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Duke Kunshan University’s Policy on Data Management Plans1 
 

Adapted from the policy of the Research Councils UK (RCUK), Guidance on best practice in the 
management of research data, revised by Duke Kunshan Research Policy Committee, and approved by 
University Faculty on April 20, 2016, and adopted by the Board of Trustees of the University, effective 

June 7, 2016 

 
1. Purpose 

 
Data Management Plans (DMPs) are an important tool in the management of 
research data.  A DMP should incorporate data management into the research cycle 
to ensure that research data is properly managed at every stage and data can be 
made available and re-used to the maximum extent possible at the end of a project 
or grant.   
 
Preparation of a DMP should be integral to the planning of a project, regardless of 
whether or not it is required as part of the formal research grant application. DMPs 
should follow relevant national and international recommendations for best 
practices and should be prepared in consultation with relevant institutional Data 
Managers and Data Stewards.   
 
DMPs should address requirements throughout the research activity, and should be 
subject to regular review and amendment as part of normal research project 
management.  
 
2. Scope 

 
All Duke Kunshan University sponsored research projects are expected to include a 
data management plan.  A data management plan is not a static document and will 
evolve over the lifetime of a project.  However, certain matters should be considered 
from the start of project planning and plans should cover all research data expected 
to be produced as a result of a project, grant, or activity.   
 
Topics to be included in data management plans include but are not limited to the 
following elements (See Appendix A: Recommended Elements of a Data 
Management Plan): 

 Intellectual property rights 
 Analysis of the gaps identified between the currently available research data 

and required data for the project 
 Anticipated data volume or file size 

                                                        
1 With some adaptation, much of the body of this Data Management Plan Policy is 
taken from: Research Councils UK (RCUK). (2015, July). Guidance on best practice in 
the management of research data: Annex A: Guidelines on data management plans.  
Retrieved from http://www.rcuk.ac.uk/RCUK-
prod/assets/documents/documents/RCUKCommonPrinciplesonDataPolicy.pdf 

http://www.rcuk.ac.uk/RCUK-prod/assets/documents/documents/RCUKCommonPrinciplesonDataPolicy.pdf
http://www.rcuk.ac.uk/RCUK-prod/assets/documents/documents/RCUKCommonPrinciplesonDataPolicy.pdf
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 Measures to assure data quality 
 Standards (including metadata standards) and methodologies that will be 

adopted for data collection and management, and why these have been 
selected 

 Formats in which the data will be collected 
 Relationship to data available from other sources 
 Anticipated use for the completed datasets 
 Expectations for sharing the data 
 Storage methods and backup 
 Security protections 
 Plans for retention, preservation, and/or disposal of the data  

 
Allocation of storage space in Duke Kunshan University’s protected network for 
research data is dependent upon the inclusion of a data management plan that 
contains the recommended plan elements (Appendix A).2 
 
3. Principles, Standards, and Methodologies 

 
Plans should specify the principles, standards and technical processes for data 
management, retention and preservation that will be used in the course of the 
project.  The area of research, funder requirements, university policies, or 
national/international regulations may determine these principles.  Processes 
should be supported by appropriate standards addressing confidentiality and 
information security, legal compliance, monitoring and quality assurance, data 
recovery and data management reviews.   
 
In order to maximize the potential for re-use of research data, researchers should, 
where possible, generate and manage data using existing, widely accepted formats 
and methodologies. 
 
Plans should provide suitable quality assurance concerning the extent to which 
“raw” data may be modified.  The processes for obtaining “derived” data should be 
specified and conform to the accepted procedures within the research field, if “raw” 
data is not be retained. 
 
4. Documentation and Metadata 

 
Researchers should ensure that appropriately structured metadata, using 
recognized standard schema, where these exist, for describing their research data 

                                                        
2 The P.I./researcher would be responsible for drafting the DMP for his/her 
research project.  The Office of the VCAA would be responsible for 
approving/monitoring the DMPs until Duke Kunshan has a Chief Information Officer 
or Head of Information Security. 
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are created and recorded in a timely manner.  The metadata should include 
information about regulatory and ethical requirements relating to access and use. 
 
Protocols for the use, calibration, and maintenance of equipment should be clearly 
documented to ensure optimal performance and research data quality.  When 
protocols change, they should be version controlled and the current version should 
be available and readily accessible. 
 
Documentation may include: technical descriptions, code commenting, project 
guidelines, information supporting technical decisions, and resource metadata.  All 
types of documentation may not be relevant to all projects and the quantity of 
documentation proposed should be proportionate to the anticipated value of the 
data.   
 
Plans should consider dependencies on software and whether specific software 
packages or code will need to be made available to enable the data to be read and 
interpreted and results reproduced or reanalyzed. 
 
5. Collaborative Research, Ethics, and Legal Compliance 

 
The ownership and custodianship of the research data should be clearly noted, 
including a provision for the event that researchers move from one organization to 
another.  Projects that involve collaboration between separate legal entities should 
have formal agreements to clarify responsibilities and arrangements for access to 
data and managing permissions.  Such agreements should be developed at an early 
stage and should take account of any applicable funding terms and conditions.  In 
the case of international collaborations, researchers should address any national 
legal restrictions that affect their data collection, security, or storage. 
 
Where sensitive research data are involved (data classified in Levels 3-5 as defined 
by Duke Kunshan’s Research Data Management Policy), the terms of the consent 
should be considered and the data management plan should ensure that 
appropriate security measures are adopted and followed when handling and storing 
data.  Researchers have a duty to understand and comply with the applicable laws 
and to seek advice if they have any questions about compliance.   
 
A data management plan should refer to and, if necessary, describe the security and 
quality controls that will be implemented for any research data with restricted 
access. 
 
6. Sharing 

 
Research data should be easily discoverable, accessible, assessable, intelligible, 
useable, and wherever possible interoperable to specific quality standards, while at 
the same time respecting concerns in relation to privacy, safety, security and 
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commercial interests.  An increased emphasis on sharing of data has the potential to 
stimulate new approaches to the collection, analysis, validation and management of 
data whilst, at the same time, recognizing that the risks to the privacy of individuals 
must always be considered where data arise from, or are derived from, personal 
identifiable data.   
 
Research records must always be available to collaborators (co-investigators, 
supervisors and their trainees). In collaborative projects, all investigators should 
know the status of all contributing research records and have access to them 
consistent with confidentiality restrictions. Investigators also should be aware if 
their research records are subject to specific data sharing requirements of a 
sponsor.3 
 
Data management plans should consider the viability of sharing the research data 
generated or collected by the research project.  If data sharing may occur, a 
description of how data will be shared, including access procedures, embargo 
periods, technical mechanisms for dissemination and whether access will be open or 
granted only to specific user groups should be included in the DMP.  A timeframe for 
data sharing and publishing should also be provided.   
 

7. Storage and Backup 

 
Data management plans should provide for all retained data and related materials to 
be securely stored (based upon the classification level of the data and the 
appropriate securities defined in the Duke Kunshan University’s Research Data 
Management Policy) while data are being collected, analyzed, and retained.  The 
DMP should detail the plans for this storage and backup at each stage of the 
research process.   
 
Research data should be preserved in such a way as to allow them to be accessed, 
understood, and used by any others with appropriate authorization.  Plans should 
include provisions for the regular backup of any electronically held research data.  
Duplicate copies of research data should be held in secure and accessible formats 
where appropriate. 
 
8. Retention 

 
Research records should be archived for a minimum of five years after final 
reporting or publication of a project (or longer if required by an external sponsor, 
law, rule or regulation). The archived records should be the originals. In addition, 
the records should be kept for as long as may be required to protect any patents 

                                                        
3 Duke Kunshan University. (2014, June). Policy on research records: Sharing, 
retention and ownership. 
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resulting from the work.4 The data management plan should describe the retention 
plan, the process for determining the feasibility of data disposal, and the disposal 
process.   
 
9. Preservation 

 
It is expected that the preservation of research data will be managed through an 
established repository, such as one provided directly or indirectly by a university, or 
an independently managed subject specific database, unless there is a compelling 
reason not to do so.  It may be appropriate to choose different repositories at 
different stages of the project.  Plans should specify which data are to be deposited 
in which repository, where, and for how long, with appropriate justification.  They 
should include specific provision for any data or metadata preparation to enable 
reuse.   
 
Plans may reference the general policies for the chosen repository and, if 
appropriate, include further details related to the specific project.  It is the 
responsibility of the person preparing the DMP to ensure the repository policy is 
appropriate.  Where data are not to be managed through an established repository, 
the DMP should demonstrate reasonable assurance of the stability and 
sustainability of the proposed approach.  
 
  

                                                        
4 Duke Kunshan University. (2014, June). Policy on research records: Sharing, 
retention and ownership. 
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Appendix A: Recommended Elements of a Data Management Plan5 
 
 

Element  Description of Element’s Content 
  
Data Description 
 

A description of the information to be gathered; the 
nature and scale of the data that will be generated or 
collected. 

 
Existing Data A survey of existing data relevant to the project and a 

discussion of whether and how these data will be 
integrated. 

 
Format Formats in which the data will be generated, 

maintained, and made available, including a 
justification for the procedural and archival 
appropriateness of those formats.   

 
Metadata A description of the metadata to be provided along 

with the generated data, and a discussion of the 
metadata standards. 

 
Storage and Backup Storage methods and backup procedures for the data, 

including the physical and cyber resources and 
facilities that will be used for the effective preservation 
and storage of the research data. 

 
Security A description of technical and procedural protections 

for information, including confidential information, 
and how permissions, restrictions, and embargoes will 
be enforced. 

 
Responsibility Names of the individuals responsible for data 

management in the research project. 
 
Intellectual Property 
(IP) Rights 

Entities or persons who will hold the intellectual 
property rights to the data, and how IP will be 
protected if necessary.  Any copyright restraints (e.g. 
copyrighted data collection instruments) should be 
noted. 

                                                        
5 ICPSR: Data Management & Curation. (n.d.). Elements of a data management plan. 
Retrieved from 
https://www.icpsr.umich.edu/icpsrweb/content/datamanagement/dmp/elements.
html   

https://www.icpsr.umich.edu/icpsrweb/content/datamanagement/dmp/elements.html
https://www.icpsr.umich.edu/icpsrweb/content/datamanagement/dmp/elements.html
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Access and Sharing A description of how data will be shared, including 

access procedures, embargo periods, technical 
mechanisms for dissemination and whether access will 
be open or granted only to specific user groups.  A 
timeframe for data sharing and publishing should also 
be provided. 

 
Audience The potential secondary users of the data. 
 
Selection and 
Retention Periods 

A description of how data will be selected for 
archiving, how long the data will be held, and plans for 
eventual transition or termination of the data 
collection in the future. 

 
Archiving and 
Preservation 

The procedures in place or envisioned for long-term 
archiving and preservation of the data, including 
succession plans for the data should the expected 
archiving entity go out of existence. 

 
Ethics and Privacy A discussion of how informed consent will be handled 

and how privacy will be protected, including any 
exceptional arrangements that might be needed to 
protect participant confidentiality, and other ethical 
issues that may arise. 

 
Budget The costs of preparing data and documentation for 

archiving and how these costs will be paid.  Requests 
for funding may be included. 

 
Data organization How the data will be managed during the project, with 

information about version control, naming 
conventions, etc.  

 
Quality assurance Procedures for ensuring data quality during the 

project. 
 
Legal requirements A listing of all relevant federal, national, or 

international funder requirements for data 
management and data sharing.  

 


