



	


What is a Data Management Plan (DMP)?
· Supports in planning your research
· Is a tool for risk management 
· Helps pre-empt possible challenges
· Saves time

What does a data management plan contain?
1. What does your data consist of? 
2. What ethical and legal considerations apply to your data? 
3. How will you organise and describe your data? 
4. Where will you store your data during and after the research project?

Tips for devising a data management plan:
· Start devising the plan well ahead of time, at the latest before you start gathering the research data for your thesis. Discuss good data management practices with your supervisor or thesis advisor. 
· The data management plan template is generic. You do not need to include all sections if they do not apply to your data. 
· Choose one or more of the answer options provided or write the answer in your own words.
· Once finished, remove the introductory page, examples, guidance and any unused answer options from the final data management plan for a clear document that applies specifically to the data of your thesis. 
· Write a concise and practical plan based on your thesis. You should be able to understand the content of the plan and how it guides your actions. 
· Read through the template in full before starting to fill it out. 
· Each section provides a short introduction to the topic and links to further information on the Aalto University website: Research data management and open science. 
· Update the plan with any possible changes that might occur during your thesis. 



Thesis title:
Degree level (Bachelor’s degree/Master’s degree):
Student name:
Date and version of DMP:
Thesis supervisor and advisor(s): 
Short description of the research:




1. Research data

Research data is the material that is used to justify and produce research results, and includes all material that supports research, e.g. measurement results, survey and interview data, recordings and video, notes, software, biological samples, text samples and collection data. Research data can be grouped into:

· previously collected data which will be reused
· data collected for the research (e.g. interviews, measurements)
· data that is created during the research (e.g. analysis, code)
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Student’s Data Management Plan (DMP)
	
List the various types of research data you will be working with in the table below. Include data both in electronic format as well as possible physical samples. Mention which data has been collected previously and what data will be newly collected. See table for examples. 
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	Data type
	Includes personal data*
	Source of data
	Permissions, rights, licenses**
	Other notes

	Questionnaire
	Yes
	Users of service x
	Research permit
	Privacy notice 

	Electricity consumption in Finland - real time data
	No
	Fingrid
 
	Data openly available with CC BY -license
	 

	Housing production in the Helsinki Region
	No
	Helsinki Region Environmental Services Authority (HSY)
	Data openly available with CC BY -license
	 

	Cryolab-experiment photo footage
	 No
	GoPro-camera in the laboratory
	No need, data is produced in the project.
	



* Any data that can be used to identify a person directly or indirectly is personal data. Examples of personal data are name, social security number, contact details, but personal data can equally be a photograph, sound recording, rare job title or any other information an individual can be identified from. 
** Find out what permissions, rights or licenses you might need to collect and handle this data, and include details in the table.
[bookmark: _Hlk175226023]
More information:
· Introduction to research data management | Aalto University

2. Ethical and legal considerations

Research data can include confidential information which is handled according to laws, agreements, and ethical guidelines. Personal data is one such data type, and its handling is done in accordance with the European General Data Protection Regulation (GDPR) and the Data Protection Act.

Does my research contain these types of confidential data: 
· Data that are confidential or secret based on legislation (such as national defense or security);
· Trade secrets (e.g. innovations that may lead to patents);
· Data that are under a non-disclosure agreement;
· Sensitive species data (e.g. data concerning endangered animals and plants);
· Data that are confidential by agreement between partners (such as unpublished research data, data from business partners);
· Other potentially confidential data (e.g. instructions on handling dangerous chemicals). 


Does my data contain personal data?
· Yes
· No

If you answered yes to the question above, consider also the following: 
Informing participants:
· Draw up a privacy notice and give it to the research participants before collecting their data. 
· Ask the participants for their consent to participate in the research. 
· Ask the participants for their permission to archive and reuse their data after the project. 
Who is the controller of the personal data?
· The controller is the student [add name here].
· The controller is Aalto University, I am employed by Aalto University and a part of a research group [add name of research group here].
· The controller is the commissioner of the thesis (e.g. company).
What is the legal basis for handling personal data? 
· consent of the participants (thesis research). 
· performance in the task in the public interest (research conducted in research groups).
· something else, what: 
How will you protect personal data? Choose all that apply.			
The data will be handled/stored: 
· pseudonymised (without direct identifiers, e.g. names); 
· anonymised (individuals can no longer be identified directly nor by combining data from other sources); 
· on a secure server or in a locked space;
· in another way (e.g. encrypted);
· any material containing personal data will be deleted in __ years from successfully completing the thesis. 

More information:
· What is personal data? | Data Protection Ombudsman’s Office (tietosuoja.fi)
· Guidelines on processing personal data for studies | Aalto University
· Further information on privacy notices and consent to participate How to handle personal data in research? | Aalto University 
 
3. Documenting data

I will document the data using: 
· a research diary;
· a laboratory notebook or other separate document which will include key information on the data including changes, stages of analysis and e.g. meanings of variables; 
· a README file that accompanies the data and describes its key features;
· a tool or software that creates documentation automatically; 
· something else, what: 

 I will keep my data organised and complete by: 
· storing the original data separate from the data that I use during research, so if needed I can return to the original. 
· using structured storage methods such as a planned folder structure, file naming conventions, formats, and tags. I will determine the management and location for shared files. 
· version control: before starting the research, I will consider how to name the various versions of the data. I will abide by the naming format systematically. 
· I will pay special care in identifying situations where data might be altered, e.g. transcription, file format conversion, saving. I will make provisions to avoid data loss in these scenarios. 

More information:
· Data documentation, folder organization, and describing datasets in repositories | Aalto University
4. Storing data
During the research project
The recommended storage solution for research data is the Aalto server. This takes automatic backups of your files, and the server is suitable for storing confidential and sensitive data. Sharing files can be done via Aalto-provided cloud services e.g. OneDrive. Each time you have edited the data, remember to check where it is saved. Store the original data separate from the data that is being worked on. When you are gathering and handling personal data, only use services that have been approved by Aalto’s IT services.




I will store the data for my thesis: 
· On my personal Aalto server (home.org.aalto.fi)
· On our group’s shared Aalto server (work.org.aalto.fi), which is managed by _____ 
(e.g. supervisor, leader of research group)
· On the Aalto University supplied OneDrive cloud storage. 
· On some other storage solution, specify which.

Consider who has access to your data, what they can do with it and how you can ensure the safe transfer of data to your supervisor or collaborators. Please take into account that a student’s personal server space (home.org.aalto.fi) and OneDrive account are available only until graduation, after which their content will be deleted. 
Once the research project finishes
You are responsible for your data even after the research project finishes. Handle the data according to what you have outlined in this plan and honor any commitments you have made regarding the data. Personal data can only be kept for a limited time. 

Once my thesis is finished: 
· I will keep all research data for ___ years. Where? 
· Note that data to be kept should not be left in personal storage in Aalto user accounts, e.g. OneDrive.
· The data will be kept by the research group. 
· I will open/publish my data and its metadata in a repository.
· I will take into account legal and ethical considerations that may limit the opening of my data (see section 2.)
· I will destroy the data in full because… 
· I will destroy a part of the data, but keep a part of the data for ___ years, because… 

More information:
· What file storage to use when? | Aalto University
· File storage space for work and studies | Aalto University
· Data Storage, File Services | Aalto University
· Storage services for research data | Aalto University

Sources:
· The Aalto University Student’s Data Management Plan structure and content is based on the University of Helsinki Student’s data management plan template: Opiskelijan DMP - Datanhallinnan perusopas - ResearchGuides at University of Helsinki (University of Helsinki 2023, CC BY)
· The University of Helsinki Student’s data management plan structure and content is based on the publication: Tonttila, L., & Huttunen, S. (2021). Turun yliopiston aineistonhallinnan suunnitelmapohja opiskelijoille. Zenodo. https://doi.org/10.5281/zenodo.5603063 (CC BY)
· Hradecká, L., & Rousi, A. M. (2022). Aalto University DMP Training Worksheet. Zenodo. https://doi.org/10.5281/zenodo.7148115 (CC BY)
· Research Data Management (RDM) and Open Science | Aalto University
· Data Management Planning - Finnish Social Science Data Archive (FSD) (tuni.fi)
· Instructions for planning the management of sensitive and confidential data working group. (2024). Additional instructions for planning the management of confidential and personal data. National Open Science and Research Coordination (Finland). https://doi.org/10.5281/zenodo.11372948
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