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School of English 

Data Management Plan (PhD) 
- Information and Guidance 
A Data Management Plan is an integral part of your research. While you will need to annually edit and 
update your data management plan, the main principles and practices should be determined before you 
start. This should be done before you start data collection. 

The main aims of the Data Management Plan are to determine that: 

 good practice is followed 

 all ethical and data protection requirements of the research have been arranged 

 data is kept safe and secure at all times 

 plans for sharing data at the end of the research are in place (optional) 

NOTE: Remember to discuss your Data Management Plan with your supervisor/s. 
Not all sections will hold the same relevance for different disciplines 

Further Help and Advice 

This guide only provides some pointers in filling out your Data Management Plan. For full guidance you 
should refer to the following links on research practice, ethics and sharing your research: 

 University Research Policies and Guides  
www.nottingham.ac.uk/fabs/rgs/research-data-management/index.aspx 

 University Records Management Policies  
www.nottingham.ac.uk/governance/records-and-information-management/records-and-
information-management.aspx 

 Other University Policies  
www.nottingham.ac.uk/governance/otherregulations/index.aspx  

 University eTheses Guide 
http://eprints.nottingham.ac.uk/etheses/deposit.html 

 The School of English Code of Conduct,  
English ethics documentation and guidelines  
and a Sample Data Management Plan - 
http://workspace.nottingham.ac.uk/display/english/Research+Code+of+Conduct 

Comments from PhD students: 

 “I have to say that completing the data management plan actually helped me to be more aware of 

where I store and back up my research!” 

 “The section on data preservation and transfer does highlight the universal issue of securely storing 

and backing up digital information, whether it’s data in the defined sense or in the generic sense of 

‘things to do with my thesis.”  
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General 

PhD Year of Research 

Enter your current year of study 

Research Training Completed: 

List the research training you have done.  

If you haven’t done any training or would like a refresher then you may want to consider doing one of the 
following courses: 

 The Graduate School’s Training courses - 
www.nottingham.ac.uk/graduateschool/traininganddevelopment/index.aspx 

 PORT (Postgraduate Online Research Training - http://port.sas.ac.uk/course/view.php?id=73) – 
School of Advanced Study, University of London 

Thesis Context & Description: 

Explain the context and methodology of your research to give some background to the rest of the Data 
Management Plan. To ensure clarity, try to avoid technical jargon and explain any acronyms you use. 

1. What data will be produced? 

What counts as data? 

Data includes any material or information either collected from a person, or produced by a person. This 
includes material or information that is collected by you as the researcher (primary data), or by someone 
else prior to your research (secondary data). For those doing practice-based research (creative writing), 
data would generally also refer to the creative component, including earlier drafts of work, which are then 
discussed in the critical component. 

Types of data 

For the purposes of Data Management and Ethics, data can take any of the forms below. 

Type 1. Data made or gathered by you: 

 questionnaire responses 

 notes or answers, or recordings, from interviews or focus groups 

 posts or comments on social media or elsewhere online 

 responses produced in experimental settings (button clicking, eye-tracking) 

 physiological measures (skin-response, pupilometry, EEG) 

Type 2. Data made or gathered by someone else, used by you: 

 any of the above that are already existing and re-used by you 

 materials or texts created by others and re-used by you, including literary texts and manuscripts 

Type 3. Online data: 

 this can range from published articles, news stories, and blog posts, to social media posts and 
messages 

NOTE: Writing up your work 

 your own work could include any of these types of data; you will need to consider ethics, copyright, 
permissions, etc., as appropriate 

http://www.nottingham.ac.uk/graduateschool/traininganddevelopment/index.aspx
http://port.sas.ac.uk/course/view.php?id=73
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What ethical requirements are there for your research and what time have you 
allowed to make an ethics application?  

What are the Ethics requirements? 

This is general information to give you an idea of ethics requirements. Full guidance and correct 
documentation are available on the school’s intranet: 

http://workspace.nottingham.ac.uk/display/english/Research+Code+of+Conduct 

Type 1. (Data made or gathered by you) 

If you are collecting data you will need ethics approval and will need to get informed consent from each 
participant. 

Type 2. (Data made or gathered by someone else, used by you) 

If you are using data that was collected by someone else prior to your research, you still need ethics 
approval. In most cases individual participant consent will not be required, but you will need to think about 
any permissions you’ll need to seek to re-use the data. 

Type 3 (Online data) 

Data that is online is increasingly complicated. There is a specific flow chart (on the school’s intranet) to 
help you figure out when ethics approval and consent are required. 

NOTE: Writing up your work 

In general, drafts and creative writing outputs will not need any ethics approval. If you decide to gather 
data to inform your writing, this would fall into one of the categories above, and would likely need ethics 
approval. Remember that you may need to consider permissions, copyright, etc. 

What methods will be used to collect your data? 

Some examples: 

 questionnaires 

 interviews or focus groups (audio or video) 

 published articles, news stories, and blog posts, to social media posts and messages 

 experiments in a lab 

 books, texts created by others  

 physiological measures using specialised equipment 

 existing data created by others 

Will your data need to be converted to another format before you can use it? 

Does your data need to be converted in order for you to work on it?  

For example, questionnaire data will need to be downloaded, re-organised and analysed in a spreadsheet, 
recorded interviews will need to be transcribed, handwritten notes will need to be typed up, etc. 

If yes, describe the method for converting your data 

This should be used to think through the process of any converting that needs to be done. Some data may 
need a lot of work to make it useable. How do you plan to get the conversion done? 

Think if there are any ways to improve the collection process that would make it easier to convert the data 
into a usable format.  

For example, if you are using a questionnaire, in what format will you get the data? The software you use to 
create the questionnaire may provide the final results in a format that is difficult for you to work with.  

You may want to run some mini-tests to check that the conversion process is able to be done. 
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Will your data need to be converted to a different format for your thesis? 

Does your data need to be converted for inclusion in your final research results?  

For example, will lab results need to be converted to graphs or data tables, etc. 

If yes, describe the method for converting your data 

This should be used to think through the process of any converting that needs to be done. Some data may 
need a lot of work to make it useable. How do you plan to get the conversion done? 

You may want to run some mini-tests to check that the conversion process is able to be done. 

Estimate the amount of storage you will need 

You need to think about how much space your data will need and where you can securely store it. When 
considering your storage requirements, think about the various types of files you may have, e.g.: 

 general documents (word processing files, spreadsheets, databases, etc.) 

 experiment and statistical software files 

 audio and video files 

 photos / images 

 etc. 

Having some idea of your storage requirements (especially video, audio or images) will help you plan the 
correct storage needed. The University offers extra storage for research projects. 

Where will your data be stored? 

You need to ensure that your data is saved and backed up. Personal devices, while convenient for working 
on, are not ideal for storing your data securely. Ideally, data should be stored in at least two separate 
places. 

Non digital data: 

Data stored on paper or in note books should be in a filing cabinet (or other storage space) that can be 

locked. You may also want to think about photocopying your work as a backup. 

Digital data: 

Here are some examples of where your digital data might be stored and backed up: 

 CD or DVD 

 computer or laptop * 

 portable hard drive  

 network drive Z (up to 8GB) or R (+8GB) ** 

 OneDrive (1TB) and Box (This is the University’s version of Dropbox) *** 

 UoN Research Data Management Repository (rdmc.nottingham.ac.uk) 

 other (please state) 

Notes: 

* It is not good practice to store data only on a university’s computer hard drive and if you are using a 
personal device then your data needs to be backup on a regular basis 

** Any confidential files must be backed up and these drives are the only place they should be stored on 
the network; network drives are automatically backed up 

*** It is against ethical guidelines to store confidential data in any online (cloud) storage facility, especially 
those not based in the UK, doing so may result in a penalty. For storing non-confidential files in an 
online/cloud facility, you must use OneDrive or Box 
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List any additional equipment, software, training or support needed to complete 
your research 

List anything that would help you with your data capture, data conversion or data processing.  

The types of items that you might want to list are: 

 Recording equipment 

 Web based research tools 

 Specialised software 

 Technical expertise, etc. 

NOTE: If you have particular needs that are vital to your research then please fill out the ‘Equipment & 
Software Request Form’ explaining why you need them. The form can be found on the school’s intranet. 

2. How will the data be documented, described and filed? 

Describe the Metadata standards that will be used to make the data accessible to 
others 

What is Metadata? 

Metadata is a type of documentation that is structured information describing a resource, for example, the 
dates, title, and creators associated with a dataset. There are a number of metadata standards for datasets. 
While it is not necessary to have an in-depth understanding of metadata standards, it is important to create 
metadata that will be interoperable with recognized standards.  

Documenting data: 

 allows you to easily find and reuse your own data 

 enables you to discover, evaluate, and reuse the data of others 

 helps others discover, reproduce, reuse, and cite your data 

 aids digital preservation by documenting files as software and formats evolve over time 

Establishing a metadata strategy that sufficiently describes your data and meets your data management 
needs is an important part of a data management plan. Metdata planning should occur at the beginning of 
a research project. Doing so will make automation of metadata creation easier and reduce the need for 
time-consuming metadata capture or clean up later. 

Best practices 

As a minimum, the following set of standard metadata elements (where applicable) should be captured to 
describe the content of your data resources as well as the nature of the files. 

   Field  Description 

General information Title Name of the collection of datasets or of the project that produced 
them 

 Creator Names and institutions of the people who created the data 

 Dates Key dates associated with the data, such as the date span covered 
by the data or date of creation 

 Funding 
agencies/period 

Organizations or agencies who funded the research and the periods 
of funding 

 Keywords Keywords or phrases describing the subject or content of the data 

 Identifier Unique number or alphanumeric string used to identify the data 
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 Coverage  
(if applicable) 

Geographic coverage of the dataset 

Access information Access 
restrictions 

Where and how your data can be accessed by other researchers 

 Copyright  

Technical details  File formats Stata, Excel, tab delimited text, TIFF images, WAV audio, etc. 

 List of files  

 Count of files  

[www.lib.ncsu.edu/guides/datamanagement/metadata] 

Where will the Metadata be stored? 

As a minimum, metadata records should be kept in a: 

 list formed in Word, Excel or similar  

 CSV file 

 tab-delimited file 

 appendices in the thesis 

Auxiliary information necessary to interpret the metadata, such as explanations of codes or abbreviations, 
should be included as accompanying documentation. 

What naming convention will you use for your folders and files? 

Organise your files carefully to save time and frustration. This will also help to prevent problems with 
version control when working on files. 

Some things to consider when naming folders and files: 

 have a logical folder structure (related to areas of research) * 

 group files within folders (keep information on a particular topic in one place) 

 use meaningful names for folders and files ** 

 decide on conventions for  
o punctuation (capitalisation, hyphens, spaces, etc) *** 
o dates (dd-mm-yy or yyyy-mm-dd) **** 
o numbers (001, 002, etc) ***** 

 revision numbering 
o numbering in file name 
o a 'version control list’ for each important document 

NOTES: 

* Think about how the folders (and files) will sort – a number (01, etc) at beginning on a name can keep 
the order you want 

** Be brief and abbreviate when it makes sense – be consistent 
*** Replace the spaces with an underscores or dash and avoid special characters 
**** The date format, YYYY-MM-DD, allows for better ordering 
***** Leading zeros sort better 

Decide on a file naming convention at the start of your project, then: 

 use it consistently 

 review records regularly (don’t keep files needlessly) 

3. What are the plans for sharing data at the end of the 

research? 
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NOTE: The University regulations require you to upload a final version of your thesis to the University 
eTheses service (http://eprints.nottingham.ac.uk/etheses/). There may be ethical considerations involved in 
this and the following questions will help you think through the options. For full guidance you should refer to 
the University eTheses Guide - http://eprints.nottingham.ac.uk/etheses/deposit.html  

Is there any third party copyrighted or confidential material or survey data in your 
thesis? 

Think about copyrighted or confidential material, questionnaire data you may have used. 

If yes, what needs to be done before uploading a second copy of your thesis to 
eThesis? 

Identify any third party copyrighted or confidential material that needs to be removed or questionnaire 
data that needs to be anonymized? 

Sharing your data with a wider audience 

Do you envisage sharing your data with a wider audience? 

To academics, students, general public, etc. 

Even if you only envisage using your research in teaching or as the basis for a book then you need to think 
about how the data is stored and shared. Publishers may require detailed information and access to your 
data. The move towards Open Access often means that your data are expected to be uploaded into a 
publically accessible repository. 

If yes, who are the likely users of your data? 

e.g. Academics, students, general public, etc. 

If yes, in what format do you intend to share your data with this audience? 

e.g. Website, database, data files, email attachments, publications, library repository, etc. 

Are there restrictions that need to be placed on those who use your data? 

Think about Intellectual property rights, copyright, ethics, data protection, etc. 

If yes, how will you accommodate them when sharing your data? 

e.g. Consent forms, retention, attribution, confidentiality, embargo periods, logins, registration, 
anonymization, etc. 

Ongoing Data management and storage 

Which data needs to be preserved for sharing? 

e.g. It may not be practical or possible to keep or share everything. There may also be data that is transient, 
a ‘once off’, or cannot be replicated that needs storing but will not be shared. 

Describe your plan to identify and securely delete/destroy data that is no longer 
needed 

e.g. Audit trail, intellectual property and legal rights, etc. 

What are your long-term data storage plans? 

e.g. University network, computer, portable hard drive, etc. 

Who will be responsible for the data after the research is complete? 

e.g. You, your supervisors, AN Other, etc. 


