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Why? 



ADAPt: Review & Consultation 

§ Data holdings 
§ Internal practice/tools 
§ External practice/tools 



HE Data Management Toolkit 
Data Management 
§ Project Management and Archive Checklist 
§ Data Transfer Agreement 
§ Data Management Plan 
§ Evaluation Decision Tree 
§ Selection and Appraisal Criteria 
§ *NEW* Data Calculator 
 
File Creation 
§ File Format Standards 
§ File-naming Conventions 
§ Guidance: Preparing reports for deposit 
§ Guidance: How to create a PDF/A-1a/b 
§ Guidance: Databases and Spreadsheets 

Image Guidelines 
§ Image Capture guidelines 
§ Image Flowline 
§ Image Metadata Index 
 
 
Folder Templates 
 
 
Metadata Forms and 
Library 
 

 



In summary, staff should: 
 

• Produce a Data Management Plan (DMP) 
 

• Follow the standard file naming procedure 
 

• Store files in appropriate and recognisable locations 
 

• Regularly add metadata to digital files 
 

• Continually review data in accordance with the Selection & 
Appraisal Policy 
 

• Maintain contact with the Archaeological Archives Team. 

 

ADAPt Procedures 





File naming convention 
 

File name elements are to be divided by a hyphen / dash 
No spaces are to be used within file name elements 

 
ProjectIdentifier-Function-Product-Status-Version 

 
e.g. HE5785-GlassAssRep-Draft-v01 
 
  HE5785-GlassAssRep-Diagram3-Draft-v01 

 



Classification  Creation format Version Extension Archive format Version Ext. 

Text Microsoft Word   .doc/.docx Microsoft Word   .docx 

  plain text files n/a .txt plain text files n/a .txt 

  
Hypertext Markup 
Language    .html/htm 

Hypertext Markup 
Language    .html 

  
Macro enabled Microsoft 
Word Document OOXML   .docm 

Macro enabled Microsoft 
Word Document OOXML   .docm 

  Rich Text Format   .rtf Rich Text Format   .rtf 

ADS –  
prefer/recg/accept Digital Archiving Protocol 

Additional 
Documentation Comments Access format Version Ext. 

Preferred Preserve Creation format. 
software, version and 
platform 

Adobe Portable 
Document Format (*)   PDF 

Accepted Preserve Creation format text encoding   
Adobe Portable 
Document Format (*)     

Accepted Preserve Creation format 

Software used in 
creation, doctype with 
HTML schema   

Adobe Portable 
Document Format (*)     

Accepted Preserve Creation format     
Adobe Portable 
Document Format (*)     

Accepted 

Preferably convert to .docx 
files but can preserve creation 
format Software and version   

Adobe Portable 
Document Format (*)     



Folder Structure 
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The Project Design 
Description of the project 
Project name  
Summary description  
Background 
Research Aims and 
Objectives  
Business Case 
Project scope 
Interfaces 

Project review 
Resources and programming 
Project Team structure 
Method statement 
Stages, Products and Tasks 
Ownership 
Risk Log 
Budget 



http://archaeologydataservice.ac.uk 

Data Management Plans 

 
Data management plans should cover the following: 
 

• Description of the data to be collected / created 
 

• Standards / methodologies for data collection 
and management 
 

• Ethics and Intellectual Property concerns or 
restrictions 
 

• Plans for data sharing and access 
 

• Strategy for long-term preservation 

Data Management 

WHAT 
 
HOW 
 
 
LEGAL 
 
 
SHARING 
 
PRESERVATION 



  In the Beginning… 

The Project Design 
Description of the project 
Project name  
Summary description  
Background 
Research Aims and 
Objectives  
Business Case 
Project scope 
Interfaces 

Project review 
Resources and programming 
Project Team structure 
Method statement 
Stages, Products and Tasks 
Ownership 
Risk Log 
Budget 

Sharing 
Preservation 



Data Management Plans 
§ Data Collection/Creation 
§ Documentation and Metadata 
§ Ethical and Legal Compliance 
§ Data Storage 
§ Selection and Preservation  
§ Data Sharing 
§ Responsibilities and Resources 



The DMP and the Toolkit 
What data will you collect 

or create? 
§ What type, format and 

volume of data?  
§ Do your chosen formats 

and software enable 
sharing and long-term 
access to the data?  

§ Are there any existing data 
that you can reuse? 

 
 
 

How will the data be 
collected or created? 

§ Standards and 
methodologies 

§ Structure, folder and file 
naming 

§ Version control 
§ Quality assurance 

 
 
 
 



The DMP and the Toolkit 
What data will you collect 

or create? 
§ What type, format and 

volume of data?  
§ Do your chosen formats 

and software enable 
sharing and long-term 
access to the data?  

§ Are there any existing data 
that you can reuse? 

 
 
 

How will the data be 
collected or created? 

§ Standards and 
methodologies 

§ Structure, folder and file 
naming 

§ Version control 
§ Quality assurance 

 
 
 
 



Success 
Data Creator Database No Access to… 

Identified and data entry resourced 

New type of data not previously recorded 

Recording system updated (before initiation) 



Success 
 
Business Case: “This will create a really 
important resource”… 
 
Products: “The images will not be preserved” 



DMP 2.0 



Lessons learned 

§ Excellent tool to ensure consideration of 
all the implications of data creation 
§ Opportunity to plan and adapt current tools 
§ Centralise and document these decisions 
§ Best practice and a good habit 
§ You can still lie to yourself… 


