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1. PLAN

Personal data

FAIR data principles

Data management plan 
(DMP)

DMP content elements

Answer DMP questions 
and develope your own
DMP
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FAIR Data
H2020



Adapt your 
DMP section 
at the end of every 
chapter

Correspronding 
questions to each 
chapter
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Data Management Plan (DMP)
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Downloadable 
DMP checklist



2. ORGANISE & 
DOCUMENT

Organising data for 
research and data sharing

Elements of data structure

File naming,
folder structure

Data documentation 

Metadata 
standards



9

Data file structure

Units of analysis / analytical 
objectives / methods of 
analysis
Relations: different content 
items / sources of data/ other 
relevant external information
Connections to other existing 
or future data
Strategies for version control
Technical limitations (e.g. the 
size, software)
Software
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Dive in deeper -
variable names and 
labels

File naming strategies

Folder structure

Flat (rectangular) data files

Hierarchical files

Relational database

Example:

20130311_interview2_audio.wav

20130311_interview2_trans.rtf

20130311_interview2_image.jpg



Two levels of documentation: (1) project level 
documentation; (2) data level

Quantitative and qualitative sections on data level
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Documentation & metadata



3. PROCESS

Data entry 

Data coding
(quantitative, qualitative)

File formats

Data integrity and 
authenticity

Systematic approach 
to data quality



Data integrity: assurance of the accuracy, consistency 
and completeness of original information in the data

based on its structure and on links between data and 
integrated elements of documentation
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Data entry and integrity

Quantitative
Qualitative



Quantitative:
General rules, recommendations/check lists
Documentation: subsection - organising variables 
(integrated doc./internal structure of the data file)
Standardised coding schemes
Missing values
Coding variance
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Quantitative coding/qualitative coding

Qualitative:
Coding is a way of indexing or categorizing the 
text in order to establish a framework of 
thematic ideas about it | Gibbs (2007)
Concept driven coding versus data driven 
coding
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Dive in deep? Weights of survey data
Adjustment of the sample. Each individual case in the file is assigned an individual 
weight which is used to multiply the case in order to attain the desired 
characteristics of the sample.

There are different types of weights for different purposes
Necessary in some sitations
Issue of quality



Short-term data processing: 
file formats for operability

Proprietary vs. open formats
Export / portable formats

Long-term data preservation

Link to the table of 
Recommended file formats
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File formats 
and data conversion
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Data authenticity & version control

Title
Description
Created By

Date Created
Maintained By

Version 
Number

Modified 
By

Modifications 
Made

Date 
Modified

Status



18

Wrap up: Data quality
Small things matter: "The quality of a survey is best judged not by its size, 
scope, or prominence, but by how much attention is given to [preventing, 
measuring and] dealing with the many important problems that can arise."
American Association for Public Opinion Research (2015) (AAPOR)

"In qualitative research, discussions about quality in research are not so much 
based on the idea of standardization and control, as this seems incompatible with 
many qualitative methods. Quality is rather seen as an issue of how to manage it. 
Sometimes it is linked to rigour in applying a certain method, but more often to 
soundness of the research as a whole" | Flick (2007).

A complex approach to data quality: "The mechanical 
quality control of survey operations such as coding and 
keying does not easily lend itself to continuous 
improvement. Rather, it must be complemented with 
feedback and learning where the survey workers 
themselves are part of an improvement process"
Biemer & Lyberg (2003).



4. STORE

Storage solutions

Storage strategies

Disaster recovery 
strategies

Protect: 
passwords and 
encryption



A Storage strategy contains
storage solutions and media
backup strategy and disaster recovery
data protection

systematically implemented in 
a data management plan
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Towards a Storage Strategy



7. Discovery

Main take-aways - after reading through this chapter you 
should:

Be aware of different types of data resources for social 
sciences

Know more about ways of searching for social science data

Be able to use search engines in data repositories effectively

Be aware of steps in evaluating the quality and usefulness of 
data for secondary analysis

Understand different types and modes of  access to data

Be informed on research data relevant for selected research 
topics and recommended by experts.
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