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DATA MANAGEMENT PLAN
WHAT
A Data Management Plan (DMP) entails all actions needed to ensure that data are secure, easy to find, understand, and (re)use; not only during a research project, but also in the longer term. In all cases, it is an excellent tool to manage your research project. Even if you use existing datasets for your Research Paper or Master's thesis, it is a requirement to complete this DMP.

WHY
Research data constitute the evidence needed to verify and validate published claims. 
All researchers, including Bachelor and Master students, carefully need to think through how data are organised, managed properly not only before but also during the research project and after the project has finished. This is done in a DMP. 
A DMP shows that researchers adhere to the principles of responsible research. It will enable:
•	Your data to be re-used for follow-up or new research
•	Research findings to be reproducible (a fundamental principle of good research)
•	The researcher(s) to safely store and find his/her data (a DMP will make you think about how to avoid the consequences of unexpected events, such as a stolen laptop or corrupted files)
•	Compliance with legal and ethical guidelines (for this reason, most organisations and virtually all funding agencies require a DMP prior to approval or funding)
In other words, a DMP will help you to think carefully about your data management. For this reason, writing a DMP is a good practice. This document helps you to think through the data management process. You are asked to fill out the text boxes. Expand the boxes if needed.

1.	Personal data or not
Please first indicate the type of data you will collect or create:
☐No personal data (i.e., no information about an identified or identifiable natural person)
☐Personal data (i.e., any information about an identified or identifiable natural person)

Please note: A natural person is considered to be identifiable if he or she can be identified directly or indirectly using the collected data. Information that at first sight doesn't appear to be traceable to a person can therefore still be personal data. This may be the case if the person in question can be identified by combining the collected data with additional information (cf. GDPR).


If you will collect or create personal data, please indicate what personal data you will collect (several options may apply)
☐ identifying information (e.g. name, address, email address, IP address, etc.) 
☐ information revealing gender identity, ethnic origins, political views, or religious beliefs/practices
☐ information on a person’s sexual behaviour or sexual orientation 
☐ information related to criminal convictions and/or offences (e.g., forensic information or self-reported crime)
☐ genetic, biometric or health information


2.	Data formats, contents, and modes of collection
What data are collected or (re)used in your research, and how? Describe:
• content (e.g., attitudes towards migrants, voting preferences, mental health, etc.)
• types (e.g., numerical, textual, audio-visual, multimedia, etc.)
• format (e.g., spreadsheets, databases, images, audio files, (un)structured texts, etc.) 
• mode(s) of data collection (e.g., surveys, interviews, experiments, derived/compiled from other sources, etc.)
Be sufficiently specific and precise in this section. About WHOM or WHICH organisation are you collecting data? And what TYPE of data?  

	



3.	How will the data be documented?
•	Describe how you will ensure that the data remain understandable or interpretable (after data collection), how the data are prepared – if relevant – for reuse, and how you will make the results from your research independently reproducible for others. 
•	Explain who will be responsible for the data documentation and how you will document this information.
•	Again: make sure to be sufficiently specific. Avoid passive sentences or unclear wording (e.g. “the recordings will be transcribed”) and clearly indicate who is responsible (e.g. “as a student researcher, I will transcribe the data manually myself”).
	






 
4.	Explain how and where data will be safely stored and backed up
Describe how you will make sure that access to the data will be restricted for third parties (e.g., via passwords on documents, …) and how you aim to avoid accidental loss of data (e.g., by making back-ups and by storing (electronic) documents in different places). Identify who or what parties will have access to the data (i.e., name and function/position).
	








5.	Plans for sharing or providing access to data
In most cases, data are to be destroyed after the research project has finished and has been assessed. There may, however, be reasons to preserve the data for a longer period. If so, what are the plans for sharing or providing long-term access to the data? Will the whole dataset be preserved, and in what form? 
Which data should be preserved? Why and for how long? Pay explicit attention to the preservation of non-anonymous data. Who will be responsible for data management and preservation in the future?
	













ETHICAL AND LEGAL ISSUES
WHY
Research must comply with the highest ethical principles. Thus, the rights, dignity, and welfare of anyone involved must be protected, and the research must be conducted in a transparent and independent manner. Researchers play an active role in assuring participants (and broader society) that research is conducted in a responsible manner. Note that ethical issues relate to both issues of legal protection (e.g., anonymity, data storage and use) and issues related to a professional attitude (e.g., clearly explaining your research intentions to participants, considering how the research may potentially affect participants, etc.)
This implies that researchers, including Bachelor and Master students, carefully need to explain to anyone involved what the research objectives are, how the research is carried out, how research participants are protected, and what happens to the data.
If you are not working with personal data, ethical issues boil down to a thorough explanation of how you conducted the research in a transparent and independent manner.

6.	Consent form (required when you work with personal data)
If you work with personal data[footnoteRef:1], it is likely that you will use an informed consent form when carrying out a survey, interviews, focus groups, participant observations, etc.  [1:  If you conduct research on participants that lack the legal age to make informed decisions, you need consent from parent(s) or guardian(s).] 

In this form it is necessary to:[footnoteRef:2]  [2:  Please note that this is a non-exhaustive list of elements of an informed consent form. Feel free to add any issues to the form. 
] 

•	Explain the objectives of your research in an understandable way. Be sure to use language that all your participants will understand. Avoid administrative or academic jargon!
•	Explain what you expect from the participants, including the estimated time commitment (e.g. how long an interview would take).
•	Right to withdraw: explain that they have the right to withdraw from the research project at any time without having to give a formal explanation.
•	Right not to answer certain (sub)questions: explain that they have the right not to answer certain questions without having to give a formal explanation.
•	Explain what you will do with the data
•	Explain how personal information and details are protected (anonymisation, pseudonymisation)
•	Explain – if applicable – whether participation may imply risks (discomfort, anxiety) and benefits (e.g. compensation for participation, sharing your final report with them, …). If there are any risks, provide the participant with contact details where they can ask for support
•	Explain how data will be stored, for how long, and who is responsible for data storage
•	Include your name and contact details

Please indicate whether you will use a consent form:
☐	I do make use of an informed consent form (please attach that form to this document). 
☐	I do not make use of an informed consent form. Explain why you do not use an informed consent form.


7.	Other issues
The previous sections will likely cover 95% of the ethical issues that emerge in your research activities, but other ethical questions may (likely) arise in your project. Here are two examples. 
First example: You intend to do research on discrimination in the housing market and – as an experimental design – you send letter to landlords which are signed with fictive names, some of these are clearly Flemish names, others suggest the senders are from another country. In fact, you are deceiving the landlords – but possibly this can be condoned. Nonetheless, it is necessary to explain why you take this approach. 
Second example: You are observing youth gangs with the objective to understand why youngsters become members. During your observations you witness a criminal activity. From a legal perspective, you are supposed to report this to the police. From an ethical perspective, people may likewise say that your legal duty trumps the importance of your scientific work, but what if you suspect that the police officers in question are corrupt? How does this suspicion change your ethical assessment of the situation?
Please use this box to reflect in a pro-actively on any ethical issues not covered above.
If ethical issues arise during your research and you are unsure how to deal with them, discuss this with your supervisor as soon as possible. He or she will advise you on the further steps that can or must be taken.  
	






PART B: STATEMENT ON THE USE OF GENERATIVE AI 
In this section, we ask you to briefly indicate whether and how you used generative AI tools in your Research Paper or Master’s dissertation. The use (or non-use) of ChatGPT or other tools (within the context of “responsible use”) will not affect your score. However, we do ask you to complete this section as honestly and accurately as possible, as a form of transparency and as a reflection on your learning process.

1. Did you use generative AI for your Research Paper or Master’s dissertation? 
☐ No
☐ Yes, more specifically, these tools:
Note: list the generative AI tools used. Provide the name of the tool (including the URL) and, if possible, the period of consultation (e.g. “ChatGPT (https://chat.openai.com/auth/login) was consulted between XX/XX/XX and XX/XX/XX”).

2. For which aspects of your Research Paper or Master’s dissertation did you use this generative AI tool(s)?
☐ Finding new information, concepts and ideas (e.g., brainstorming)
☐ Summarising existing information sources
☐ Rewriting self-written text sections focused on ...
☐ Checking spelling, grammar and other language aspects
☐ (Re)structuring self-written text sections
☐ Formulating your own ideas clearly
☐ Detecting problems in your own text (i.e., as a source of feedback)
☐ Converting one's own text sections into an academic writing style
☐ Methodological inspiration (e.g. drafting interview guides or consent forms, generating images, etc.)
☐ Other, in particular: …

3.     Declaration regarding confidential information
With the exception of Copilot (and only if logged in via your Ghent University account), we consider web-based AI systems to be unsafe in terms of privacy. We therefore ask you to indicate the following: 

☐ I hereby expressly declare that I have not entered any confidential information (e.g. personal data or non-anonymised interviews) into a web-based AI system (with the exception of Copilot).
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