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RDM Support

Data organisation and description
Session 4 of the basic training course for information specialists

Educational objectives
After this session you will be able to:
· explain why and for whom documentation of research data is important;
· provide practical information on organisation and naming of files;
· distinguish between documentation and metadata;
· identify and apply different types of metadata;
· advise researchers on the organisation and description of their files.
Related questions from the questionnaire
3. What is good research data management?
4. Why is good research data management important for research/researchers?
11. What are the most important best practices in research data management for students and researchers?
Preparation
Action: mail a screen shot of the folder containing your most important work files to the trainer (take a screen shot and save it: PrtScn > Paint: Crtl-V > Ctrl-S).
Read: ‘Documenting your data. Making data clear to understand and easy to use’ in: UK Data Archive (UK Data Service), Managing and sharing data. Best practice for researchers (2011), 8-10. 
Components
1	Data organisation and description: why and for whom? (approx. 10 min.)
2	Data organisation (approx. 35 min.)
3	Metadata & documentation (approx. 35 min.)
4	Back to the DMP (approx. 15 min.)
Look ahead to the next session (approx. 5 min.)

Subjects
4.1	Data organisation and description: why and for whom?
Edinburgh University Data Library [Data Library]. (2012, May 4). MANTRA – Lynn Jamieson – Importance of documenting data in research [video file and transcript]. Retrieved from http://youtu.be/7IN_SD5B43U
Prof. Lynn Jamieson, Sociology of Families and Relationships, University of Edinburgh. The video was produced for MANTRA, the online data management training course of Edinburgh University Data Library, and lasts 3:16 minutes.
[plenary inventory/discussion]
· Why is the description of research data important?
· For whom is the description of research data important?
Files
RDMSTrIS_DataOrganisationDescription_video_transcript.docx
4.2	Organisation of data
Presentation: organisation (folder structure, file names and version management).
[look at colleagues' screen shots in pairs; plenary discussion of observations]
How do we do that ourselves: organise, describe and find files?
Files
RDMSTrIS_DataOrganisationDescription.pptx
RDMSTrIS_DataOrganisationDescription_exercise.docx
4.3	Metadata & documentation
Presentation (continued): metadata & documentation
Edinburgh University Data Library [Data Library]. (2012, May 4). MANTRA – John MacInnes – Data documentation in secondary data analysis [video file and transcript]. Retrieved from http://youtu.be/Ebaiwg08CW8
Prof. John MacInnes, Sociology, University of Edinburgh. The video was produced for MANTRA, the online data management training course of Edinburgh University Data Library, and lasts 1:31 minutes.
Files
RDMSTrIS_DataOrganisationDescription.pptx
RDMSTrIS_DataOrganisationDescription_video_transcript.docx
4.4	Back to the DMP
[group exercise or plenary discussion]
Is it necessary to review the data management plan for your case study? Are there questions that you can answer now (but could not before) or answers that you can work out? Which documentation and which metadata belong with your case study? 
Look ahead to the next session
The theme of the next session is ‘Rules concerning research data’. Preparation is twofold:
Action: find out whether your field has any rules, agreements or regulations with regard to handling research data. Does the learned society in your field have a position with regard to (handling) research data? Do leading journals in your field have a policy with regard to data, e.g. a data availability policy?
If you are responsible for multiple fields: choose the field of your case study, so that you can test the data management plan of your case study against the regulations you find.
Read: familiarise yourself with the UvA RDM Policy (draft, December 2013).


Information sources
DataCite Metadata Schema v3.0
http://schema.datacite.org/meta/kernel-3/index.html 
DataOne, DataONE Education Module: Metadata (2012) http://www.dataone.org/sites/all/documents/L07_Metadata.pptx
DataOne, DataONE Education Module: How to write good quality metadata (2012)
http://www.dataone.org/sites/all/documents/L08_WriteQualityMetadata.pptx
Digital Curation Centre (DCC), Resources for digital curators: Disciplinary Metadata
http://www.dcc.ac.uk/resources/metadata-standards
‘Documenting your data. Making data clear to understand and easy to use’ in: UK Data Archive (UK Data Service), Managing and sharing data. Best practice for researchers (2011), 8-10
http://ukdataservice.ac.uk/manage-data/training.aspx
Dublin Core® Metadata Initiative User Guide
http://wiki.dublincore.org/index.php/User_Guide
Stanford University Libraries, Metadata tools
[bookmark: _GoBack]http://library.stanford.edu/research/data-management-services/data-best-practices/creating-metadata/metadata-tools 
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