyright at Monash – Using Third Party Content

	4.
	
	If someone else owns the data, how did you obtain it and what terms and conditions apply to your use of it?
	

	
	(
	Purchased or licensed the data commercially

Reference:
	Provide a reference number or copy of the agreement.

	
	(
	Obtained data under an open access license

Reference:
	Provide a reference number or copy of the agreement.

	
	(
	Obtained data through other means

Details:
	Formalise an arrangement with the data owners as soon as possible.
Tips on Seeking Permission from Copyright Owners

	
	
	
	

	
	
	B. ETHICAL REQUIREMENTS
	KEY DOCUMENTS ON THIS TOPIC

Research data management guidelines: ethical requirements
NHMRC National Statement on Ethical Conduct in Human Research [especially Section 3.2: Databanks] 
AIATSIS Guidelines for Ethical Research in Indigenous Studies

	
	
	
	

	5.
	(
	The research involves human subjects. 
This includes re-use of data from or about people, e.g. from health agencies.
	

	6.
	(
	A Human Ethics Application has covered / will cover requirements in the following areas: 
	

	
	
	( Privacy
( Confidentiality
( Cultural sensitivity

( Other
Ethics application ref. no.:
	Ethical requirements will impact on how you share and control access to the data.
Provide a reference number or copy of your application.
Information and forms from the Research Office

	7.
	(
	Other special requirements for managing data have been negotiated in addition to the Human Ethics Application.

Details: 
	Requirements additional to the standard ethics process may apply, e.g. participants in community-based research may specify where data is stored and who can access it. 

Provide any available documentation that helps to clarify ethical use of the data.

	
	
	
	

	
	
	C. DURABLE FORMATS
	KEY DOCUMENTS ON THIS TOPIC

Research data management guidelines: durable data formats

	
	
	
	

	8.
	
	Data formats used:
Details:
	Consider the durability of all data formats, including digital, print and physical samples.

	9.
	
	Data formats meet the following criteria:
	

	
	
	( Endorsed by an international or national standards agency
( Widely used

( Accepted as best practice in this discipline

Details: 
	Choosing standards-based formats assists with long-term access and preservation.

	10.
	
	Special hardware or software requirements (for digital data)

Details:
	Special hardware and software requirements may have an impact on long-term access and preservation.

	
	
	
	


	
	
	D. STORAGE AND BACKUP
	KEY DOCUMENTS ON THIS TOPIC

Research data management guidelines: storage and backup

	
	
	
	

	
	
	Digital data
	

	11.
	
	Digital data is stored in:
	

	
	(
	Monash Large Research Data Store (LaRDS)

Location: 
	Large Research Data Store (LaRDS)

	
	(
	Faculty-allocated network storage (e.g. “V-drive”)
Location:
	Faculty IT support contacts

	
	(
	Other
Details: 
	

	12.
	
	Digital data is backed up:
	

	
	(
	On LaRDS – automatic nightly backup
	Large Research Data Store (LaRDS)

	
	(
	On faculty-allocated network storage

Frequency of backup: 
	Faculty IT support contacts

	
	(
	Other backup arrangements

Details:
	

	
	
	
	

	
	
	Non-digital data
	

	13.
	
	Data in non-digital formats is/will be stored in: 
	

	
	(
	Secure facilities located in the school, institute, or centre
Location: 
	

	
	(
	Other

Location: 
	

	
	
	
	

	
	
	Data volumes (all formats)
	

	14.
	
	Estimated data volumes: 
Details: 
	Estimate data volumes and discuss these with your storage providers well in advance.

	
	
	
	

	
	
	E. SHARING DATA AND CONTROLLING ACCESS
	KEY DOCUMENTS ON THIS TOPIC

Research data management guidelines: sharing data and controlling access

	
	
	This section relates to data sharing during the course of the project. Longer-term data sharing is covered in the section below on deposit in a repository or archive. 
	

	
	
	
	

	
	
	Sharing data during the project
	

	15.
	
	During the project, data will be shared
	

	
	(
	Not at all – I am the only person that will have access
	

	
	(
	Internally – Monash staff (e.g. supervisor) and other students
	Only share data if you are sure about the implications of doing so, in terms of copyright and IP ownership, and ethical requirements.

	
	(
	Externally – e.g. co-supervisor at another institution, research participants, funding agency)

Details:
	

	16.
	
	Data will be shared with external parties in the following ways:
	

	
	(
	Data stored at Monash will be accessed by others, e.g. using an online shared workspace
Details:
	This includes access to Monash systems for storing and managing digital data that are provided by the Monash e-Research Centre.

	
	(
	Data will be transferred to the other location/s
	

	
	
	( using specialised data transfer tools like file transfer protocol (FTP) , GridFTP or Hermes

( by email

( on physical media, e.g. DVDs, hard disk drives

( by other means
Details:

	The Monash e-Research Centre provides advice about specialised data transfer tools.

	
	
	
	

	
	
	Controlling access
	

	17.
	
	Access to the data during the project will be
	

	
	(
	restricted
	

	
	
	( password-protected (digital data only)
( encrypted (digital data only) 
( physical security, e.g. locked filing cabinets, check-out procedures

Details:
	

	
	(
	unrestricted.
	

	
	
	
	

	
	
	F. DOCUMENTATION AND METADATA
	KEY DOCUMENTS ON THIS TOPIC

Research data management guidelines: documentation and metadata

	
	
	
	

	18.
	
	The following documentation and/or metadata (information about the data) will ensure data can be retrieved and used:
	

	
	(
	Inventory of data assets

Details:
	Draft data inventory template (Excel spreadsheet 18 Kb)

	
	(
	Metadata standards

Details:
	

	
	(
	Protocols for identifiers / reference numbers

Details:
	

	
	(
	Protocols for filenaming

Details:
	

	
	(
	Protocols for document structures – e.g. column headings, document properties etc.
Details:
	

	
	(
	Data dictionaries, data definition files and schema
Details:
	

	
	(
	Other documentation or metadata requirements (including software that may be used to managed documentation and metadata)
Details:
	

	
	
	
	


	
	
	G. RETENTION AND DISPOSAL
	KEY DOCUMENTS ON THIS TOPIC

Research data management guidelines:  retention and disposal
Draft retention and disposal arrangements for research data and records

	
	
	
	

	
	
	Minimum periods
	

	19.
	
	Data must be retained after submission of the thesis or publication of results for a minimum of:
	

	
	(
	5 years

Standard retention period
	

	
	(
	7 years

Psychological testing or intervention with adults
	

	
	(
	15 years

Medical research involving clinical trials
	

	
	(
	25 years after date of birth of participants

Psychological testing or intervention with children
	

	
	(
	Other time period
Details:
	

	20.
	
	Based on the above, data must be kept until at least:

Date: 
	

	
	
	
	

	
	
	Long-term and permanent retention
	

	
	
	Can be completed by the researcher in draft form at the start of the project and should be reviewed regularly as research progresses.
	

	21.
	
	Data should be considered for permanent retention / archiving because the research
	

	
	
	( is controversial
( is of wide public interest
( uses an innovative technique for the first time
( shifts the paradigm in this field of inquiry

( would be costly or impossible to reproduce
( will be of enduring value to researchers in this discipline
( will be of enduring value to researchers in other disciplines
( supports a patent application or other formal IP process

( Other

Details:
	

	22.
	
	The ability to permanently retain / archive the data and make it accessible will be affected by: 
	Consider these issues during data management planning so that a strategy can be developed for resolving any conflicts. 

	
	
	( legal issues around ownership of copyright and IP

( ethical requirements for data to be destroyed

( legal or ethical requirements for access to data to be restricted

( technical issues, e.g. obsolete data formats or software
( other

Details:
	

	
	
	
	


	
	
	H. DEPOSIT IN A REPOSITORY OR ARCHIVE
	KEY DOCUMENTS ON THIS TOPIC

Research data management guidelines: deposit in a repository or archive
Check the deposit requirements of your scholarship and funding agreements. Some agencies e.g. ARC, NHMRC, may require deposit in a repository or archive as a condition of receiving funding. In some cases secure storage on University systems like LaRDS may satisfy the requirements.

	
	
	
	

	23.
	(
	The data will be deposited in a repository or archive.
	

	
	
	( Monash University ARROW Repository
	

	
	
	( another repository or data archive

Details:
	

	24.
	(
	I have contacted the archive / repository manager and understand the terms and conditions of deposit.
	

	25.
	(
	Data will not be deposited in a repository or archive. 
	Make other arrangements for long-term storage of the data.

	
	
	( Data and documentation stored on LaRDS will be associated with the academic unit.
	Large Research Data Store (LaRDS)

	
	
	( Data and documentation stored on faculty drives will be associated with the academic unit.
	Faculty IT support contacts

	
	
	( A copy of local data (e.g. from a personal laptop or home computer or on removable media) will be provided to the academic unit.

Details:
	

	
	
	( I will keep copies of the data myself.

Details:
	

	
	
	( Data will be securely destroyed. 

Details:
	Research data management guidelines: secure destruction

	26.
	(
	I have discussed these arrangements for long-term care of the data with my academic unit and other relevant staff. 
	Provide any available documentation that helps to clarify arrangements that have been made for long-term management of the data.
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