DATA DEPOSIT FORM
Title: should reflect the nature and subject of the data collection and include a date
[image: image1.wmf]


Data collection description
1. For each data file: list the file name(s), format(s) and content(s) e.g. education.sav, spss, education data. If multiple files, state variable(s) used to merge files (where applicable). You may add rows in the table for any additional files.
	
	File Name (eg Education.SAV)
	Format (eg. SPSS)
	Content (Eg. Education Data)

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	4. 
	
	
	

	5. 
	
	
	


2. For each documentation file: list the file name(s), format(s) and content(s) e.g. questionnaire.doc, Word format, Questionnaire. You may add rows in the table for any additional files.
	
	File Name (eg Questionnaire.Doc)
	Format (eg. MSWord)
	Content (Eg. Questionnaire)

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	4. 
	
	
	

	5. 
	
	
	


3. For other types of file: list file name(s), format(s) and content(s) e.g educ1.sps, spss, spss commands for creating variables in education.sav
	
	File Name (eg Educ1.sps)
	Format (eg. SPSS Syntax)
	Content (Eg. SPSS commands for creating variables in Education.SAV)

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	4. 
	
	
	

	5. 
	
	
	


6. For hard copy documentation: provide the title of the document(s) and the content(s)

	
	Title of Document
	Content

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	


5. Weighting: information about weighting is crucial for secondary analysis. 

Name of weight variable: [image: image2.wmf]


Location:[image: image3.wmf]


How derived: [image: image4.wmf]


6. Confidentiality/anonymisation: has the data collection been anonymised?
Choose an item.
6a. If 'Yes', provide details and also if there are any additional confidentiality issues surrounding the collection. 

6b. If 'No' or, not relevant, provide details.

7. Data Processing: details of processing steps Tick all that apply
a. Consistency checks[image: image5.wmf]
b. Inclusion of frequencies and/or descriptive[image: image6.wmf]
c. Checks for undocumented codes[image: image7.wmf]
d. Missing data codes standardized within collection[image: image8.wmf]
Do data contain blanks[image: image9.wmf]
Do data contain numeric codes [image: image10.wmf]
Funding: include organization and  grant or reference number (if applicable)

Depositor(s): person(s) including title and organisation(s).

Data creator(s): sometimes referred to as principal investigator(s) and can be person(s) or organisation(s)
Data collector(s): person(s) or organisation(s) who collected the data e.g. Central Statistical Office

Other acknowledgments: this field should be used for names of individuals or organisations which should be acknowledged as having some input into the data collection.
[image: image11.wmf]


Abstract:

Abstract: the abstract covers the general aims, purpose and background to the data collection
Related data collection: if derived from or related to existing data collections, list details. 

URL: provide a link if there is a web site containing information relevant to the study.

Topics

1. Main topics: provide information about the subject coverage of the data e.g. the public's perception of their neighbourhoods and fear of crime; workplace relations and employment practices.
2. Main subject categories: e.g. Education – literacy, Health - immunisation.

Methodology

1. Population: provide information about the characteristics of the group or units studied e.g children less than 5 years living in the rural areas 
[image: image12.wmf]


2. Observation units: categorise the characteristics of the population studied tick all that apply
a. Administrative units[image: image13.wmf]
b. Individuals[image: image14.wmf]
c. Families/households. [image: image15.wmf]
d. Groups[image: image16.wmf]
e. Institutions/organizations[image: image17.wmf]
f. Text units (documents/chapters) [image: image18.wmf]
3. Method of data collection: tick all that apply
a. Clinical measurement[image: image19.wmf]
b. Face-to-face interviews[image: image20.wmf]
c. Observation[image: image21.wmf]
d. Self-Administered[image: image22.wmf]
e. Telephone interviews[image: image23.wmf]
f. Physical Measurements[image: image24.wmf]
g. Psychological measurements[image: image25.wmf]
h. Other (Specify)  [image: image26.wmf]


Sampling procedures: tick all that apply
a. Census[image: image27.wmf]
b. Multi-stage stratified random sample[image: image28.wmf]
c. One stage cluster sample[image: image29.wmf]
d. One stage stratified of systematic random sample[image: image30.wmf]
e. Purposive selection/case studies[image: image31.wmf]
f. Quasi- random sample[image: image32.wmf]
g. Quota sample[image: image33.wmf]
h. Simple random sample[image: image34.wmf]
i. Convenience sample[image: image35.wmf]
j. Volunteer sample[image: image36.wmf]
k. Other (Specify) [image: image37.wmf]


Coverage

Geographical coverage: e.g country/region /town. 
[image: image38.wmf]


Time dimensions

1. Dates of fieldwork: this relates to the date(s) the data were collected. 

From:  [image: image39.wmf]

       To: [image: image40.wmf]


2. Time period covered: this relates to the time period covered by the data, if different from the dates of fieldwork. 

From:  [image: image41.wmf]

       To: [image: image42.wmf]


Time dimensions: Tick one
a. Cross-sectional[image: image43.wmf]
b. Follow-up cross-sectional[image: image44.wmf]
c. Repeat cross-sectional[image: image45.wmf]
d. Longitudinal/panel/cohort[image: image46.wmf]
e. Time series[image: image47.wmf]
f. Other (Specify)  [image: image48.wmf]


Non-survey data

Details of computerization or transcription: if the data collection was derived in whole or in part from other published or unpublished sources, indicate the methodology used for digitising the original source materials and whether the data represent a complete or partial transcription/copy.

Sources used: if the data were derived in whole or in part from other sources, give references to the original material.
Source location and access: give details of where the sources described in 'sources used' are held, how they are documented and how they can be accessed.

References: Provide full references to any publications about or based upon the data collection. 

Access Authority and Conditions: State who is authorized to provide the data to potential users and the conditions of such use. 
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