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ETHICS REVIEW FORM

Note: Please familiarize yourself with the Ethical Code for research with participants and personal data of Ghent University. This code guides both the researchers to reflect on ethical issues and supports peer reviewers in evaluating the application. This form, together with the invitation letter for participants and the letter of consent is sent to ethics.psw@UGent.be. The questions in ‘data management plan’ are directive and not all require a response.



ADMINISTRATIVE DATA
Applicant:
Project Name: 
Principal Investigator / Researcher: 
Department:
Faculty (if not PS):
Funding Agency: 
Abstract of research project (max. 500 words):




DATA MANAGEMENT PLAN

Introduction

Generally speaking, research data can be viewed as the information that is collected or created during research and subsequently analyzed with the aim of generating scientific findings and claims. There are different types of research data, depending on e.g.:
· data type (textual, numerical, multimedia…data)
· data object (text documents, spreadsheets, videotapes, transcripts, questionnaires, lab notebooks…)
· mode of data collection (experimental, observational, simulation, derived/compiled… data)
· data lifecycle stage (raw, processed, published data).

Clarifying first what sort of data your research will collect, use or generate will ultimately aid your data management planning, as different data types may have different needs. Choosing non-proprietary or open/standard, and lossless file formats helps ensure future accessibility and usability of your digital data. If you intend to work with existing or third-party data, consider what (if any) costs are involved, and to what extent you are allowed to reuse and share these data. Regulatory or contractual restrictions (e.g. confidentiality agreements) might apply. 


0. Research project
· Describe briefly the aim, the central research question (or problem statement) and the methodology of your research project (max. 500 words). 

1. Data Collection
· Bearing the above introduction in mind, please describe – for the different phases of your research project – what data you will collect or use and process and how you will collect data. 

2. Data Documentation And Meta-Data
· How will you document the data?
· What accompanying information do your data need to remain interpretable to you and others in the future?

NB: feel free to also submit your Data Management Plan alongside this request for advice, but you still need to provide the answers to the above questions! Please note that a DMP is obliged for certain projects. 

3. Ethical and Legal Issues 
· Will you collect personal data (and if so, is it absolutely necessary)? See What are personal data?
· Will data be collected from persons that can be considered vulnerable? See Who are considered to be vulnerable persons?
· Will you need informed consent or permission for collecting, using, preserving and/or sharing your data? From whom?
· How will you protect research participants' identities (e.g. via anonymization, controlled access to data)?

NB: if you are collecting or processing personal data, you MUST create a General Data Protection Regulation (GDPR) record. Please check What are personal data? to find out whether you indeed process personal data. 

See also: How do I register personal data processing activities and How can I ensure that the processing of personal data is lawful?

	


I am collecting and processing personal data and have created a GDPR record. 

If applicable (i.e. when using existing data), how will you manage intellectual property rights issues?
· What rights relate to the data? Who owns these rights? What does this imply for the use of these data?
· How will data be licensed for reuse?


4. Data Storage and Backup during the Research Project
	[bookmark: _Hlk209691651]


I will store electronic data, using a password protected space 

	


I will store data on paper in locked cabinets

	


I have a backup strategy to prevent data loss and to ensure data recovery

	


Data will only be accessed (during the research project) by me and designated co-investigators 



5. Data Preservation
Which data should be retained for preservation and/or sharing?
· Do you have any obligations to retain or destroy certain data?
· What other data will you keep, why and for how long? 

What is the long-term preservation plan for the selected datasets?
· How will you ensure effective data curation beyond the end of the research project?

NB: Add a motivation if you would like to keep non-anonymized data for more than 5 years. 


6. Data Sharing
Are any restrictions on data sharing required?
· Have you asked research participants’ informed consent for sharing anonymized data?
· Do you have permission to share (derivations from) third-party data?

If data are to be shared (after the finalization of the research project), how will you proceed?
· When will you make the data available, to whom and under what conditions?


7. Responsibilities
· Who will implement and periodically revise the data management plan?
· Who will be responsible for each of the data management activities?
· What will happen to the data if you leave your department, or the university?
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