
Data deposit checklist

Are the data complete and in 
their final state?

Have you assured data quality 
and integrity?

Have you decided which 
file formats to store your data

 in for future access and reuse?

Have you organised 
and named your files in a 

consistent and meaningful 
way?

Will your dataset 
be accompanied by any supporting 

documentation?

Are you the rights owner of the data?

Start

Identify data which support 
published research findings 

and/or are ready to be archived. 
See our webpage on appraisal 

and selection for guidance.

Please see the UK Data Archive 
website for guidance on quality 

assurance for research data 

We cannot accept  live  or 
 active  data.  Please contact us 
at research.data@kcl.ac.uk for 

further assistance.

Please see our webpage on 
organising files and folders.

Provide any additional 
information needed to help 
others understand your data 
files, e.g. a readme fi le, data 

dictionary or code book. 

Where possible, data intended 
for publication should be stored 

using open or widely used 
formats. Please see our 

webpage on file formats for 
further assistance.

If the data were sourced from 
an external provider or contain 
third party copyright material, 

you must seek permission from 
the copyright owner before a 

copy of the data can be hosted 
in the King s RDM System.

Datasets containing sensitive or 
confidential data are reviewed 
on a case-by-case basis. Please 

contact the LSRS team at 
research.data@kcl.ac.uk for 

assistance.

Where possible data should be 
anonymised and consent 

obtained from the participants 
before the data can be made 
public. For additional support 

please contact 
research.data@kcl.ac.uk 

Use the data deposit form to 
tell us about any restrictions on 

accessing the data

Will there be any restrictions 
on making your data public (e.g. an embargo 

period ahead of publication)?

Submit a copy of the data 
deposit form to Library Services 
and we will arrange the transfer 

of your data.
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Step 1: Decide which data to deposit

Step 2: Assess the quality of your data

Step 3: Organise and describe your data

 Step 4: Check permissions and rights

Step 5: Set access conditions 

Does your data contain 
 sensitive, confidential or highly-

restricted information? 

Does your research involve 
human participants?

https://www.kcl.ac.uk/library/researchsupport/research-data-management/Preserve/Appraiseandselect.aspx
http://www.data-archive.ac.uk/create-manage/format/quality
https://www.kcl.ac.uk/library/researchsupport/research-data-management/Organise/Organising.aspx
https://www.kcl.ac.uk/library/researchsupport/research-data-management/Preserve/Formatting.aspx
https://www.kcl.ac.uk/library/researchsupport/research-data-management/Preserve/Data-Deposit-Form.aspx
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