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Slide 1  Archiving Data 

 

This session covers what is perhaps most important to know about when looking after 

your research data. 

 

By knowing what is required when depositing digital data, we can organise our data 

accordingly from the start of project. 

 

Consulting the Guidelines for Depositors of digital repositories is a good place to start 

at the beginning of a project. 

 

 

 

Slide 2  Essential stuff to know 

 

For this session we will look at the Archaeology Data Service Guidelines for 

Depositors and consider the key issues in preparing to archive data, including:  

 

 Why it is a good idea to begin with; 

 

 The differences between various digital repositories; 

 

 An overview of the ADS Deposit Guidelines; 

 

 Deposit evaluation and deposit requirements, and; 

 

 Deposit checklists and template forms. 

 

At the end of the session you will discuss with each other these issues in terms of your 

own projects. 
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Slide 3  Wrapping-up, letting go and moving on 

 

Just to re-cap on the Data Lifecycle and Management Plan concepts, we are now 

focusing on the last two stages in the data lifecycle model and thinking about what 

data will be deposited in an archive, where we might do this, and what this would 

entail. 

 

In planning to archive data we ask ourselves who will be interested in re-using the 

data in the future. 

 

The Archaeology Data Service likes to say that: 

 

 The single best thing people can do to improve their data management is to 

plan for the re-use of the data in the future.  

 

For this to happen it has to be deposited in the first place. 

 

 

Slide 4  Why Deposit? 

 

There are obvious reasons and benefits for depositing digital data properly: 

 

 Ensure its preservation. Digital data and media are fragile and require much 

more active management for their preservation over the long term than paper 

archives. 

 With the internet digital archives can be open-access and the data can be 

linked to published interpretations. 

 Well prepared and documented digital data are easily re-used by others, both 

for research and also for teaching purposes. 

 If others are accessing and using data that you have produced and archived, 

this raises your professional standing. 

 

 The stick to depositing data is that it is now a requirement of funding bodies 

for larger research grants. 

 

 

Slide 5  Research Data and Codes of Conduct 

 

This slide was shown in the session on Rights and Research Data, and it is worth just 

reminding ourselves of academic codes of conduct regarding making available data.  

 

As archaeologists our long term standard is to provide an “ordered accessible 

archive”. 

 

To be able to do this it is important to resolve at the beginning of a project any 

potential issues regarding the „ownership‟ of the data.  This is particularly important 

on international and/or large collaborative and interdisciplinary projects. It is 

important to decide what data will be deposited where. 
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Slide 6  Differences in Digital Repositories 

 

From the perspective of research archaeologists there are two main types of digital 

repository: 

 

The Archaeology Data Service, and, (possibly) a University Digital Repository. 

 

Although they are both digital repositories, they have different business models, and 

work in different ways. This affects the types of digital data they accept. 

 

The ADS has project archives of completed projects, both from individual researchers 

and larger projects. The ADS archive PhD e-theses and supporting data. 

 

The ADS are willing to accept sensitive personal data within archaeological archives, 

providing that proper consent for the long-term preservation of these data has been 

obtained. This can include information that identifies people and their expressed 

opinions that might be of interest to future archaeologists or historians providing 

information to understand the context of a project etc. 

 

On the other hand, a typical Institutional Digital Repository is not set up to handle or 

look after sensitive personal data in deposited material. 

 

University digital repositories vary, but often each department is allocated space for 

staff and students to archive material that is of a scholarly, educational, administrative 

or heritage nature. 

 

 

 

Slide 7  Data Types Accepted Depends on the Repository 

 

The type of material accepted depends on the repository. 

 

University digital repositories often function as a sort of digital library of papers, 

images, etc, and some data sets. 

 

The Archaeology Data Service can be thought of as an archive of archaeological data. 

The ADS will take all common digital formats used in all types of archaeological 

research and more than willing to work out what to do with unusual digital formats. 

 

While some repositories may take simple self-contained HTML files, very few are set 

up to archive complex, interactive websites. 

 

If an archaeological website is particularly important and worth archiving, the ADS 

will take a deconstructed web material: text files, separate embedded objects (images, 

etc), along with documentation of how to re-construct it in the future. 
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Slide 8  ADS: Guidelines for Depositors 

 

When it comes to the practicalities of depositing data, the ADS have very good 

Guidelines for Depositors.  

 

In fact it might be said that these are much more useful and digestible than the Guides 

for Good Practice, and even if you are not considering depositing any digital material 

now or even in the near future these are really helpful to look at. If you work to these 

ends from the start there will be no problem when you do want to deposit data. 

 

 

Slide 9  Deposit Evaluation 

 

In terms of the process of depositing data, when somebody takes a stack of digital 

material to the ADS to deposit, the material is evaluated by a Collections Panel which 

asks three questions of the archive: 

 

 The intellectual content and potential re-use value in the future is evaluated. 

 

 The digital viability of the material is assessed. This includes looking at how 

the material is structured overall, the nature and completeness of the 

documentation, and whether there will be any technical issues in the future. 

 

 They also ask the question of whether the ADS is actually the most suitable 

archive, or whether an alternative repository might better serve the material. 

 

The reason for the evaluation is to ensure the best quality of data in the long term. 

 

 

Slide 10 Deposit Requirements 

 

To deposit digital material a number of basic requirements need to be fulfilled: 

 

The depositor must have the authority to archive the data and have obtained all 

necessary permissions in terms of rights over the data. 

 

The material must be „complete‟: 

 For the ADS this means finished project archives that will not be added to. 

 Other institutional digital repositories may consider all individual digital 

entities as “complete”, but not draft versions of papers that will be updated 

later. 

 

The material must be in digital form in preferred file format: 

 Most common file formats are accepted. 

 Open formats are preferred. 

 

And there must be sufficient project documentation and file Metadata. 
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Slide 11 Deposit Checklist: Documentation and Metadata 

 

The most important thing to do when depositing digital material is to make sure that 

all the supporting documentation is in order. There are two levels of documentation 

and metadata. 

 

Project Documentation which comprises: 

 

 A detailed overview of project as a whole, including its geographical 

coverage, temporal dates, methodologies, monuments, and evidence types, etc. 

 A summary of the structure of data, and file naming conventions used. 

 

 

File Documentation & Metadata concerns individual files or groups of file types, 

including: 

 Which operating system (platform), software, and version were used. 

 A list of file names. 

 

 

 

Slide 12 Project Level Metadata Template Form and Example 

 

The ADS provides template forms and examples of all types of documentation that 

need to be completed, these are: Project Level Metadata forms….  

 

 

 

Slide 13 File Metadata Template Form and Example 

 

…and general and individual File Metadata forms. 

 

All the template forms are available as Microsoft Word documents, PDF documents, 

and XL spreadsheet files to download.  

 

There are template forms for all types of file formats: spread sheets, databases, 

images, CAD, GIS, and Geophysical survey data. 

 

 

 

Slide 14 ADS Guidelines for Depositors 

 

In fact, as was mentioned at the beginning of this session, the Guidelines for 

Depositors are a good place to start at the beginning of a project. If you know the 

types and structure of the documentation and metadata that is required to archive data, 

you can work with this in mind from the start as you begin to create and acquire data.  
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Slide 15 Group Discussion 

 

In groups of three-four outline for each other the following for your research project: 

 

 What data will or could be archived? 

 What practical steps will you need to carry out 

 Will there be any 3
rd

 party copyright material in your thesis? 

 Do any ethical issues arise concerning your research data? 

 

 

 

 

Slide 16 Acknowledgements 

 

Module 6  Archiving Data 

 

Written by Lindsay Lloyd-Smith 

 

Acknowledgements 

This material was created by the JISC-funded DataTrain Project at Cambridge 

University Library. 

 

Project Manager: Elin Stangeland (Cambridge University Library) 

Project advisors: Stuart Jeffrey (Archaeology Data Service), Sian Lazar (Department 

of Anthropology, Cambridge University), Irene Peano (DataTrain Project Officer: 

Social Anthropology), Cameron Petrie (Department of Archaeology, Cambridge 

University), Grant Young (Cambridge University Library), and Anna Collins 

(DSpace@Cambridge Research Data and Digital Curation Officer). 

 

Image credits: 

Slides 8, 14: Srceenshot of Guidelines for Depositors courtesy of the Archaeology 

Data Service. 

Slides 12, 13:  Screenshot of Metadata Template forms courtesy of the Archaeology 

Data Service. 

 

Creative Commons Licence 

The teaching materials are released under Creative Commons licence UK CC BY-

NC-SA 2.0: By Attribution, Non-Commercial, Share-Alike.  You are free to re-use, 

adapt, and build-upon the work for educational purposes. The material may not be 

used for commercial purposes outside of education. If the material is modified and 

further distributed it must be released under a similar Creative Commons licence. 

 

 

 
 

 


