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CESSDA
• Consortium of European Social Science 

Data Archives (Service Providers).
• European Research Infrastructure (ERIC)
• 22 member and 1 observer countries
 
 Consortia of universities departments
 Departments within universities
 Public Research bodies
 Consortia along with SSH ERICs of a country

MISSION
● to provide a sustainable research infrastructure that 

enables the research community to conduct 
high-quality research in the social sciences 

● to contribute to effective solutions to the major 
challenges facing society today. 



Services Supporting Research





Outline for today



• The presentations for the Workshop will be recorded (Breakout Sessions will not be recorded / Exercises: will be 

recorded, but not shared)

• Asking questions around presentations:

• Type in the chat during presentations

• Raise hand after presentations

• Materials from the event:

• Slides will be published on Zenodo

• Link to the recording and materials will be sent to registered participants by e-mail

• We kindly ask you to fill out the evaluation survey after the workshop (will be sent via e-mail)

Logistical information for this workshop



https://thewordsearch.com/puzzle/4155175/cessda-dag-workshop-13-october/

 Word Finder game

https://thewordsearch.com/puzzle/4155175/cessda-dag-workshop-13-october/
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gry.henriksen@sikt.no
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• Scope:
• from early contact to data transfer
• “before-OAIS”
• accumulated “best practice” and acceptable solutions

• Target groups: 
• new staff of social sciences data archives 
• staff of new social sciences data archives

• Structure:
• timeline-based (though not entirely)

• Links to other CESSDA Training resources:
• CESSDA DMEG 
• CESSDA Resource Directory

Setting DAG Chapter 3 Pre-Ingest in context



Pre-ingest: From early 
contact to data transfer OAIS Model

1. Outreach and support

2. Data submission

3. Data review and appraisal

4. Accepting or rejecting data

5. Further reading
CESSDA Tutorial:OAIS (2017)

https://www.cessda.eu/About/Projects/Past-projects/CESSDA-SaW/WP4/Tutorial-OAIS


Pre-ingest: From early 
contact to data transfer

1. Outreach and support

2. Data submission

3. Data review and appraisal

4. Accepting or rejecting data

5. Further reading

Identify and localise data:
Systematic data inventories, targeting specific data, 

rescuing data, following requests

Advocate for data sharing:
Focus on benefits and opportunities

Address fears and practical constraints

Negotiate data sharing:
Data access levels and embargos; legal and ethical 

obligations as well a formats and documentation

Support and consult:
RDM training & consultations on data archive services



Pre-ingest: From early 
contact to data transfer
1. Outreach and support

2. Data submission

3. Data review and appraisal

4. Accepting or rejecting data

5. Further reading

Inform depositors:
.. on submission requirements
.. describing of the main steps in the deposit process
.. instructing how to proceed

Ensure data transfer:
..an acceptable solution for incoming data, including 
special cases

Administer incoming data:
Alerts & assigning new cases
Receipt to the depositor
Transfer data to temporary storage



Pre-ingest: From early 
contact to data transfer
1. Outreach and support

2. Data submission

3. Data review and appraisal

4. Accepting or rejecting data

5. Further reading

Control compliance to acquisition criteria:
Criteria should be in the Acquisition policy 

Control the submitted material:
Depositor ID; completeness of material; virus and 

readability; data description; ethical and legal aspects

Review the documentation:
..ensure there is enough context information

Communicate with researchers:
..on-going process
..goal-oriented
..proactive and supportive



Pre-ingest: From early 
contact to data transfer

1. Outreach and support

2. Data submission

3. Data review and appraisal

4. Accepting or rejecting data

5. Further reading

Accept:
.. notify researchers and explain further steps
.. ensure there is a legal ground
.. alert Ingest-team 

Reject:
.. inform depositor explaining reasons
.. suggest a more appropriate repository
.. remove data from temporary storage



Pre-ingest: From early 
contact to data transfer

1. Outreach and support

2. Data submission

3. Data review and appraisal

4. Accepting or rejecting data

5. Further reading

CESSDA Resource Directory | Zotero

https://www.zotero.org/groups/2382601/cessda_resource_directory/library


A: Working with data depositors and research communities?
B: Developing routines for better quality data? 
Focus on data types you are now working with - examples might be survey data; qualitative interview data; 
audio & video data; archeological data; big data; sensitive data or any other type of data.

C: Organizing and structuring Pre-ingest activities, like data submission, review and 
appraisal, communication with researchers?

Discuss Ch3 from perspective of case A, B or C: 
What seems useful? 
What seems less applicable? 
What is missing?

If you have had an opportunity to look at DAG before: How well is material presented, regarding 
structure, granularity, level of detail, etc.? 

How can Ch3 of DAG be used for solving real life 
issues with data in your organizations?



How can DAG be used for solving real life issues with 
data in your organizations? Choose A, B or C.

What seems 
useful? 

What seems less 
applicable? 

What is missing?

If you have had 
an opportunity to 
look at DAG 
before: 

How well is 
material 
presented, 
regarding 
structure, 
granularity, 
level of detail, 
etc.? 

Case A: Working with data depositors 
and research communities?

Case B: Developing routines for better 
quality data? 
Focus on data types you are now working with - 
examples might be survey data; qualitative interview 
data; audio & video data; archeological data; big data; 
sensitive data or any other type of data.

Case C: Organizing and structuring 
Pre-ingest activities?
Focus on processes like data submission, review and 
appraisal, communication with researchers or other.
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Thank you!

Licence: CC-BY 4.0

Ilze Lace | SND, University of Gothenburg
Ilze.Lace@gu.se
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Structure
1. Handover from acquisition/pre-ingest to ingest
2. Different services (workflows) for different data 

deposit agreements
3. Metadata
4. Quality assurance of data and documentation 

material
5. Updates and versioning
6. Adaptation of workflows and processes
7. Checklist of general ingest procedure steps

1. Sources and further reading
2. Annex

https://dag.cessda.eu/Chapter-4 

https://dag.cessda.eu/Chapter-4


Handover from pre-ingest to ingest (i)

• Checks on completeness of data and documentation 
material;

• Checks on formats;
• Checks on sensitive content;
• Checks on encrypted or password protected data.

  check out: Data Collection Policy of your repository



Handover from pre-ingest to ingest (ii)
Transfer:

Keep track with software:



• Mandatory
• Signed contract (clarified property rights, and signatory 

powers)
• Metadata information (if not already entered directly in 

platform)
• Data files
• Codebook
• Methods report
• Instruments of data collection (e.g., questionnaire with 

interviewer instructions, information material for 
respondents, …)

• Informed consent form (if applicable)

• Optional

• Project report
• Data Management Plan (DMP) of project proposal
• Project proposal
• Interviewer guidelines
• Interview cards etc
• Documentation about incentives, contacts, …
• Recoding protocol
• Syntaxes
• Coding instructions
• Showcards

Data deposit
• Data types and formats used in community

• Quantitative data (Stata, SPSS, SAS, R, 
Excel);

• Qualitative data (PDF, text 
programmes);

• Preferred formats
• Provide a list of your preferred formats.



• Open Access (OA, Public Use) – maximal re-use of the data;
• Scientific Use (SUF) – restricted account-based access aims at a re-use by researchers 

with a scientific interest in the data (also restricted controlled access);
• Replication Data;

• Which audience accesses the data;
• Different levels of pseudonymisation.

• Special conditions; e.g., embargo or restricted controlled access (internal process).
• Re-use or preservation only?

Different services (workflows) for different data deposit agreements



• Make metadata FAIR, license CC;

• Use Vocabularies:
• international standards set by the Data Documentation 

Initiative (DDI) and the Consortium of European Social 
Science Data Archives (CESSDA ERIC),

• mandatory metadata items for harvesting the CESSDA 
Data Catalogue (CDC),

• different languages.

• Be clear about free text fields (Capital letters, British vs. 
American English, Abbreviations, Names of institutions, 
persistent identifiers in links).

Metadata



• Did you receive all relevant metadata information? Are all mandatory fields 
filled in? Do you have more information on optional metadata fields?

• Metadata fields should not contain any separators (e.g., like dots or commas 
as thousands separators), depending on the tool you use for dissemination so 
that easy harvesting of your entered metadata is assured.

• Are the metadata fields filled in correctly, according to CESSDA CMM and DDI 
standards?

• For topics and keywords; adhere to the CESSDA Topic Classification and 
CESSDA ELSST Thesaurus. Is there a maximum of topics the depositors can 
pick? 

• Give the researchers assistance in choosing the right term, neither too broad 
nor too narrow.

Check metadata



• A. Risks for integrity (checks for compliance with General Data Protection Regulation - GDPR).
• Removal of all direct identifiers and (strong) indirect identifiers;
• Check or delete answers to open questions;
• Check data whilst keeping population group and sample size in mind;
• Spellcheck of variable names, labels and string variables.

• B. Checks for compatibility with other formats.
• Data: Technical setting, length of variables, scanning for unlabelled values;
• Documentation: PDF/A standard (ISO 19005-2); ASCII text format.

• C. Plausibility (checks on logical errors, improbable values/outliers, duplication errors, 
    correct filters).

• D. Comparison of data and documentation material

Quality assurance of data and documentation material (i) 



• E. Give feedback to depositors (does depositor or ingest staff do adaptations).

• F. Adding DOI and version as variables to the dataset.

• G. File naming and managing files (user can derive various information about 
file type and content).

• H. Conversion to other formats and provenance (data and documentation 
material is transformed; who does this? Ingest or preservation staff?, keep 
track).

• I. Dissemination (software systems used for data dissemination; e.g. Dataverse, 
Nesstar).

It is advisable to have a checklist for all necessary steps in ingest 
(see “Checklist of general interest procedure steps”).

Quality assurance of data and documentation material (ii)



• Set clear rules for workflows in case of updates, new versions, 
changes to the data entry to ensure reproducibility:

• Tracking (internal recording; errata files);

• Be clear about structure according to OAIS model;

• Major vs. minor version changes.

The ingest team needs a clear structure on naming of different versions. It 
must be clear and reproducible for the data curators what are the most 
recent data in the DIP and also in the SIP to not mix things up by accident.

Updates and Versioning



Upcoming incidents or situations could require new workflows (e.g., COVID-19 
pandemic, or a handover of a bulk of datasets in form of a [pre-mortem] bequest):

Adaptation of workflows and processes



Example of 
ingest 
process



❏ Transfer archive material into working area (correct drive);
❏ Create folders according to OAIS model (SIP, AIP, DIP);
❏ Are all mandatory metadata fields filled in correctly?
❏ Are topics and keywords chosen from the respective thesauri and vocabularies;
❏ Pseudonymisation/Anonymisation checks;
❏ Data cleaning (variables and values labelled, missing values);
❏ Plausibility checks;
❏ Check if data and documentation material complete and match;
❏ Include suggested citation and information (DOI, version) in data and documentation;
❏ Send feedback to depositor;
❏ Transfer the data and documentation material into preferred formats of scientific 

community and long-term archive formats;
❏ Make clear all undertaken steps are traceable and documented;
❏ Publish archive material in chosen platform (e.g., Dataverse);
❏ Clean up all folders and move to repository.

Checklist
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Thank you!
Iris Butzlaff, AUSSDA, University of Vienna



Questions for the discussion
1. Hand-over from 

acquisition/pre-ingest to ingest

− Which programmes/software does 
your repository use to notify the 
ingest staff that data has ‘survived’ 
pre-ingest and is now ready for 
ingest?

− How does pre-ingest agent 
transfer the data:

o from data depositor to repository

o from pre-ingest agent to ingest 
agent 

− Which software/tools does your 
repository use to keep track of 
status the data is in?

− Which data formats do you use in 
case your archives process 
qualitative formats?

 

2. Different services (workflows) 
for different data deposit 
agreements

− Does your repository use 
different workflows for different 
data deposit agreements? If 
yes, how do these workflows 
differ from each other?

− Are there any other special 
conditions that your repository 
offers to the data depositors, 
except for embargo or 
restricted access (or controlled 
access)?

− Does your repository offer to 
archive data without making it 
accessible to the community? 
If yes, is this data handled any 
different from ‘normally’ 
archived data?

 

 

3. Metadata
− Is there anything to add that needs to be considered except for using 

correct vocabularies, clear rules for free text fields and checks on 
metadata?

4. Quality assurance of data and documentation material
− Which checks do you do in your archive except for mentioned ones in 

sections A. to D.?

− Are data conversions done by ingest or by preservation staff in your 
archive?

− Which software systems do you use for dissemination? (other than 
Dataverse and Nesstar?)

− Does your software system (which you use for dissemination) allow for 
online analysis of the data?

 
5. Updates and versioning
− How do you record necessary updates?

− How do you comply with the OAIS model in case you receive new versions?
 
6. Adaptation of workflows and processes
− How often do you update your workflows?

− Is this done by management level or by ingest staff?
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Chapter 5: FAIR-enabling and Trustworthy 
Qualities of Archives
What is FAIR and how is it enabled within organisations and throughout designated 
communities?

Maaike Verburg / DANS-KNAW (NL)
Kim Ferguson / DANS-KNAW (NL)



• Introductions - who we are and where we’re from

• Overview of DAG Chapter 5*

• Hands-on session with FAIR-Aware

• Questions & wrap-up

Agenda

37

* CESSDA Training Team (2022). CESSDA Data Archiving Guide 
version 1.0. Bergen, Norway: CESSDA ERIC.
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Let’s head over to menti:

Mentimeter information
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5.1 Introduction to FAIR

5.2 Enable FAIR in your organisation

5.3 Promote FAIR within your designated community

5.4 Trustworthy data archives

What is in this chapter?

42



• Information about the topic

• Examples from CESSDA Archives

• Questions to increase your understanding

• Expert tips

What is in each section?

43



5.1 Introduction to FAIR

• The FAIR Guiding Principles

• Why were they created?

• One term of many

• Becoming FAIR-enabling

44

Image: CC-BY-SA CESSDA DMEG https://dmeg.cessda.eu/



5.2 Enable FAIR in your organisation
From the soon-to-be released chapter, “Archives differ, whether by domain, 

country, or even concerning their approach to FAIR principles. 

An organisation can be FAIR-enabling in a number of ways, including 
through policy, infrastructure, mission statements, assessments, training 

protocols, or simply the work culture. 

This section will introduce a variety of tools available to assess FAIR 
qualities of archives, followed by some examples from different CESSDA 

Service Providers.”

45



5.2 Enable FAIR in your organisation cont.

How?

- Assessment frameworks
- Manual (e.g. FAIRsFAIR framework)
- Automatic (e.g. F-UJI)

- Examples from other archives
- CROSSDA (Croatia)
- FSD (Finland)

46



5.3 Promote FAIR within your designated 
community

“While Section 5.2 addressed ways that organisations can enable 
FAIR internally, this section focuses on the role of a data archive 
in educating their designated communities on FAIR principles. 

There is not one approach that fits every archive, but rather you 
should determine what makes sense for your archive and your 

designated community. 

We will introduce the different perspectives as well as give some 
examples from CESSDA Service Providers.”

47



5.3 Promote FAIR within your designated 
community cont.
A few ways to approach this:
- Promoting FAIR, such as through user guides, training, 

events, tools, or news bulletins
- Educating users, making them aware of FAIR

- Embedding FAIR, such as through infrastructure and 
depositing requirements
- Supporting users, without burdening them with extra information

Both approaches are possible, but you can also focus on one instead

48



5.4 Trustworthy data archives

• Why should an archive be trustworthy?
• How can an archive display trustworthiness?

• Certification

• CESSDA Trust Support

• FAIR + Trustworthiness = FAIR-enabling 
Trustworthy Digital Repository

49



Answer 10 simple 
FAIR questions

Read the guidance texts 
to develop FAIR 

knowledge and skills

Leave feedback to 
improve the tool

Receive your FAIR 
assessment scores

Spread the word!
Create more 
FAIR data!

50



• Section 5.1 suggests the FAIR-Aware tool as a means to assess and 
increase your understanding of the FAIR Principles

• Aimed at researchers and data stewards, but relevant to all data 
professionals!

• How is the archive presented in the guidance information? What is 
expected of you to help create and maintain FAIR data? Let’s have a look!

51

Let’s get hands-on!



What elements of FAIR are in the hands of 
the archive or repository? Let’s find out!

FAIR-Aware 
Exercise

52
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• FAIR-Aware tells data owners what to look for in an archive

• Be FAIR and trustworthy to be a depositor’s no.1 choice!

• Chapter 5 of Data Archiving Guide will soon appear online
• Contains more content than discussed today
• Interested in becoming an earlier reader of our chapter? 

61

Take home messages
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Thank you!
Kim Ferguson: kim.ferguson@dans.knaw.nl | @kfergy
Maaike Verburg: maaike.verburg@dans.knaw.nl | @MaaikeVerburg
DANS: dans.knaw.nl/en | @DANS_knaw_nwo
FAIR-Aware: fairaware.dans.knaw.nl | #FAIRAwareTool

62



FAIR-Aware: https://fairaware.dans.knaw.nl/ 
F-UJI: https://www.f-uji.net/ 
FAIRsFAIR Assessment Framework: https://doi.org/10.5281/zenodo.6656431
CESSDA Vocabulary Service: https://www.cessda.eu/Tools/Vocabulary-Service  

63

Resources

https://fairaware.dans.knaw.nl/
https://www.f-uji.net/
https://doi.org/10.5281/zenodo.6656431
https://www.cessda.eu/Tools/Vocabulary-Service
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Crossword
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